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Instructions for using Client Base (CB)
Requires Internet Explorer

Client Base Website URL: http://www.clientbaseonline.com/login. Start by going to the Client Base website by
following the link from the CCE website OR from internet explorer typing in the URL. Log in using your assigned
password and the Sabre PCC (pseudo city code): Z57F. ** If you have forgotten your password or you receive an error —
Do Not press forgot password, please contact your ASC. Save this link in your favorites so you can locate it easily. This
program requires Internet Explorer to complete all steps.

Step 1 - Finding an existing profile or creating a new profile

**Each primary client must have their own profile which includes name and contact information — it is important that
you only create one profile for each client. Always search to see if your client has an existing profile before creating a

new one. If the client has booked with our company previously through another IC please ask your ASC to change the
agent name in the profile to yours before creating another profile!

-0
Qe‘ (& https://wiw.clientbaseonline.com/chopnad/prof O -~ @& & H (2 Welcome To The Signature Tra.”‘ 2 Admin Panel {2 Home - The Buttered Biscuit | & ClientBase Online | ‘ Kk
File Edit View Favorites Tools Help

clientbase online B Profiles M Activities B Res Cards Help Log Out

— Global Saved Searches — ﬂ — Personal Saved Searches — ﬂ

Merge Options Create Profile Res Card Note  Mailer Reminder  Reports
Find Profiles by...
Profile Type ﬂ ﬂ -
% Find & Reset
Profile Name/Company  [v| i Tudel] X oA ETE ST
Tudor/Elizabeth )
TudorHank
| Select Columns | Sort by Columns | Saved
‘ | Profile Type | Name Interface ID ‘ City | State | ZipCode | Communication Entry
View L Langille/Blair

= 3 P v 4 Bs) o Bl

Existing Client Profile

If this is an existing client and a profile for your client has already been created, you can query the client by entering the
client’s last name in the box next to Profile Name/Company and click the Find tab. You should always double check so
you don’t create another profile for an existing client. If they are already in the data base, you would click View in the
box next to their name, and continue to Step 4- the RES CARD.
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Creating a New Client Profile

For new clients you will need to create a profile by clicking on the PROFILES icon at the top of the screen and choose
Leisure. When the Create Leisure screen pops up you can create the profile.

Fill out the following:

e General Info: Lead Client Last Name, First Name, Middle Name, adding as much detail as possible.*Please do
not list two names—use the main contact person. For example, list “John” as the first name—not “John &
Jane”. Jane can then be listed as a family member, and also as a second name on the “additional name”
field.

o Address: Client Address — Please double check to make sure the address is in the correct postal format. It is
important that you choose the correct Country Name, for example instead of USA use US or leave blank. For
other countries please use the list in the forms library under CB correct country names. Please also double
check your state information, that you have the correct initials.

e Communications: Add all telephones and E-mail addresses (if you do not have an email leave this blank).

e Additional Info:

0 Interface ID: Use the client’s phone# - no dashes.

0 Referred By: Use the drop down menu and choose the most appropriate description. This is how
they initially came to you. Once you start a Res card, each time you will record how this trip was
referred to you.

O More Fields: Lead/Personal — please specify if this is a personal client or a lead client.

**Notes for Lead clients: In addition to entering a profile for each quote request you are also required to create a RES
Card and select “prospect” under reservation cycle and use “prospect” as the confirmation #. Do not input trip start/end
dates or prices until they have actually deposited. After the client makes their deposit you want to query the profile,
click on RES Cards then View the prospect RES Card and click edit to update to the correct information, save, update
step 3, and continue to step 5.

-

Profile Quick Entry Screen

@ Next #) Cancel

General Info
Profile Type

Leisure [v]
Last Name First Name Middie Name
Cambridge George
Courtesy Title
-Courtesy Sel- v

Address Line 1 Address Line 2 Apt/Suite

123 Main St
Zip Code City State Country
10001 [ - Zip Code — ] j AnyCity NY us
Primary Profile Phone Number Primary Profile Phone Description

+ 1 ( 555 ) | 5554321 Phone -Description Sel- v

Interface 1D Primary Agent Branch No.

5555554321 Jo Vagos [ - Select Agent —] [w] | [0]CruisingCo.com ~]

Referred By

Friend/Family -Referred By Sel- v

More Fields.
5. Lead/Personal

Qutside (Personal) [ -Select Lead/Personal- [v]:

@ Next #) Cancel

After hitting “NEXT”, you will be brought to another small screen. You can enter any additional information for this
primary client
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clientbase online W Frobio: B Activities B Hes Cands ™ Help Log Cut

Profiles e
Profile Quick Entry Screen
£ Back @ Save @ Cancel

Primary Traveler

Last Name First Name Maagle Name Courtesy Title

Cambridge Gaorge | Counesy Sal- ]
Primary Phone Number Primary Phone Description

o1 ¢ Y Phune Descriphon S v

Primary E-mal Frimary E-mad Description

peorgefiroyals.com E-mail -Desenpbion Sel- ~

Citizenship

w -Citizenship- -

Binn Oate

|«

£ Back D Save # Cancel

CLICK SAVE Double check all profile information before continuing -- edit if necessary

clientbase online B Profiles B Activitios M Re= Cards
Profiles bl Savnd Swrches — [ Personal Sivod Seaches ||
Merge Options PNR  ResCard  Live Connect  Note  Mailer  Heminder
Leisure - Cambridge/George Tra\re!ersl
George Cambridge | p " o Codes po 2 Vg

123 Man St
AnyCity, NY 10001
us

Remarks: |
M bout

s [ [+
Ganeral Info P

Communications

o Phane
Bl L i +1[555] 5554321 v v =5

tame

CambridgeiGronge w W o [Fdil]

Ciope Profie

If you do not have permission to send email marketing to your client, you will need to go under the profile’s
Communications area, click edit and uncheck the marketing permission box and click save.

Step 2 — Marketing
The marketing section is designed to capture information for marketing purposes and also for those clients that receive
our mailed marketing through Signature. Choose MARKETING CODES from the menu box - click edit, then check all that
apply to your client’s interests. We suggest you send mailed marketing and emailed marketing to your clients based
upon their specific travel history and plans. Any updates to a client’s profile will be reflected in Signature’s e-marketing
center the next day.
o Email Marketing: The marketing area is a great way to keep track of your clients’ future travel interests, and
when tied to an email address they will receive free direct marketing if the email marketing permission box is
checked. Choose all that apply; you can always update this area as you learn more about your clients’ interests.

Notes:
e Always try to have our weekly General Newsletter and Disney emailers selected:
4
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O General Leisure Newsletter
0 Disney Destinations & Cruises

e Please do not select “All cruise offers” or “All land offers”; this will cause your clients to receive too many
emailers, not tailored to their interests.

e Please do not select anything that says “only”. For example, if you select “upscale cruising only”, then your
clients will receive none of our emailers. Our emailers are generic, and do not cater specifically to just one
cruise line or segment.

e To change the frequency of emailers going to your clients, you must go to the Signature website
(www.signaturetravelnetwork.com). In the Emarketing Center, when you look at a client profile you will see a
section called Subscription Changes, this is where you would update the client. The client may also update on
his/her own, by clicking the link at the bottom of the emailers to update their settings.

e Direct Mail: Option 9 Mailing Parameters is for those clients you would like to receive from you, the Travel
Magazines created by Signature Travel Network. By checking the travel magazines, you will ensure your clients
receive these beautiful publications with your contact information printed on the back. You will be billed for the
mailed marketing. Marketing will be contacting you throughout the year when these publication orders are due.

o Touch Base Marketing: Do enter birthdays and anniversaries and then your clients with email addresses in their
marketing parameters will receive personalized Touch Base greetings from you that the marketing system sends
automatically. If you have a client who does not want to receive these greetings, select “No Touch Marketing”
for them.

e Entering Prospective clients: If you have a prospective client that you would like to market to (email or mailed
marketing) you will need to create a profile by following the steps for marketing permission above.

e If your client does not want email or direct marketing, check those that apply.

e@\ @ hitps.//www clientbaseonline.comy/cbopna0l/profi O ~ @ C || 2 Welcome To The Signature Tra...
File Edit View Favorites Tools Help

2 Admin Panel |@Hume¢haaunmd Biscuit ‘ @ ClientBase Online | ‘ ok

clientbase online B Profiles M Activities i Res Cards Tools Help Log Out

& Ssave @) Cancel

Selected Codes: 1. Client Status
1. Client Status Prospect [] Referral VIP [] RCINov 2010 / Marketing

. \Pnr;spect [] 2010 Dec Celebration Vacations [] Client

2 Trip Budget 2. Trip Budget
* Moderate ($701- R
51500 pp, perip) | [ Budget (Less than $700 pp, per trip) Moderate ($701-51500 pp, per Premium ($1501-3000 pp, pertrip) [ Deluxe (53001-55000 pp, per trip)
* Premium (§1501- trip)
53000pp.PIIR) | | yvury (35001+ pp, per trip)

3. Cruise Vacation = -

3. Cruise Vacation Type

o Iéalgeghipﬁ ] Al Cruise Offers Large Ships [ Quick Getaways/Short Notice River Cruises
- River Cruises
;{Dc'm;yest’e*"m‘”“ ] Small Ships [] World Cruises [J Upscale Cruising Only Disney Destinations & Cruises
;d(:igle;rg;eisule [] cruise_vacation_type General Leisure Newsletter

4 Land Vacation Type ety acationyivie
= Al-inclusive [] All Land Offers [1 Upscale Land Only Al-Inclusive Escorted Tours
* Escorted Tours

FIT/Custom Quick Getaways/Short Notice Rail land_vacation_type

5. Activity Interest o o v o U - P
* Disney
* Famity [] Al Land Offers [] Custom
- Fishing ) 5. Activity Interest
= Horseback Riding
* Whale Watching [0 Adult-Only [J Adventure O A [0 Beach/Sun

5-_%:2:;1['0" Interest | ] Bicycling [ Cultural Travel Disney Family
eEAT Fishin Fitness Food & Wine Golf
* California 9 o o U
: ﬁ:{:g'i]iean [] Hiking & Walking [ Histery [] Honeymoon/Romance Horseback Riding
+ Meditaranaan ] Music [ RV [ Safari [ Sailing v

T

T

el B i aje ]

Double check preferences and edit if necessary, you may do this at any time as you learn more about your client. Click
SAVE

el o

Step 3 — Adding Travelers
** Adding travelers will allow you to use the drop down menu when adding passengers to this or any future booking
after creating the RES card. This area will also allow you to add personal information about each additional traveler. Add


http://www.signaturetravelnetwork.com/

' ClientBase

as much information as possible such as full legal names, birthdates, anniversaries, passport #'s, and Frequent Flyer #'s.
This is particularly helpful when using Live Connect!

clientbase online ™ Profiles B Activities Bl Res Cards

Profiles — Giobal Saved Searches --

Traveler - New Traveler

[ E-mail -Deseripticn Sel- | [ Marketng Permisson

After you have saved this information, click “SAVE.”

Step 4 - Creating a RES CARD

Jump to How To Importing a Reservation for Disney Cruise Line with Live Connect
Jump to Importing a Reservation for Disney with Live Connect

Jump to Creating a Reservation for Sabre Cruise with Live Connect

Jump to Importing a Reservation for Sabre Cruise with Live Connect

Jump to Creating a Reservation for Polar Online with Live Connect

Jump to Importing a Reservation for Polar Online with Live Connect

**The RES Card is where you store information pertaining to a specific booking; a client may have several RES Cards
under one profile, one for each vacation or trip, each will require a ONE RES card as the file folder for that vacation. A
RES Card may have multiple components for a trip; i.e.: Flights, Transfers, Cruise Excursions and TravelEx, each
component will have a reservation.
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°@| & https://www.clientbaseonline.com/cbopnall/resc: O ~ @ € H @WelcomeToTheSlgnatureTra‘..| {2 Admin Panel (2 Home - The Buttered Biscuit |é\ ClientBase Online | ‘ £ K 1
File Edit View Favorites Tools Help

clientbase online M Profiles [ Activities M Res Cards Tools Help Log Out

Create Res Card

D save ¥ Cancel

Res Card
Agent

[ — Select Agent —] ﬂ
Create Date
1012313 ™
Branch Status
[0]CruisingCo.com [v] | Active [v]
Reservation Cycle
-Reservation Cycle Sel- v]
Marketing Source
-Marketing Source- V]
Group
~Group Sel- ]
Region
-Region Sel- V]
Destination
“4_Destination

Prepared for

AP =

For Each new vacation, you create ONE RES CARD - this is your file folder for the client’s trip. To create a new trip,
choose Res Card from the menu, then from the “Create Res Card” drop down menu, select Res Card. (Note — RES
CARDS are created first by each agent, then Live Connect may be used to create each reservation within the Res Card.
A RES Card should be viewed as a “folder”; this folder will hold all the reservations for a trip. For example, if your client
books a cruise and insurance (outside the cruise bundle). Each of these may have their own reservation, but all will be
booked under the same Res Card -- one reservation for the Crystal cruise, one for Travelex insurance. Another family is
going to Walt Disney World, Christmas Party, and Disney Cruise on one trip. This will have one res card, but three
reservations listed in the res card: one for the WDW package, one for the party tickets, one for the cruise.
When the “Create RES Card” page comes up enter the following information:
e Agent name and Create date: These will automatically fill in
e Branch: CruisingCo.com
e Status: Active
e Reservation Cycle: Use the drop down menu — choose either under deposit, paid in full, or prospect. Note:
“Prospect” is used for someone who has not booked or reserved anything yet—for example, a lead who asks for
a price quote. If someone has a CC guarantee (no charge) or just a hold (like a hotel room with no deposit, just a
credit card hold), this client is still considered “Under Deposit”. You must enter a RES Card for all reservations
including holds that do not require a deposit.
e Marketing Source: The marketing source has changed: How did this trip originate? A client phone call, client e-
mail, E-marketing, print marketing or from Social Media?
e Group: If thisis a group booking - Enter the number assigned to your group by the cruise line:
= Example: Holland America Cruise group # 12345 — enter: 12345
e Region: Use the drop down menu and choose the appropriate destination
e Destination: Select the most appropriate location
e Trip Name: for example: WDW, Disneyland, RCL Caribbean or Princess Alaska cruise, Hawaii package, DCL Magic,
etc. We suggest using the trip name and month/year. For example, WDW May14 or Hawaii Oct14.
e Locator #: The locator # is the same as the confirmation/booking number. Do not include dashes or spaces when
entering the number.
e Trip start/end date: Fill in the correct start and end dates. CLICK SAVE

Double check the RES card information — edit as necessary

7
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Step 5 — Attaching the detailed supplier confirmation

e Very Important: Attachments must be saved in the RES Card page, not the Profile page.

e You will need to save the supplier’s confirmation in your documents file in your computer (as a word, pdf or
html file) for this client. Once saved, you will need to attach it in the RES Card, to do so click on Attachments in
the menu box and then click on the Add box and browse for the saved supplier confirmation, click on the
confirmation; it will appear in the Browse for Attachment box, in the Description field type supplier confirmation
or a descriptive name and save.

e If your client has been acquired as a lead, click on the More Fields section and add the lead ID by clicking on edit
and inputting the quote ID number. If it is a referral, click on edit and put the Referrer (name) then save and
continue on to step 6.

2 https://wiw.clientbaseonline.com/cbopnali/resc: O ~ @ & || 3% Admin Panel <IT: Welcome To The Signat...| #% CruisingCo.com ‘2 ClientBase Online (& ClientBase Online

File Edit View Favorites Tools Help

clientbase online R Profiles M Activities. B Res Cards Tools Help Log Out

~ Global Saved Searches — [w| - Personal Saved Searches - [v|

Generate Invoice Trip Proposal PNR Live Connect Note Mailer Reminders

Res Card - Marsh/Erin Attachments
Res Card No.: 3000368 Agent Char Berger Trip Name: LAS Nov 2013
Res Total: 247.80 .
Invoiced Total: 247.80 Status: Active Trip Start Date 11112113
Balance: 0.00 Res. Cycle: Paid in Full Trip End Date: 1172413
More about this trip... Attachments © Add
General Info
Passengers ‘ ‘ | Description File Name ‘ Computer N
Open Save As Edit Ticket Electronic Ticket Receipt - ERIN LILA MS MARSH Travel Date_ Tuesday, November 12, 2013 pdf ¢-24-19-90-1'

Reservations
Invoices
Itinerary Report
Activities
Attachments
More Fields

< >

&, Expand Results

Glelsm e 30« 08 s . e

Step 6 - Adding Passengers
Click on Travelers in the menu box - Click Add
1. Use the drop down menu to add the primary passenger then click save. You have added the first passenger.

2. Now click the “Add” button and use the drop down menu to add any additional travelers. If the traveler already
exists under another profile, then you will get the option to “link” to this profile. In this example, William
Cambridge already had his own profile, so when | typed his name, it simply asked if | wanted to LINK him to
George Cambridge’s profile. | chose YES and hit LINK.

clientbase online | Profiles [ Activities B Res Cards o Help
Profiles ~ Global Saved Searches — [w|| | — Personal Saved Searches - [v|
Link Traveler
First Name Middle Name | Last Name | Primary E-mail Primary Phone |

‘ [0 William Cambridge ‘

Make sure to double check that you have ALL passengers listed before moving on.

Page 8 CB instructions- updated September 2014
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Step 7 — Creating a Reservation

1. Choose Reservations from the menu box then choose the appropriate type of reservation from the Add
Reservation drop down, for example;
O Insurance
0 Tour - includes all packages — All Inclusive package, Hawaii vacation, WDW or DLR vacations, Fly-
Drive trips
0 Cruise
0 Miscellaneous - **note-if purchasing tickets (party tickets, park tickets) outside of a package, use
“miscellaneous”
2. Vendor name: Type in the 1% few letters of the supplier name then use the drop down menu (typing in the
letters “WALT” will narrow your search to the Walt Disney Travel companies) and choose the most
appropriate vendor (if you do not see the vendor you are using; contact your ASC to have it added). Please
see final page of this document for additional tips for choosing the various Disney products. If your
reservation is part of a group, please see the notes under additional information.
Confirmation Number and Record locator are the same as the locator number used on the RES card
Booking Method: This is the same as the marketing source used for the RES CARD
Reservation status: Leave this blank
Duration: Make sure to enter the duration for this trip; this is the number of nights.
Number of Passengers: If you selected passengers properly, this is pre-filled. If it is empty, close the
Reservation, return and complete all steps as required above.
8. Total: Leave the charge as box blank, use the total cost of the trip as the base, enter the total for taxes, and
enter the commission amount in the commission section, disregard the %.
9. Payment Due Date: Use the final payment due date quoted to the client, about 10 days prior to actual
supplier final payment date. This allows you to process the client’s payment properly.
10. Itin/Invoice Remarks: Leave this section blank, any comments will show up on the invoice.
11. Agent Remarks: Use this area to add comments about trip details; this is a fabulous tool for tracking
conversations with the client for future reference.

NoOU AW

- s
e@‘ & https//www.clientbaseonline.com/cbopnal/fresc: O ~ @ & H @WE\(nmeToThES\gnat.”‘ (2 Admin Panel ‘ = Home - The Buttered Bi...| & ClientBase Online L TRAMS WebEx Enterprisu.‘ | A3
File Edit View Favorites Tools Help

clientbase online B Profiles M Activities B Res Cards Help Log Out

7 2

Invoiced Outside CB Issued through ARC

No ﬂ No ﬂ
Domestic/International Host Code
[ [

Passengers

TudorHenry

Tudor/Anne

Charge As: ﬂ

Payment Due Date
Deposit Due Date: Final Payment Due Date:

101413 (1) s9m4 ™

Itin/invoice Remarks

Agent Remarks

el s = ™ 3 G 05

CLICK SAVE
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Use the next screen to confirm all of the reservation details

w.clientbaseanline.com/ cb (= Admin Panel (= Home - The Buttered Biscuit | & ClientBase Online

File Edit View Favorites Tools Help

clientbase online B Profiles [ Aciivities

Cruise @ Live Connect | ‘w Inventory
Booking Status: Cancelled Reservation Status:
Vendor: Disney Cruise Line, Pref + Promo 1D
Date Reserved: 10/01/2013 Duration: 7
Confirmation # 25500988 No of PAX: 2
Record Locator: ZUAHPY No of Cabins
Booking Method: SABRE CRUISES Invoiced Ouiside CB: No
Domestic/International Issued through ARC: No
Passengers
Tudor/Anne
Tudor/Henry
Charge As:
Base Tax Com Total Fare

$0.00 $0.00 0.00% §0.00 0.00% £0.00

Tax3: §

Payment Due Date @ Create Reminders v
Deposit Due Date_10/04/2013

201PM
10/23/2013

- il

Step 8 - Editing the date — only necessary if you are not using Live Connect

After you save this you will need to go to the box at the bottom of the page, and click Edit next to the travel type and
enter the travel dates again and then save. If you miss this step, the travel dates WILL NOT show up on your invoice or
commission report!

- a
e@‘@ hitps: /s clentbaseoniine.com/ cbopnaresc: O ~ @& © || # Adrmin Panel. 517 Welcome To The Signat...| #% CruisingCo.com 2 ClientBase Online & ClientBase Online % ‘ | ok o
File Edit View Favorites Tools Help

clientbase online B Profiles M Activities i Res Cards Tools Help Log Out

Tax4 $0.00 0.00%

Payment Due Date @ Create Reminders

Deposit Due Date: 08/19/2013
Final Payment Due Date: 08/19/2013

Itin/invoice Remarks
‘Agent Remarks
Service Provider ﬁ & — Add Service Provider —
Type Start Date End Date | Service Provider | Code
View Edit Air 11213 11724113 Air By Pleasant 61949720

541 PM

< e e

Last chance to double check that everything pertaining to this reservation is correct before you do the
invoicel!!!

Now that you have confirmed that all details are correct you can close the reservation and move on to
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the invoice!

Step 9 — Creating the Invoice
This requires Internet Explorer to complete.

After closing the reservation you will return to the RES Card screen, now it is time create the invoice that you will
provide to your client. Click the Generate Invoice button at the top.

& https//www.clientbaseonline.com/cbopnali/resc: O ~ @ € || 3% Admin Panel <1 Welcome To The Sic .com /2 ClientBase Online (& ClientBase Online %
File Edit View Favorites Tools Help

v

clientbase online B Profiles

B Res Cards Tools

Help Log Out

— Global Saved Searches — — Personal Saved Searches —
———

Generate Invoice  Trip Proposal PNR  Live Connect Note  Mailer  Reminders

Res Card - Marsh/Erin

Reservations

(=@ CHIER Agent. Char Berger Trip Name LAS Nov 2013
Res Total: 247.80

Invoiced Total: 247.80 Status: Active Trip Start Date: 1112013
Balance: 0.00 Res. Cycle: Paid in Full Trip End Date: 11124113

More about this trip... e e {3k — Add Reservation —

General Info

Passengers. [Type]Res Date [Vendor Reservation Status [ Conf# [ Reservation No.[Base | Tax]Com. ] Charge As [ Source Start Date [ End Date

Reservations View @b Air  08/20/2013 Air By Pleasant, P ZWSFMS 4199951 247.80 0.00 0.00 IC's Own Marketing 11/12/2013 11/24/201;
Invoices

Itinerary Report
Activities
Attachments
More Fields

< >

&, Expand Results

5:42 PM
11/6/2013

S

1. You will now see an Insurance prompt. This is a reminder to quote TravelEx to clients; you can do this through
Live Connect.

e 2 |@ https://www.clientbaseonline.com/cbopnall/inve O - @ X H 3% Admin Panel STS WEIcszToThESlgnat”.‘ ¥ CruisingCo.com & ClientBase Online C ClientBase Online | ‘ i v 8

clientbase online ™ Profiles [ Activities i Res Cards

Help Lag Out

— Global Saved Searches — - Personal Saved Searches —

& hitps:/fwww clientbaseonline.com/cbopnal /invoice_insurance_declinejsp @

No Insurance Reservations exist for this Trip.
Accept or Decline Insurance.

600 PM
11/6/2013

~ Tl
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< ClientBase
SRS Growser ]

Click on the Remarks button under the text box and a larger window will pop up: use this window to add the trip
details; you will find that many of the remarks are pre-filled but you will need to add or remove comments to fit
the destination. Invoice remarks:

a.
b.

Review Comments and select correct Insurance disclaimer
ICs now invoice all client payments and final payments. Each time you update their reservation, send
your client an updated invoice with each payment. Adjust comments to state reason for each invoice:
i.e. “Purchased and paid for TravelEx policies” or “Made $500 additional payment” or “Purchased and
paid for Excursions” or “Made Final trip payment”, customize email note to clients when sending the

invoice.
Trip summary remarks; if a change was made must say: **Price revised to reflect -------- . All other
information provided on your original invoice remains unchanged.

& https://www.clientbaseonline.com/chopnall/inve O = @ € || 2 Welcome To The Signature Tra...

(& ClientBase Online

File Edit View Favorites Tools Help

clientbase online

I Profiles

] Include Refunds
Issue Dat

Trip Balance Due Dat

Remarks

Invoice Payment

Form of Payment

1.0 [4] Cruise Reservation
Disney Cruise Line, Pref +

Tudor/Anne Boleyn; Tudor!|

Jo Vagos

Sale Base Tax
Total
Not Invoiced

This Invoice

Branch Remarks

Description | Remarks

**Price includes = is affiliated with CruisingCo.com® & MouseEarvacations.com® “*Travel

< >

FPrice includes |
is affiliated with CruisingCo.com® & MouseEarVacalions.com@
*“*Travel Protection has been purchased and supplied by TravelEx.

vel Protection has been quoted by TravelEx.

=

frelated io cancellation or interruption of trip. If you would like more information about this

fvaluable protection, contact me)

{PLEASE READ THIS INFORMATION CAREFULLY- FOR QUESTIONS PLEASE CALL ME
IDIRECTLY.

{*= CITIZENSHIP AND IDENTIFICATION REQUIREMENTS: All US. and Canadian citizens o

fice for | Tudor/Hank
ranch |0
Jor No.

(Group

Travel Type

Submit to

7] Show As Paid

lotal Fare

Agent

[ https:#/www.clientbaseonline.com/ cbopnall itininvremarks.jspifield=remarks&form=invoicedtbranchno=0 [—AmommT
-

ClE . 1| 3

4 [s) 9

IS

Make sure to add the final payment due date.
Under Invoice Payment, form of payment, use the drop down menu to select the Credit Card used for the
payment or enter your client’s credit card number. (The most secure method is to save your client’s credit card
number in their profile.) Move down to the box under Sale and fill in the deposit amount that you are invoicing.
Full payment will automatically fill in, but you will need to change the amount for this Invoice by highlighting the
amount, changing it to the amount paid. When they pay in full, do not “zero out” the commission amount.
Commission amounts will not print on the invoice.
Under the box on the right “Travel Type”, use the drop down menu to enter the appropriate travel type. This
has changed- please notice new items such as: preferred with + sign. (“Pref +” means over 14% Commission)

Page

Z11PM
1072372013

- ds
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& https://wwv.clientbaseonline.com/cbopnall/inve O = @ & || 3% Admin Panel <iT. Welcome To The Signat...| # CruisingCo.com (2 ClientBase Online & ClientBase Online

File Edit View Favorites Tools Help

clientbase online I Profles M Activities B Res Cards Tools Help Lag Out

Include Refunds \ssue Date | 11/06/2013
Invoice for |Marsh/Erin

*Price includes A Branch [0

* is affiliated with CruisingCo.com® & MouseEarVacations.com®

ST o bt b cnd T = L Locator No. |ZW8FMa

i i3 Insurance
Trip Balance Due Data ket Infl Do Not Use Intl Air A

Do Not Use Tour-Dpst
Do Not Use Tour-Finl

Invoice Payment Service Fee
Do Not Use Disney Dpst

Form of Payment Check / CC Number Do Not Use Disney Finl

Do Not Use Fly/Drive

Do Not Use Park/Misc Tickets

Do Not Use Whi Chair/Scooter Rnt
Do Not Use Change Fee

Disney Hotel Only

Non Disney Hotel Only

UserDef20

1.0 Air Reservation

Vendor Air By Pleasani, P Confirmation No ZWEFMS Pass Name Air Only 14% Plus
Air Only 13% Or Less.
Passenger Marsh/Erin Cruise 14% Plus Pref
Depart Date 1MM12/2013 Start Ticket No Cruise 13% Or Less
Land Pkg 14% Plus Pref
Land Pkg 13% Or Less
Agent Char Berger Retur Date 112472013 End Ticket No Shuttle/Limos
Misc & Park 14% Plus Pref
Misc & Park 13% Or Less
Sale[) Base Tax Comm Total Fare Refund ) Base Tax Comm 74 Day Excursions Cruise
Day E Non Cruise
Total 247 80 0.00 0.00 24780 Total 247.80 0.00 0.00 247 | Prof Fee Cruise
N 0 nn g =TT e N P F— — - Prof Fee Land
Not Invoiced 0.00 0.00 0.00 0.00 Invoiced To Date | 247 80 0.00 0.00 247 Prof Fee Air
3 . e 5 o 000 0100 1+ | UserDef35 v
ThisInvoice | 0.00 0.00 0.00 0.00 This Invoice 247.80 0.00 0.00 2471 YeerDeR6
[ paent |

Agent Amount % Rate v

&03 PM
11/6/2013

S NS

“ Do not use” categories must not be selected. Contact your ASC if you are unsure of the Travel Type. Under
“Submit to”, use the drop down menu to select Comm Track for credit card deposits. It is extremely important
that you select this!

Disney Hotel Only

1 Mon Disney Hotel Only
UserDef20

Air Only 14% Plus

Air Only 13% Or Less
Cruise 14% Plus Pref
Cruise 13% Or Less

Land Pkg 14% Plus Pref
Land Pkg 13% Or Less
Shuttle/Limos

1 Misc & Park 14% Plus Pref
Misc & Park 13% Or Less
Day Excursions Cruise

1 Day Excursions Non Cruise
Prof Fee Cruise

Prof Fee Land

VERY IMORTANT! For Comm Track (Credit Card) payments you then check the box that says Show as Paid in
order for the invoice amount to show up on your invoice.

VERY IMPORTANT! Under Agent, ensure your name is selected and if shown multiple choices, check “Inside

Rate” for all lead client bookings or “Outside Rate” for your personal client bookings — this ensures your
commission percentage is correct.
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[ — Select Agent — ] @ Use Inside Rate More Agents
() Use Outside Rate

8. Double check your screen for accuracy! Once you are confident that the remarks and all of the boxes have been
completed correctly, you must preview the invoice to double check for Names, dates, total sale and invoice
amount — DO NOT GENERATE Invoice if you need to go back and make changes.

9. Preview invoice, you may click preview to verify trip cost and client names, you will not be able to preview the
entire invoice. If you have entered CC as a payment type you will get a pop up box that says “The credit card

number entered appears to have a typographical error or it is not a valid credit card” Do you want to continue?
Click OK.

& https://www.clientbaseonline.com/cbopnali/inve O ~ @ < || 3% Admin Panel 517 Welcome To The Signat...| %% CruisingCo.com ‘2 ClientBase Online (& ClientBase Online
File Edit View Favorites Tools Help
Res Card No. : 3000368
Invoice No. :
Invoice Date : 11/06/2013
Travel Consultant: Char Berger
Erin Marsh
Air Only 13% Or Less Reservation
Vendor Air By Pleasant, P Confirmation No ZWEFME
Booking Status Confirmed Depart Date 11122013 Retumn Dale 1172412013
Mo of Passengers 1 Passenger(s) Marsh/Erin
Amount Details:
| Base  Tax Total anl
Reservation Amount 24780 000 247.80
Prior Invoiced Amount 24780 000 24730
[ Tnis Refund Amount 000 o000 o0 |

‘a Generate Invoice | |m Close |

Gels e i 30« W 04 s ols Cwe g

10. Once you have verified that the comments and other components are correct you may generate the invoice.
Click Generate Invoice (you may have to hold down the control key while clicking the generate invoice tab to
disable the pop up blocker). Once generated, you will email a copy to your client and may also save a copy to
send to your client with their paperwork. To keep a copy in your documents, you will need to save it to an
adobe file (click “file, save as”, name the invoice and save in your client’s file on your computer).

a. After you generate the invoice, return to the RES Card "Invoice" page
b. There are three choices (reprint, E-mail, and Void)
c. Click on E-mail
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@\s} https://www.clientbaseonline.com/cbopnadi/resc: O ~ @ & H #% Admin Panel 517 Welcome To The Signat...| #% CruisingCo.com |@ ClientBase Online |§; ClientBase Online ‘ | f X 3

File Edit View Favorites Tools Help

clientbase online B Profiles [ Activities i Res Cards Tools Help Log Out

— Global Saved Searches — ﬂ — Personal Saved Searches — ﬂ

Generate Invoice Trip Proposal PNR Live Connect Note Mailer Reminders

Res Card - Marsh/Erin Invoices
(e Erdies SELET Agent Char Berger Trip Name LAS Nov 2013
Res Total: 247.80
Invoiced Total: 247.80 Status: Active Trip Start Date: 112013
Balance: 0.00 Res. Cycle Paid in Full Trip End Date: 112413
More about this trip... Invoices.

General Info

Passengers Issue Date ‘ Invoice # ‘Type |Tola| | Client Pay Status | Branch Agent Remarks

Reservations Reprint E-mail Void 08/20/2013 7012319 Sale 247.80 N/A [0] CruisingCo com Char Berger **Price includes **Travel Protection ** is affiliated with Cruisin

Invoices

Itinerary Report

Activities

Attachments

More Fields

Close Res Card

< >
&, Expand Results

Invoice Total: Paid Invoice Total:  Open Invoice Total:

L — —_

I_‘_‘j @Hl@”l = % S @”uglﬁl@ S e

d. Send a Copy (CC) to yourself at your Cruisingco.com email address
e. Forsubject line:
i. Enter Client name
ii. Supplier Confirmation number
iii. Date of Departure
iv. "Invoice/Confirmation of Payment"
1. (Example: Robinson Journese #310875: 12-10-12 Invoice/Confirmation of Payment)

f.  For the original Deposit on this Vacation, Click on "Load Template"

From the drop down menu choose "Invoice/Confirmation of Payment" and click OK

For all additional trip components, payment, including final payments, you may write your own email to

clients, stating that the new invoice is for “Purchased and paid for TravelEx”, “Final Payment”,

“Purchased Excursions”, “Added payment to cruise”, or other comments.

i. You can either click send current OR browse and attach another document you would like to send, then
click send current

j. When status says sending is "complete" the Ok box will show, click on OK (this may take some time,
please be patient)

11. The email to you and your client has been sent at this point. You should click the "close" icon box to finish which
will show a message "do you want to create mailers”, say yes and select the category the client’s activities will
be updated showing you send them this email, continue to close the window.

12. Your clients and you will receive a copy of the email. Be sure the client replies and you save their reply email
and attach it to the RES Card in Client Base. This is required before documents may be given to the clients for
their travel. Since many clients have more than 1 RES Card within their profile, you will need to open your
client’s profile, find the RES Card, click View. Once you have opened the RES Card, click on Attachments in the
menu box, click on the Add box and browse for the saved email reply, click on it, it will appear in the Browse for
Attachment box, in the Description field type Payment Receipt for client’s name or other descriptive name and
save.

13. Add activities to the reservation from the create activity drop down menus. Further details may be calendared
and sent to your Outlook calendar to ensure you complete all booking To Do activities. This reminder system
has been enhanced and customized to include options for Disney reservations. This step should replace your old
To Do lists and be a great way to track each important step required for all client Vacations.

=

15



CruisingCo.com’ D M e e ) e
'v’,‘ ‘;.v" MouseEarVacations.com® \2%

** If the passenger names do not show up on your invoice you will need to go back to the Reservation, click Edit and
enter the passenger names, make sure to click the box next to the name.

Invoice Errors

If you find an error after generating the invoice you may only correct a few fields yourself.

e Ifthe erroris an error in travel date, vendor or client name you can go back into the RES card, edit the information,
and then reprint the Invoice.

e [f the erroris in your remarks or trip description, you will need your ASC to delete the invoice. Once she advises you
that is it complete, you will need to generate a new Invoice.

If the error is anything else, please send an email to your ASC - subject: Invoice error. Please include the client name,
travel date and RES #, your ASC will respond to your email once the invoice has been voided, you will need to wait for
the data base to sync before you can attempt to invoice again. Do not attempt to fix other errors yourself!

Additional information/Tips

**ALL reservations must be entered in CB. Reservations with only a credit card hold (i.e. car rentals, certain hotels,
transfers, etc.) must be input through the reservation in CB, and generate an invoice with zero dollars. ** If your client
is paying in full at time of booking please use final payment as the RES Cycle and complete through step 9, invoice
must be generated.

Changes to existing reservation, final payments and cancellations
It is very important to keep your client’s reservations up to date as changes are made.

e Any changes or extra payments must be made by the agent in Client Base. Simply follow the steps outlined
above for any additional payments (go through the invoice process, invoicing the additional payment only). For
example, if the client made an additional payment of $500, go into the reservation, and invoice $500. Be sure to
send the updated invoice to the client.

e Cancellations: Send an email* with the Client Name, RES # along with the change fee form to charge their credit
card, confirmation from PayPal that cancel fee was paid or a copy of the client’s check.

Please keep in mind that it is the IC’s responsibility to verify that all updates are correct.

Service/cancellation fees
All fees charged to your client’s credit card must be processed by the office; please continue to send the change fee
form and contact your ASC with the credit card #.

Reprinting an invoice

To reprint an existing invoice: Pull up the client profile and click View. Choose RES Cards from the menu box. When the
RES cards come up, click view for the card you want, then select Invoices from the menu box. You will then have the
option to reprint the invoice.

Group reservations
Enter the cruise line’s or supplier’s group #
Example: Holland America Cruise group #12345 — enter: 12345

Tips for choosing a vendor for Disney
e Adventures by Disney — Adventures by Disney — select “Tour”
e Walt Disney World — Walt Disney Travel Co — FL — select “Tour”
e Disneyland — Walt Disney Travel Co — CA — select “Tour”
e Disney room only — Disney Central Reservations — select “Hotel”
e Disney Cruise Line — Disney Cruise Line — select “Cruise”
o Tickets only — Disney Tickets — select “Miscellaneous” and use #'s only-- no letters for the confirmation number.
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Covering for a vacationing agent

If you are covering for a vacationing agent and you make a deposit on a booking please contact your ASC to find out if
the client has an existing profile before entering in CB.

If the client has an existing profile, your ASC will temporarily change the agent name to you so you can add the new
reservation and generate an invoice.

You will need to make a note in the invoice remarks below

** (vacationing agent) is affiliated with.............

** This invoice has been produced by (insert your name) for (insert vacationing agent name).

Let your ASC know when the invoice has been generated. The record will then be changed back to the original agent.
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How to import a Disney Cruise Line Reservation with Live Connect

1. Have CB and DTA open. | created the reservation in DTA. Then in CB, create a Res Card with Live Connect:

& https://www clientbaseonline.com/cbopnall/profi O ~ @ & || % Admin Panel (2! Convert Word Documents to C.., @ ClientBase Online x

File Edit View Favorites Tools Help

clientbase online B Profiles M Activities i Res Cards Taols Help Log Out

— Global Saved Searches — — Personal Saved Searches —

Merge Options PNR Res Card Live Connect Note Mailer Reminder

Leisure - Marsh/Erin Res Cards
Erin Marsh Interface ID: 2532416515
1222 North Oakes Street L ji(2o0122 18523 Primary Agent: Char Berger
Tacoma, WA 98406 Fax: e 1214107 a

E-mail: erin.marsh08@yahoo.com R
e Groups:
Profile No.. 10172785

Remarks: ‘

More about i Res Cards - y Switch to Detail View &) Paste - Creale Res Card —
General Info ResCard

Res Card with Live Connect

Remarks Filters. | Res Card from PNR
Marketing Codes |All Res Cards Active Departed Cancelled ‘
Family Members \ Res Card No. \ Status ‘Tril Locator | Trip Name | Create Date | Region Trip Source Group Name | Bill to Address
Activities View $¢ 3000368 Active  ZWBFMS LAS Nov 2013 820113 United States IC's Own Marketing Erin Marsh 1222 North Oakes Sireet Tacon
Credit Cards View &b 2531822 Departed HH3649371-NC Hyatt 11/16/09 12/31/09 Friend/Family Erin Marsh Po Box 83165 San Diego, CA 9
Loyalty Programs

Res Cards
Travel History
Groups.
Attachments
PR Entries < > M

857 AM
10/31/2013

S NS

2. Please keep in mind that DTA is open and | am logged in. Choose Disney Cruise Line as the Vendor; and Sabre
Cruises as the Connect To. Make sure you choose Cruise Co as the Branch:

& https://www.clientbaseonline.com/chopnal/live. O ~ @ & || 2% Adrmin Panel (2 ClientBase Online

File Edit View Favorites Tools Help

clientbase online M Profiles [ Aciivities B Res Cards Tools Help Log Out

— Global Saved Searches — — Personal Saved Searches —

| & Import Existing Reservation ‘ |e Create New Reservation

Live Connect Settings
Vendor Disney Cruise Line, Pref + [ - Select Vendor — ]

Connect To Sabre Gruises [ - Select LC Provider — |
User Name

Password

Account No.

Agency Code

Branch [0]CruisingCo.com

Agent Char Berger [ Select Agent — ]

Import Existing Reservation
¢ fon No.| 25546156 %

&59 AM
10/31/2013

-l e

3. From here | select import reservation:
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1| & https://www clientbaseonline.com/<bopna0/live O = & X || 3% Admin Panel 2 Convert Word Documents to C... ¥ disneycruisedisney.go.com ‘ O ClientBase Online

Tools

Live Connect

Confirmation No - 25546198 A - Personal Saved Searches —
Vendor Name: Disney Cruise Ling, Pref +

Vendor Code: DS - - % m .
ot v Back Fawad Pt Esl ¥ Impoi Reservation

[ G

Travel
. Ezbre / Network.
Please wait...

Home Look Up Booking Ignore & Retrieve Reports

Cruise - N ~
Saling  pate opti . Passenger  Special Pricing ot
B[f:,l;i?f Results Opfions ~ Category Cabin o formation  Services ~ C2CKA0ES  poyient o

& Agency
View Printable Customer v
Booking Recap
Confirmation Number: 25546198 CONFIRMED o
Sabre PNR Locator for Cruise
>

A
v

| 0% Dore

4. Select Import Reservation:

Q @‘ & hitps://www.clientbaseonline.com/cbopnad

s O~ BC H 2% Admin Panel 2 Convert Word Documents to C...| % disneycruise.disney.go.com (& ClientBase Online X

File Edit View Favorites Tools Help

Tools

- Global Saved Searches — — Personal Saved Searches —

Generate Invoice Trip Proposal Note Mailer Reminders
Res Card - Marsh/Erin Cruise Reservation
CEoEmiiine EEED Agent: Char Berger Trip Name:
Res Total: 3,173.24 N B
Invoiced Total: 0.00 Status: Active Trip Start Date: 07/0714
Balance: 317324 Res. Cycle: Trip End Date: 07114114

Fare: 3,173.24 Base: 2,968 00 Tax: 205 24 Com: 430.08 Net Fare: 2,743 16
¥ Start Date: 07/07/14 End Date: 07/14/14

Cruise @ Live Connect | ‘ S Inventory
Booking Status: Confirmed Reservation Status:
Vendor: Disney Cruise Line, Pref + Promo 1D
Date Reserved: 10/31/2013 Duration: 7
Confirmation # 25546198 No of PAX: 2
Record Locator: No of Cabins:
Booking Method: SABRE CRUISES Invoiced Outside CB: No
Domesfic/Internafional: Issued through ARC: No
Passengers
Marsh/Erin
W
Marsh/Bud

5. And from here | make my adjustments.
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How to import a Disney Reservation with Live Connect
(Not a DCL)

1. Ihave CB and DTA open. | created the reservation in DTA. Then in CB:

-
Q_e‘ & https://www clientbaseonline.com/cbopnall/profi O ~ @ & H = dem:TnTll:ﬁyﬂmIn_‘ 2% Travel Inolsamsm.m—(:m_| (& ClientBase Online % Walt Disney World® - ks:wat...| ‘ & 3

File Edit View Favorites Tools Help

clientbase online B Profiles M Activities i Res Cards Taols Help Log Out

— Global Saved Searches — — Personal Saved Searches —
Merge Options PNR Res Card Live Connect Note Mailer Reminder

Leisure - Tudor/Elizabeth Res Cards

Elizabeth Tudor
Phone: 1(813) 741-0404 Interface 1D 78137419404
Primary Agent: Doris Thompson D

[ Created: 8124/08

E-mail: lizzie5070@yahoo.com )
e Groups:
Profile No.. 10208091

Remarks: ‘

More about Res Cards - Summary Swilch o Detail View @] Paste
Tudor/Elizabeth... o ID—I

- Creale Res Card —
Res Card

Res Card with Live Connect
Filters | Res Card from PNR

General Info

Remarks

All Res Cards Active Departed Cancelled

Marketing Codes o Res Cards
Family Members
Activities
Credit Cards.
Loyalty Programs

Res Cards
Travel History
Groups.
Attachments (¥

303 PM
10/24/2013

S NS

2. Please keep in mind that DTA is open and | am logged in. Do not fill out the User name and password info:

e@‘ & https://www.clientbaseonline.com/cbopnali/live. O ~ & € H = Wdu-m'[n“t%ﬂmﬁa_‘ 2% Travel Tmﬂsaﬂmz.us—ﬁu_| {2 ClientBase Online ‘ % Walt Disney World® - m-smat...| ‘ A3

File Edit View Favorites Tools Help

clientbase online R Profiles M Activities i Res Cards Tools Help Log Out

— Global Saved Searches — — Personal Saved Searches —

& Import Existing Reservation ‘ ‘@ Create New Reservation

Live Connect Settings
Vendor Disney Central Reservations [ - Select Vendor - |
Connect To Walt Disney Parks and Resorts [ - Select LC Provider -
User Name
Password
Account No.
Branch [0]CruisingCo.com
Agent Char Berger [— Select Agent — |
Import Existing Reservation
C No.i BUH42246 X

|SZ Import Existing Reservation ‘ ‘@ Create New Reservation |

305PM
10/24/2013

3. From here | select import reservation:
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& https://www.clientbaseonline.com/cbopnali/live. O ~ & & e & ClientBase Online * | % Walt Disney World® - Reservat...

File Edit View Favorites Tools Help

clientbase online B Profiles [ Activities B Res Cards Tools Help Log Out

- [v]| | —Personal Saved Searches —[v|

€ Start Over ) Cancel

Please wait...

This site is not secured via https protocol, therefore payment data and login
data should not be automatically passed.

How would you like to proceed?

| ‘Send Client Data without Login or Payment Info | ‘ ) Cancel

Al R - R

4. Select Send Client Date without option:

Confirmation No.. 8UH42246 ~

Vendor Name: Disney Central Reservations.
[ —— - -+ & 9
Passengers w  Back Fowad Print  Exit S8 Import ieservation

VWelcome Back, Eninl Username: erinmcce

‘B?%NEP TI’ dve | _."\ Q ents 3 W Agency Admin | Update Profile | Log Out

QUOTE OR BOOK

RETRIEVE RESERVATION

FEATURED OFFERS

MY DISNEY TOOLS
-
TRAINING & BENEFITS
s BT

RECENT SITE UPDATES
¥

Disney

3:07PM

< MW

5. Retrieve Reservation, and then select where your booking is; i.e. WDW, DLR, etc.:
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Client3ase
[ Browser ]

.

m ] Live Connect - 0
Confirmation No.: 8UH4Z248 ~
Vendor Name: Disney Central Reservations
—————— Profie ————————— - -» 5 H |
tR i
-~ Passengers — Back Fomward  Print ) Import Reservation

30431825 s

IATA
(- r Erin Marsh
@M.T®|5N£P\\-‘orld Gnising Co Ele
idress: 20825 State Route 410 E Ste, 410
Bonney Lake, WA 03301-8301

disneytravelagents.com

Travel Agent Verification
Please verify the following information:
Your Verification Information
Travel Agency ID 50431625
Agency Name  Cruising Co Etc
Telephone 2533911138

If this is not you, please log in again by selecting the Return fo Disneyiravelagents.com button. If it is you, but some portion of the verification information is not correct, please call
(200) 327-2996. Otherwise, you may retrieve an exisling reservation to cancel or make an additional payment.

Retrieve Your Reservation

To refrieve an existing reservation, enter the confirmation number below and select the Confinue bution. When the reservation has been refrieved, you'll be able to select
appropriate options, such as making a payment or canceling the reservation

Confirmation Number
(8 or 12 digits)

Commission Rates - Rooms: 10% (based on the room rate excluding tax) is paid on Individual Resort Room Bookings.

6. | added the confirmation number (which is in the top left corner) and selected continue:

Live Connect - ET

Confirmation No.. 8UH42248 ~

Vendor Name: Disney Central Reservations
— Profle —————— « = & 9
P P — «  Back Fomad Prnt  Exit 8 Import Reservation

IATAZ 50431625

(24 - Travel Agent.  Erin Marsh
@Aq‘%us&sp\\-m Id o by, oy ot
Address: 20825 State Route 410 E Ste, 410
‘Bonney Lake, WA 03301-6301

~

. .com
i Confirmation Number: 8UH42246 @ prict
From Orlando International Airport (booked OC‘tOber’ 24_ 2013) &= Print Client Copy

Exit Orlando International Airport south
Continue on Florida Stale Road 417
South. Exit at Osceola Parkway West
(Exit 3) to Walt Disney World exits. ~ N

Disney's All-Star Sports Package: Magic Your Way Package Plus
Follow signs to your Disney Resori Y o] Quick Service Dining

hotel.
View Google Map Rzl
Tickets: 7-Day Magic Your Way Base (R

From Interstate 4 (14) Check In: January 5, 2014 Ticket | Continue |
Take Exit 64 to Walt Disney World Check Out: January 11, 2014
Resort. Follow signs to your Disney Flight Transportation: Not included Cancel
Resort hotel Number of Adults: 2 Ground Transportation: Not included
View Google Map Travel Insurance: Mot selected
Southbound on Florida Tumpike, .
State Road 91 Guest Information
Exit Florida State Road 429,
Southbound Western Expressway. Guest Names
Take Exil 8 to Walt Disney World Mrs. ELIZABETH TUDOR Mr. TOM FRANK
Resort. Follow signs fo your Disney
Resort hotel
View Google Map

Price & Payment
Northbound on Florida Tumpike,
State Road 91 Vacation Package: $1,453.66
Exit Osceola Parkway West. Continue Insurance: $0.00
west to Walt Disney World Resort. .
Follow signs fo your Disney Resort Grand.TotﬂI. §1,453.66
hotel. Deposit (USD) due on $200.00
View Google Map October 31, 2013: v

oz Done

7. Select Import Reservation at the top left corner:
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< ClientBase
SR Frovser ]

RS . .
Ny MouseEarVacations.com

-5

g@‘@ https://www clientbaseonline.com/chopnali/resc: © ~ & & H <7, Welcome To The Signature Tla...‘ #¢ Travel Tools & Resources - Cru..| & ClientBase Online ‘ % Walt Disney World® - Rsewat..‘| ‘ A K IH

File Edit View Favorites Tools Help

B Profiles B Activities M Res Cards

clientbase online

Tools Help Log Out

Res Card - Tudor/Elizabeth

— Global Saved Searches — ﬂ — Personal Saved Searches — ﬂ

Generate Invoice Trip Proposal Note Mailer Reminders

Tour Reservation

Res Card No.: 3352168 Agent Char Berger Trip Name:
Res Total: 1,453.66 _ B
[ T 0.00 Status: Active Trip Start Date: 01/05/14
Balance: 1,453.66 Res. Cycle: Trip End Date: 011114
Fare: 1,453.66 Base: 1,453.66 Tax: 0.00 Com: 0.00 Net Fare: 1,453.66
Start Date: 01/05/14 End Date: 01/11/14
7 Ea
Tour @ Live Connect | ‘W Inventory
Booking Status: Confirmed Reservation Status:
‘Vendor. Disney Central Reservations
Date Reserved: 10/24/2013 Promo ID
Duration: No of PAX: 2
Confiration # 8UH42246 Invoiced Outside CB: No
Record Locator. Issued through ARC: No
Booking Method: Disney Online - WDW Domestic/international.
Passengers
Tudor/Elizabeth
Frank/Tom
-3 2 - ol & LS sl EE = 4
=5 =0 - | b v T (T b WA oaama

8. And from here | make my adjustments.

How to Create a Sabre Cruises Reservation in Live Connect

1. Retrieve the desired client profile, create a new Res Card and after entering basic Res Card info, launch Live
Connect by clicking the Live Connect icon in toolbar. (You can also launch Live Connect from the Profile action
gear, or from the Live Connect icon anywhere it is visible on the toolbar.)

Rer Card - MatsumatoliGimberty Live Conmect Semnge
Aee Caaddbas E] Hnamn eyer w0 Sherd Tupec - RHAR @ Live Connect
Maw Telak  LESOS Briry B0
Wrasichd TEaE S IR & Lno Dopgen
Dabmes Lo He=wd 3002
| B o pabT BT
Veagior |
crnast Ta |
LME1 RaTiE
[TFEXS 1

g
Hrarch
wgert
Trapea Lisling Farsaiviisn

[ Traved Weth the Stare =

Sheron Whager |

Canfrmadaon Ha

sart Ennstiryg Passnetion |

Creulm Maw [iesaredian |

2. Complete the Live Connect settings by identifying the vendor, the Live Connect Provider and appropriate Login

information.
3. Click the Create New Reservation button.

4. Select any Profile, Passenger, Branch and Res Card information you want to use to book the reservation and click

Connect to launch the on-line booking engine.

5. Although you are still in ClientBase, you are now on-line at the Live Connect Provider's booking site running the
on-line booking engine through a ClientBase window.

6. Complete the reservation and when the reservation is confirmed, click Import Reservation from the confirmation
page. All reservation data booked on-line is now located in the reservation fields in ClientBase.
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ClientBase

A 1 [ Lok bpBocking | | ignocs & Beirievs I ewsanes | [ AD ] prcgrarn'm'len

| you use Live
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Import Existing Sabre Cruises Res Made Outside of ClientBase

1. Create a new Res Card or open an existing one and launch Live Connect by clicking the Live Connect icon.

2. Complete the Live Connect settings by identifying the vendor, the Live Connect Provider and appropriate Login

information if not auto populated.

Enter the confirmation number for the reservation you want to import and click Import Existing Reservation.

4. Depending on the Live Connect Provider, the system either locates the reservation using the confirmation
number and automatically imports all reservation details, or takes you to the Live Connect Provider's site for you
to use its Retrieve Reservation feature to locate the reservation. Upon displaying the existing reservation, click
Import Reservation and the reservation details are imported into the ClientBase Res Card.

w
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Create New Polar Reservation in Live Connect

1. Retrieve the desired client profile, create a new Res Card and after entering basic Res Card info, launch Live
Connect by clicking the Live Connect icon in toolbar. (You can also launch Live Connect from the Profile action
gear, or from the Live Connect icon anywhere it is visible on the toolbar.)

Res Card « MatsumatollKimberty Live Conmect Semhngs

Fea Lo Mo (E-ad i Fn s Mayer w S Daeec - RHAR @ LIII‘IIE Cl:lnnel:t

Maw Tolak  LES900 1- B W ErwiDas 100
[ e Rirce Dopeeh
Dskamcs: LB * Vimad 2008

1 P & ifle T ST

T i !
Comnesct Ta

L1 FdvTie

Pasrwnm

P (g

Bl PO Traved ‘Widh the Stars =
Fari Ehwion Mayer

Frepea Laraling Feesnpsdien

Carfrrradion Ho

impar Exmang Raoenoon | Crmmlm e iTemanmadiarn |

2. Select Princess Cruise Lines as the Vendor and Polar Online from the drop-down menu by Connect To. (You do
not need to enter any login information as this is entered at the POLAR Online Web site.

3. Click the Create New Reservation button.

4. Select any Profile, Passenger, Branch and Res Card information you want to use to book the reservation. This
data is NOT passed to POLAR Online, but you are able to view it at the top of your booking screen and can
highlight it, copy, and paste it into the booking fields to save you time during the booking process.

Click Connect to launch the on-line booking engine.

5. Although you are still in ClientBase, you are now on-line at the Live Connect Provider's booking site running the
on-line booking engine through a ClientBase window.

6. Complete the reservation and when the reservation is confirmed, click Import Reservation from the confirmation
page. All reservation data booked on-line is now located in the reservation fields in ClientBase.
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Import Existing Polar Reservation Made Outside of ClientBase

1. Create a new Res Card or open an existing one and launch Live Connect by clicking the Live Connect icon.

2. Complete the Live Connect settings by identifying the vendor, the Live Connect Provider and appropriate Login
information if not auto populated.

3. Do not enter a confirmation number for the reservation but browse for the reservation you want to import and
click Import Existing Reservation.

How to Adjust the Commissions for a Disney Reservation after uploaded in Live Connect

1. View the reservation:

-
m\@ https://www clientbaseonling.com/ cbopnal1/resc: S ~ @ & |[c Welcome To The Signature Tra... - Househald Income Details| We..| & ClientBase Online ‘ | £ o
File Edit View Favorites Tools Help

clientbase online B Profiles ¥ Activities M Res Cards Help Log Out

~ Global Saved Searches — [w| - Personal Saved Searches - [v|
Generate Invoice Trip Proposal PNR Live Connect Note Mailer Reminders

Res Card - Maisel/Sarah Reservations

Res Card No.: 3353246
Res Total: 1,109.18
Invoiced Total: 0.00
Balance: 1,100.18 Res. Cycle: Trip End Date: 01/09/14

Reservations Tl — Add Reservation — v

Passengers ‘Type \ Res Date | Vendor Reservation Staluleonf# |Resewa|iun No. | Base |Tax \ Com.lCllalge As‘ Source |smnl
Reservations View @ Tour 1072572013 Disney Central Reservations 8UH43954 4820010 1,109.18 0.00 0.00 Disney Online - WDW 01/05/.

Agent. Sarah Maisel Trip Name:
Status: Active Trip Start Date: 01/05/14

‘More about this trip...

General Info

Invoices
Itinerary Report
Activities
Attachments
More Fields

< >

#, Expand Results

Sels |l 300« 3 8.8 9 5

2. Scroll Down to the Charges:
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& https://www.clientbaseonline.com/cbopnali/resc: 2 ~ @ & || \ic Welcome To The Signature Tra...| * Household Income Details | W...

ClientBase

(& ClientBase Online

File Edit View Favorites Tools Help

Tour

Booking Status: Confirmed Reservation Status:

‘Vendor. Disney Central Reservations
Date Reserved: 10/25/2013
Duration:
Confirmation # 8UH43954
Record Locator:
Booking Method: Disney Online - WDW

Promo ID:

No of PAX.

Invoiced Outside CE.
Issued through ARC:
Domestic/international.

Passengers
Maisel/Ryan

Maisel/Sarah

Charge As:

Base Tax Com

$1.100.18 0.00% $0.00 0.00%

Tax1: §0.00 000%
$0.00 0.00%
$0.00 0.00%
$0.00 0.00%

Tax 2
Tax 3
Tax 4

Payment Due Date
Deposit Due Date:

3. Select Itemize:

¥ Household Income Details | W...

Tools

@ Live Connect | ‘W Inventory
2
No
No
Total Fare
$1,109.18

Create Reminders
v

PM

10/25/2013

(& ClientBase Online

(E https://wunw.clientbaseonline.com/chopnal/resc: O = @ € || ic Welcome To The Signature Tra...

File Edit View Favorites Tools Help

Profiles

Tools

— Global Saved Searches —

— Personal Saved Searches —

Generate Invoice  Trip Proposal Note  Mailer Reminders
Res Card - Maisel/Sarah Itemize Amount
EREELS XD Agent Sarah Maisel Trip Name:
Res Total: 1,109.18 o - .
Invoiced Total: 0.00 Staius: Active Trip Siart Date: 01/05/14
- 1,109.18 Res. Cycle: Trip End Date: 01/09/14
Fare: 1,109.18 Base: 1,109.18 Tax: 0.00 Com: 0.00 Net Fare: 1,109.18

Start Date: 01/05/14 End Date: 01/09/14

@

[© Additemize Amount | [ Close |

|Passenget‘ Description

‘ Plus/Minus ‘ Base ‘Tax |Comm|ssion ‘ Tax Percent ‘ Commission Percent ‘ Quantity ‘ Remarks |Tmel Category

Edit Digney's All-Star Sporis Resort, included in package price + 0.00 0.00 0.00 0.00
Edit Tickets, included in package price + 000 000 0.00 0.00
Edit Discounted MYW Pkg + Quick Service Dining + 110918 0.00 0.00 0.00

0.00 1
000 1
000 1

@, Expand Results v

4. Select and Edit the Main package:
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CruisingCo.com’ %A
ClientBase

& https://www.clientbaseonline.com/cbopnadi/resc: O ~ @ & || i) 5 & ClientBase Online

File Edit View Favorites Tools Help

clientbase online B Profiles 2] s . Tools Help Log Out
Fare: 1,109.18 Base: 1,109.18 Tax: 0.00 Com: 0.00 Net Fare: 1,109.18
Start Date: 01/05/14 End Date: 01/09/14
‘ @ Ssave | ‘ @ Delete ‘ | @ Cancel
Itemize Amount
Travel Category
Passenger
[ -- Passenger —|

Qty

1
Description

Discounted MYW Pkg + Quick Servic | [ -- Description - ]
+- Base Tax Commission

+ 1109.18 0.00 0.00 5 0.00 0.00 %
Remarks

3:51PM
10/25/2013

e

Enter in the taxes and Commissions:

& https//www clientbaseonline.com/cbopna0l/resc: O ~ @ & S (& ClientBase Online

File Edit View Favorites Tools Help

clientbase online B Profiles M Activities 1 s Tools Help Log Out
Fare: 1,109.18 Base: 1,109.18 Tax: 0.00 Com: 0.00 Net Fare: 1,109.18
Start Date: 01/05/14 End Date: 01/09/14
‘ @ Save | ‘ @ Delete ‘ | ) Cancel
Itemize Amount
Travel Category
Passenger
[ - Passenger —]

aty

1
Description

Discounted MYW Pkg + Quick Servic | [ - Description —]
- Base Tax Commission

+ 1109.18 0.00 0.00 % 1.00 0.00 %
Remarks

Select Save and review the accuracy:

Page 28 CB instructions- updated September 2014



CruisingCo.com’
MouseEarVacations.com®

& https s clientbaseonline.col

Welcome To The Signature * Household Income Details |

< ClientBase
SRS Growser ]

(& ClientBase Online

File Tools

clientbase online

Edit View Favorites Help

Profiles

— Global Saved Searches —

Tools

— Personal Saved Searches —

Generate Invoice Trip Proposal Note Mailer Reminders
Res Card - Maisel/Sarah Itemize Amount

Res Card No. 3353246 Agent Sarah Maisel Trip Name:

Res Total: 1,100.18 ) }

[ T 0.00 Status: Active Trip Start Date: 01/05114

Balance: 1,109.18 Res. Cycle: Trip End Date: 01/09/14

Fare: 1,109.18 Base: 1,109.18 Tax: 0.00 Com: 1.00 Net Fare: 1,108.18
Start Date: 01/05/14 End Date: 01/09/14
| @ Add ltemize Amount ‘ ‘ ) Close |

‘Passenun(l Description | Pllls.'Mill||5| Base |Tal ‘Cnmmissiun | Tax Pemenllcrunmissiun anenl|0uamily‘ Remarks ‘Tmel Category
Edit Disney's All-Star Sports Resort, included in package price - 0.00 0.00 0.00 0.00 0.00 1
Edit Tickets, included in package price + 0.00 0.00 0.00 0.00 0.00 1
Edit Discounted MYW Pkg + Quick Service Dining + 1108.18 0.00 1.00 0.00 0.00 1

rw.clientbaseonline.cor

& https

Household Income Details |

®, Expand Results

0 s

3:53PM
10/25/2013

(& ClientBase Online

File Edit View Favorites Tools Help

R Profiles M Activities

clientbase online

B Res Cards

Res Total: 1,109.18 i
Active

Tools Help Log Out

Trip Start Date:

Start Date: 01/05/14 End Date: 01/09/14

\')

Invoiced Total: 0.00 Stalus: 010514
Balance: 1,109.18 Res. Cycle: Trip End Date: 01/09114
Fare: 1,100 18 Base: 110018 Tax: 0.00 Com: 1.00 Net Fare: 1,108 18

|© Add ltemize Amount_| [ Close |

‘ Passennet| Description

[Pusivinus | Base [ Tax [Commission [Tax Percent | commission Percent [ Quantity | Remarks [ Travel Category

Edit Disney's All-Star Sporis Resort, included in package price + 0.00 0.00 0.00 0.00 0.00 1
Edit Tickets, included in package price + 000 000 000 000 0.00 1
Edit Discounted MYW Pkg + Quick Service Dining + 110818 000 1.00 0.00 000 1
@, Expand Results
Total:  Base: Tax: Commission:
$1,109 Iql 50[]1 ‘ 1.0
Print ltemization Option

Print all ltemization Details

3:56 PM

8. Change this to Summerize By Pasenger:
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https://www clientbaseonline.com/chopnadl/resc: O + @ & ClientBase Online

File Edit View Favorites Tools Help

clientbase online B Profiles [ Activities B Res Cards Tools Help Log Out
Res Total: 1,100.18 o o o
Invoiced Total: 0.00 Status: Aclive T\!\.- Start Date:
Balance: 1,100.18 Trip End Date:
Fare: 1,109.18 Base: 1,109.18 Tax: 0.00 Com: 1.00 Net Fare: 1,108.18
Start Date: 01/05/ End Date: 01/09/14
@ Add ltemize Amount %) Close
Passenger | Description [o i loaca T7av [ ian [ Tav Darcant[ i ercent | Quantity | Remarks | Travel Category

Disney's All-Star Sporis Resor, 0.00 1

Tickets, included in package pri gl il il 000 1

Discounted MYW Pkg + Quick 0.00 1

r
Summarize By Category/Passenger
By Descriplion/Passenger
Do Not Print ltemization
T
®, Expand Results
Total: Base Tax Commission:
EW‘WE@-WSH $0.00| | $1.00
Print Itemization Option &7 Edit
|

https://www.clientbaseonline.com/cbopnal/resc: O + &

File Edit View Favorites Tools Help

clientbase online B Profiles Tools Help Log O

— Global Saved Searches — — Personal Saved Searches —

Generate Invoice Trip Proposal Note Mailer Reminders -

Res Card - Maisel/Sarah Tour Reservation
CEoEmiiine EERD Agent Sarah Maisel Trip Name:
Res Total: 1,109.18 i ) §
Invoiced Total: 0.00 Status: Active Trip Start Date: 01/05/14
Balance: 1,100.18 Res. Cycle: Trip End Date: 01/09/14
Fare: 1,100.18 Base: 1,100.18 Tax: 0.00 Com: 1.00 Net Fare: 1,108.18
Start Date: 01/05114 End Date: 01/09/14

Tour ’@ Live Connect | ‘w Inventory

Reservation Status:

Booking Status: Confirmed
‘Vendor: Disney Central Reservations

Date Reserved: 10/25/2013 Promo ID:
Duration: 5 No of PAX: 2

Confirmation # 8UH43954 Invoiced Outside CB: No

Record Locator: Issued through ARC: No
Booking Method: Disney Online - WDW Domestic/international.
Passengers

Maisel/Sarah

W

Maisel/Ryan

10. Continue to add the rest of the details to your reservation.
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