Welcome to travel®

Where you now have access to 10,000+ professional hotel reviews, 300 cruise ship
reviews, 24/7 travel alerts, and destination information on over 5,700 destinations
worldwide. The following steps will show you how to properly set up your profile and
begin planning world-class vacations for your clients, with ease. We also have a

prerecorded webinar to view at your leisure: www.travel-42.com/Help and weekly

webinars to help you learn this next-generation product: www.travel-42.com/Webinars
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1.

From the Home Page, click Welcome Your Travel Logout Edit Profile

on the Edit Profile link on
the top right of your screen.

Welcome Your Travel  Logout  Edit Profile

Browse Library Manage Trips Clients Resource Center
Search For My Recent Trips
Trip Name Updated Travel Dates
1 Hotels P : Hotel 013/2012
ans Hote
& Hotels Where (City, Hotel, Airport, Landmark, or map) .
m cruise3sixty - Ft. Lauderdale 05/07/2012  04/25 - 04/30/12
. Destination Reports New York Trip - June 05/07/2012 -

Browse Clients Resource Center

Library Manage Trips

Preferences Manage Account

From here yOU Can Business Card
add information Business Card

To mange your User ID, Password, payment information, renew, or add users, click l.!anage.ﬂ.:cnunt
about yourself and

Include me in the Find an What is Find an Agent?

your specialties, g
H H . FirstName: Crystal * Required
InC|Ud|ng LastName Hughes *Required
E-Mail Address: chughes@ntmiic.com *Required
Office Phone: 336-T14-3155
Find an Agent Mobile Phone:
Fax
Name Website:
Company Name: traved2
Company Address 1: 200 Brookstown Ave.

Email

Destination Specialties

{choose up to 3) [F1 Argentina [ England [ taly [F] Thailand [F1 Midwest U.S
Phone [0 austraiia [7 France [ mexico [0 Alaskau.s [T Northeast .S
. . 7] Bermuda =] Germany [T] Metherlands [T california US [7] Morthwest U.S.
Destl natlon [ canada [ Greece [ Russia [ Florida U.S [ southeast U.S
[ caribbean [ reland [ south Atrica [ Hawaii U.S [ southwest Us

Specialties [ china [ 1srael I} Spain | Las Vegas U.S, D\’Vasnmgtun,DC

[ czecn Republic

Company Logo travel( (o]

Images should be 3 maximum size of 230 x 80 pixels (width x height) and less than 100K in size.

Photo [Flpetete the currently uploaded image
Agent Picture:

Images should be 3 maximum size of 115 x 80 pixels (width x height) and less than 100K in size

o

Floelete the currently uploaded image

NOTE: Click the red SAVE button before exiting Business Card tab



Setting up your Profile — Preferences tab

C I ient View Business Card Preferences l Manage Account

Preferences

Set up your default

Client View Preferences
values for the report I
The items below control the default values that are used when displaying a report for your client. Each item may be changed per
cover page Report ltems report based on the needs of the client.
Email
S::ich Agent Comments Header: | Your Travel Agent Adds:

Sharing Options Suggested Retail Price:

Options: [@include Business Card ~ ¥Include Cover Page
Report Comment:

Re po rt Ite m s Business Card Preferences Manage Account
Preferences

Set up your default

. . Report item Preferen
values by checking items ... -
. = The items below control the default content included as you add a destination, hetel, or ship to a report. You may change the
yo u Wa n‘t d |S p | ayed Report ltems included content option for any item after it's added
. . . Email .
within a report, ie: Search —icord WO -
specific content for RIS ko
hotels and Sh|ps et [ show STAR Review @l include Images in Review [ Show Hotel Profile

[¥] Show Amenities & Facilities [/ Show Hotel Contact Info ] Show Hotel Rates

E m a i I Business Card  Preferences Manage Account

Preferences

Set up your default

values for the items —
The items below control the default value on an email you send to your client. You may change the value for each email you

displayed in report Repor ers L

Email

e m al I to Cl I e nt e Subject: Your Travel Agent has sent you a travel42 report!

Copy Me: i}

Personal Message:

Email Preferences

Sharing Options

Business Card Preferences Manage Account
Search e p—

Preferences

Set the default values for
what displays when .
. The items below control the default search presented on the home 7
Searching, the Sort Order @ Smcnror e N
g,

Hotel Search Preferences

Email Hotels
Of d|Sp|ayed |temS and Search The items below control the default sear it ”. epo
what items show in a list ™™ o o &

Show Only Hotels with STAR Reviews: [

savi n g O pt i o n S Business Card Preferences Manage Account
Preferences

Choose what items, if
any, you want to share

Sharing Preferences i

. Lo The items below control the default sharing option of each item
with other users on o Blster Tros
your travel42 account Seach PR
Sharing Options

\ NOTE: Be sure to click before exiting Preferences tab

J




Setting up your Profile — Manage Account tab

SINGLE USER ACCOUNT

My User Information

Check and/or update your First Name, Last Name, Email Address, User ID or Password

Business Card Preferences Manage Account

Manage Account

My User Information

MyLse e User ID and Password must be between 5 and 32 characters. Your Password must contain at least one digit and one alphabetic

character. You can change your User ID and Password at anytime.

First Name: Your Travel

Last Name: Agent

Email Address: travel42@ntmiic.com
User ID: travel42 agent
Password: ssssessss

Retype Password: ssssscsss

Yes, please send me the traveld2 newsletter to keep me up-to-date on travel news and product features

If you have any questions or problems, please contact our Customer Care department at 855-872-8542 (in the US) or 336-714-3325 (outside the US) or email
travels2@ntmic.com.

trave @) e "I SEPTEMBER 2012
Check this box to make sure you receive our travel42

eNewsletter via email. You’ll find great articles and
product updates to keep you informed about all things

travel. We even have an ‘Agent Review of the Month’

contest, so be sure to write reviews for places you

know about first-hand. We will list our most recent blog Urccu GRS comecrwmivs
N . oo st  [S]n[2Y 1
posts, hotel and destination updates and tricks of the ——
trade to help you stay on top of being a travel agent in Hm - i’g
today’s ever-changing marketplace. e .w“:mm
i - et taen
\ NOTE: Be sure to click before exiting Manage Account tab _/




Setting up your Profile — Manage Account tab

MULTI-USER ACCOUNT

If you are the administrator for a multi-user account, this is what you see in your
‘Manage Account’ Summary tab. This is the area to make changes to all levels of your
account. You can add/delete users, update payment method, view your billing history or

change your specific user ID and/or password.

Summary

This displays all account and subscription information in one convenient place. You
may also choose each item individually by clicking on the specific description in the

listed items below Summary.

Business Card Preferences Manage Account

Manage Account

Account & Subscription Summary
Manage Account
Summary
Account Administrator

Account Profile Payment Method Plan Information

My User Information Manage At Reneu_r: I_““ =
See subscription terms & details
Billing History Renew subscription
illing hi:
Payment Method P‘H nah . -
Subscription See billing history _
, User Admin
User Admin

User Licenses: 4
Increase User Licenses
Manage Licenses

User Information

Update

If you have any questions or problems, please contact our Customer Care department at 855-872-8542 (in the US) or 336-714-3325 (outside the US) or email
traveld2@ntmiic.com.

NOTE: Be sure to click before exiting Manage Account screen, if applicable

-




Setting up your Profile — Manage Account tab

MULTI-USER ACCOUNT

Account Administrator

This displays all administrator account information.

Business Card Preferences Manage Account

Manage Account

Account Administrator

Manage Account
Summary To change your registered website Email Address or Name, please goto My User Information.
Account Administrator

: Administrator Infi ti
My User Information AT ESEraia: UG Aen

Enter your administrator account information below. All fields are required.

Billing History
Account Number: EFGO0000049

Faynins Mimhod First Name: Kelly

o Last Name: McPhersan

Hast Adwm Email Address: kmcpherson@ntmilc.com
Company Mame: travel42
Country: United States |Z|
Street: 200 Brookstown Ave
City: Winston-Salem
State/Province: Maorth Caralina |Z|
Paostal Code: 27101
Phone: 336-714-3328

My User Information
This displays all user information.

Business Card Preferences Manage Account

Manage Account

My User Information
Manage Account
Summary User ID and Password must be between & and 32 characters. Your Password must contain at least one digit and one alphabetic

character. You can change your User ID and Password at anytime.
Account Administrator

_ = First Name: Kelly
My User Information G
- ; Last Name: McPherson
Billing History
Email Address: kmcpherson@ntmilc.com
Payment Method
. User ID: kmepherson
Subscription : e
Password: (sssssssss
User Admin
Retype Password: ssscscnse

Yes, please send me the traveld2 newsletter to keep me up-to-date on travel news and product features

NOTE: Be sure to click before exiting Manage Account screen, if applicable



ing up your Profile — Manage

Billing History
This displays all past invoices and other payment details.

Business Card Preferences Manage Account

Manage Account

Billing History

Manage Account

Summary Invoices

Aetolint Narinistater Click on an Invoice Number below to view a PDF document of that invoice.

My User Infarmation Invoice Number Invoice Date Amount Due Date Balance

Billing History INV00021488 0vi21/2012 Included 07/21/2012 50.00

Payment Method INV0000B06E 0721201 Included 07212011 $0.00

Sidscliplion INV00001232 02/02/2011 (§45.26) 02/02/2011 50.00

U A INVO0001215 02/01/201 $45.26 02/01/2011 $0.00
Payments

Your payments are listed below.

Ref Id Payment Date Amount Status Type Method
VSHAGBFBAC25 02/01/20M 345.26 Processed Electronic

Payment Method
This displays all information regarding your method of payment.

Business Card Preferences Manage Account

Manage Account

Manage Payment Method
Manage Account

Summary

Manage Payment Methods
traveld2

Account Administrator
My User Information
Billigg kistony Select the Current Default Payment Method
Payment Method

Payment Method: A

Subscription

User Admin SELECT

Update an Existing Payment Method

Card: Ame

Card Expiration: Month [=] | Year|[=]

UPDATE

Enter a New Payment Method

LT
- 1006 [=]

NOTE: Be sure to click before exiting Manage Account screen, if applicable



ing up your Profi

Subscription
This displays information regarding your subscription terms and details.

Business Card Preferences Manage Account

Manage Account

Subscription Terms & Details

Manage Account

Siimmary To cancel your subscription, change your number of user licenses, or change your plan, please call 877-617-4242.

Account Administrator
Wy User Information
Billing History
Payment Method
Subscription

User Admin

User Admin

This displays all user information. You can add/delete users and invite new users.

Business Card Preferences Manage Account

Manage Account

Group User Administration

Manage Account -
Your subscription allows 4 users. You have have 3 available user licenses left. |2

Summary
et A Email User ID Status User Name User Type

’ kmcpherson@ntmllc_com kmcpherson Active Kelly McPherson (me) Account Admin
My User Information
thlling Histowy [ Delete Checked B8 Send New License Invitations
Payment Method
Subscription Open Invitation link: http:/fwww Travel-42 com/User/Join?tnid=D32JGoV%2fwd g9y %2fGxTG3AY% 3d% 3d&

hsm=yYvpnXQsgY%dd&esm=e1d
Your Invitation link is a custom link sent to users that you invite that works only for your account. At times, it may be necessary to
change this link in order to cancel all existing invitations. To do this, just click here to change link above.

User Admin

The following users have bee: o
users, please contact Customer Care.

if you have questions about these

Email User ID Status User Name User Type

FULVERIL IS e A

If you have any guestions or problems, please contact our Customer Care department at 855-872-8542 {in the US) or 336-714-3325 (outside the US) or email
traveld2@ntmilc.com.

NOTE: Be sure to click before exiting Manage Account screen, if applicable



Once logged in, you can search for Hotels, Destination Reports or Cruise
Ships by clicking on the desired link to the left of the map. If you aren’t on the
Home Page, click the link in the menu bar at the top. You can also
Browse by Region on the interactive map below the search box.

Search For

BE Hotels
IM pestination Reports

& Cruise Ships

ég Hotels

Where (City, Hotel, Airport, Landmark, or map)

Or Browse by Region

-

SEARCH

When you begin typing in the search box, it will auto-populate a drop down
list with possible items you’re interested in viewing. If you see the item in
the list, mouse over the name and click to bring up the information.

m Hotels \

Where (City, Hotel, Airport, Landmark. or map)

SEARCH
St Tropez, France

St Tropez des Caraibes - Orient Bay, St Martin, St Ma|

(st trope|

Best Western Le Mas Bellevue/dcs - St Tropez, France|
Chateau de La Messardiere - St Tropez, France
Chateau Hotel de |a Messardiere - St Tropez, France
St Tropez Hotel - Las Vegas, Nevada

St Tropez Resort - Surfers Paradise, Queensland, Aus|
Byblos Saint Tropez - St Tropez, France

Hotel Sezz Saint-Tropez - St Tropez, France

La Bastide de Saint Tropez Hotel - St Tropez, France|
Hotel Le Yaca - St Tropez, France

Hotel Benkirai - St Tropez, France

Hotel Byblos - St Tropez, France

Hotel de La Ponche - St Tropez, France

Hotel des Lices - St Tropez, France

Can't find what you are looking for? Click here for m

/;’I’i’l’l’l’l’l’l’l’l’l’l’l’l‘

Hotel Du Solei De Saint Trope - Port Grimaud, Fri:j

(T Destination Reports ™
Enter City or Destination Name

St Lucy Parish, Barbados

St Joseph, Barbados

I Paris, France

Paris, Maine

St Andrew Parish, Barbados
Disneyland, France

Christ Church, Barbados

\ Can't find what you are locking for? Click here for ny

You can also click the
sentence in italics at
the bottom of the
populated search list
for more choices.

KCruise Ship \
Enter Ship or Line Name
'

Freedom of the Seas - Royal Caribbean International

( royal caribbean

Liberty of the Seas - Royal Caribbean International
Allure of the Seas - Royal Caribbean International
Adventure of the Seas - Royal Caribbean International
Brilliance of the Seas - Royal Caribbean International
Enchantment of the Seas - Royal Caribbean Internation
Explorer of the Seas - Royal Caribbean International
Grandeur of the Seas - Royal Caribbean International
Independence of the Seas - Royal Caribbean Internatidf
Jewel of the Seas - Royal Caribbean International

LU

Legend of the Seas - Royal Caribbean International

Majesty of the Seas - Royal Caribbean International
Mariner of the Seas - Royal Caribbean International
Monarch of the Seas - Royal Caribbean International

Navigator of the Seas - Royal Caribbean International

Royal Caribbean International
Can't find what you are looking for? Click here for may

/rbh;bhhh




How To Use The QUICK PRINT / SEND Options

If you only need to quickly print or email an item to your client, use the
‘Quick Print’ or ‘Quick Send’ option instead of creating a trip.

2 = & Quick Print: Use this function when you want to quickly print
an item from travel42, without having to save item to a trip
NOTE: When using Quick Send, the full destination report
will be sent to the client.

B Quick Send: Use this function when you want to quickly email
an item from travel42, without having to save item to a trip
NOTE: When using Quick Send, ALL hotel information
will be sent to the client.

Library Manage Trips Clients Resource Center

gse > France = Paris powered by A\

P My Selections - & [ &
£, France Y
£ B8 | Add All Destination Tabs | Add Guide Tab

Guide See & Do Dining Safety Facts & Tips Events Calendar Hotels Related

¥ Introduction | Add to My Selections

% Once you click the Quick Print icon, your item will open in a new internet
tab/window. Notice there is no report cover with this
q q q Courtesy of: Crystal Hughes
function. To include a report cover, you must first travel42
save the item(s) to a trip.

Paris, France

Overview
Introduction
H Once you CIICk the QUICk :v::‘jet:)i:t:::me or email address Hee
Send ICOn, a pop-up bOX yourclient@mailbox.com
will be displayed. Enter | SmmeEae
the reC|p|ent,S ema” | Crystal Hughes has sentyau a travel42 report
address’ |f th|S |S the f|rS‘t | Add a personal message (opiional)

time you’ve entered this
specific email address,
then click the ‘Add “client’s
actual email” to list and |
clients’ button. Q Cance




Using the ‘My Selections’ Toolbar

To access the My Selections feature, click ‘Browse’ on the black menu bar
m Library Manage Trips Clients Resource Center

As you add Hotels, Cruises or Destination

information to My Selections, they are
viewable by expanding the toolbar > My Selections -~ & [ %

(click on the red arrow) =

You can use the 4 icons in the toolbar to perform the following functions:

~ Email everything in My Selections

-
to an email address ¥ My Selections e D #

Hotels )W
& Print out a copy of all of the B ) EIH
items in My Selections L Cruise Ships (0) I
#" Venice, Ital 6) I
> Add the items to a Trip for a client Al i oo © m
& Paris 1)

g% Add the items to your Library for

future use, Download selected v &% See & Do (1) ]
items, or erase everything in your
selections and start over

¥ My Selections -~ & [ %
[} Clear My Sel [> AddTolLibrary < Add the items in My
; & Download Selections to your Library
§ Hotels
. [ StartNew ‘ Download the items in My
Oibhese Hote) \E\ Selections to an Adobe PDF file
Hotel Ai Due Principi m \
_ , = Clear My Selections box
& Cruise Ships )b to begin a new report
& Venice ) i




Send to Client

To = ‘Send’ a report to your client: b My Selections - & O %

Send to Client % Close

Enter recipient’s name or email address.
| yourclient@mailbox.com

| Add yourdiient@mailbox.com to list and dlients |

[[]Send me a cab

| Enter a subject for your email message (optional)
' Crystal Hughes has sentyou a travel42 report!

Add a personal message (opticnal)

: SEND TO CLIENTS PREVIEW > Cancel

1) Click the black arrow in your ‘My Selections’ box
2) Type your client’s email address in the top box
(If you haven’t added your client’'s email before, be sure to
click on ‘Add “your client’'s email” to list and clients)
3) Check the box next to ‘Send me a copy’ if you want to receive a
copy of your client’s email in your email box

NOTE: Using this feature will prevent your email address from
being tracked in the opened or delivered statistics

1) The subject line will auto-populate with the text you set up in ‘My
Profile’ or you can delete that text and enter a new subject line

2) You also have the opportunity to add a personal message to the email

3) Click if you want to review the report before sending

4) Click when you’re ready to email




Print ltems in ‘My Selections’

To ®& ‘Print’ a report for your client: P My Selections - & [ %

1) Click the printer icon in your ‘My Selections’ box

2) This creates a PDF file that will allow you to print, save or email

Note: It may take a few seconds for the PDF file to load, you should

see ‘Generating Report . . .” at the top of the pop-up window

1-42.com/ Ch!nllpr P i 5- 36(: -43cl3-0364-20146757996
HBED e s Ih o ] ®&® wx - @cmun«m- A s~ = [ | Find
} b Bookmarks

| =¥ paris
& [B] overview
# ] see & Do
[} inin .
L) Paris
=1 Facts
& events Overview

Introduction

Paris, "The City of Light,” has been written about, filmed and photographed countless times.
Although it seems as if we all know Paris even before we see it, nothing compares to actually
being there. Going to the top of the: Eiffel Tower, walking along the Seine at dusk or sipping
coffee at an elegant sidewalk cafe are uniquely Parisian experiences—and the wonder of it is
that real life takes on an aura of magical make-believe, so that it seems just like being in the
movies.

Whether youre in Paris for work o for fun, do as the Parisians do and enjoy yourseif in this
romantic city, which offers something special for everyone. For the art lover, the Musee
dOrsay and the Louvre offer priceless collections, while the designer shops and chic
boutiques of the Rue du Faubourg Saint-Honore, Boulevard Saint-Germain and Avenue
Montaigne tempt the serious shopper.

And for anyone who enjoys good food, Paris’ from
bistros to the most refined and elegant gourmet establishments, will provide delightful meals.

Highlights

Sights—Notre-Dame de Paris cathedral; the Eiffel Tower; the Arc de Triomphe; La Basilique du Sacre Coeur de Montmartre; a cruise on
the Seine on one of the bateaux mouches.
Museums—The art treasures of the Musee du Louvre; the famous impressionist paintings at the Musee d'Orsay and the Musee de

; the modem art of the Centre Pompidou; the timeless sculptures at the Musee Rodin; Louis XIV's Palace of Versailles, just
outside Paris.

Memorable Meals—Dinner at Restaurant Alain Ducasse at Plaza Athy ; the i marble halls and superb cuisine at
1 e Amhacearenre: dinine ot 2 emal neithhirhnnd rcte mant ich ¢ | 6 D after.dinner rrffes nn the terace nf Cafe de Flore

Note: To print a cover page with your report, you must print from a
‘Trip.” Printing from your ‘My Selections’ or ‘Quick Print’ options
will not print your cover page/business card information.



Add ltems To a Trip in ‘My Selections’

To [@ ‘Add Items To a Trip” b My Selections ~ ~

Add Items To a Trip

Click the white paper with black check in your ‘My Selections’ box,

you will see the pop-up window below:

Add to Trip X Close

Create a new trip you would like to add these items to...

Trip Name |San Francisco

Share This Trip [

Client Crystal Hughes Add new client. ..

Trip Dates 08!30.'2012 091'04!2012 optional: se.lec.t from calendar icon or enter in
L I | format mm/ddiyyyy

Naotes Labor Day trip for Hughes | optional:
family. 2 adults, 2 children. not viewable by client

ADD ITEMS Cancel

1) Enter your ‘Trip Name’

2) Check if you want to ‘Share This Trip’ with other members of your
company on the same subscription

3) Choose your client's name from the drop-down menu or click on
Add new client . .. to enter the client’s First Name, Last Name
and email address

4) Type in ‘Trip Dates’ if applicable (optional)

5) Type any ‘Notes’ you may want to include (optional)

6) Click button to complete this step




Adding ltems to the Library in ‘My Selections’

Note: You cannot print or send directly from a library item.
You must first save it to a trip.

¥ My Selections -~ & [ %
[ Clear My Sef [ AddToLibray <

When adding the items in

&g Hotels pa Download My SE|ecti0n§ to your
3 StartNew Library, you will see the
Abbazia Hotel * i} pop-up screen below
Hotel Ai Due Principi 7]
"2 { Addto Library ¥ Closs

& Create a new library item you would like to add these items to or

: Name Paris, France
Share This Library ltem

| Notes Abrams family report for Paris, optional
France trip - Winter 2013. not viewable by client

Food allergies *** Wheat

Handicap accessible hotel and
site-seeing only ***

ADD ITEMS Cancel

Name your library item first. You have the option to ‘Share This
Library ltem’ if you have a multi-user account; otherwise, disregard this
feature. The ‘Notes’ section is for your reference only, your client will
not be able to view this information. When you’re done, make sure to
click to successfully add the item to your Library.




Download item(s) from ‘My Selections’

¥ My Selections -~ & [ ¥

[} Clear My Sel [ AddTo Library *

&g Hotels ga Downlad <€ When downloading the

[ StartNew | items in My Selections,

Abbazia Hotel m you will see the pop-up
Hotel Ai Due Principi ] screen below
L Cruise Ships (0)

& Venice (0@

pening trip-8_24_2012 _« )

You have chosen to open

=% trip-8_24_2012
which is a: Adobe Acrobat Document
from: http://www.travel-42.com

What should Firefox do with this file?

@ Open with | Adobe Acrobat 9.4 (default) -
() SaveFile

Do this automatically for files like this from now on.

Settings can be changed using the Applications tab in Firefox's Options.

| ok | [ Cancel

If you haven’t saved the items in the My Selections box to a trip or the
library, it will automatically name the file ‘trip-date of download’, see
example above. You will have two options, one to ‘Open with’ in Adobe

Acrobat, one to ‘Save File’. Make your selection and then click OK.




Start New in ‘My Selections’

¥ My Selections -~ & D%

[ Clear My Sel [ AddTo Library
@& Download

dg Hotels

[3 StartNew <2

Abbazia Hotel m
Hotel Ai Due Principi i)

When starting a new
report in My Selections,
you will see the pop-up
screen below

Starting a new report will clear your current My Selections items and start a new list. Saved Trips and Libraries are not affected.
This action cannot be undone. Are you sure you want to start a new report?

| ok || cancel |

returns you to the Home page of the website

¥ My Selections - =& [ 3
1 [ Clear My Selections’ <€ I
¥ My Selections - = [ 3F
1 [C: Clear My Selections’ !
gag Hotels 0) I
< =
j. Cruise Ships (0) I

‘Start New’ clears all items in the box so you can begin a new report/trip and

If you are sure you've saved all of the items in My Selections or don’t need them
anymore, click OK. If you feel you have chosen this option in error, click Cancel

You can also click ‘Clear ‘My
Selections” to begin a new report

Once you have cleared My Selections
the box should display (0) next to
Hotels and Cruise Ships and no other
items will be listed in the drop down

/




Click on ‘Clients’ in the menu bar

Browse Library Manage Trips Clients Resource Center

Click the ‘ADD A NEW CLIENT’ button

Browse Library Manage Trips Clients Resource Center

Clients { Find by Name or E-Mail

P My Selections - & O 3%
Al ABCDEFGHIJKILMN PARS TUVYIWXYZ
ADD A NEW CLIENT All Clients P
Last Name ¥ First Name ¥ Display Name ¥ E-Mail Address

[ Hughes Crystal Crystal Hughes chughes@ntmllc.com - View
Recent
Hughes, Crystal
Create New Client X Close

Basic Info Contact Special Needs Family Info Miscellaneous

First Name * Your <€ You have to add a
Last Name * Client First Name’ Last
Email Address * yourclient@mailbox.com Name and Ema”
“Display As” Name Your Clienf Address. You also
gt have the ability to

add contact info,
special needs,
family specifics and
miscellaneous
information as well,
but it is not required

SAVE CHANGES Cancel

Make sure you click the i diaataiagp button



From any screen, click on the Home link on the top navigation bar.

Browse

Resource Center

Search For

& Hotels
IM pestination Reports

& Cuise Ships

Begin by typing a destination in the Search bar above the world map.
From the Search Results page, you can now begin to refine your results

See & Do Dining Safety

Filter Paris Hotels

174 Matching Hotels Hotel Name | By Letter

Sort | Reverse Sort

s E Chain/Hotel Rep
<Any Chain or Rep>

You can refine your search by
any of the following options:

Sort | Reverse Sort

. STAR Rating

Mame

Amenity Rating
Agent Rating
Rate

ICity
'Commission
Distance

(City, Hotel, Airport, Landmark, or map)

Or Browse by Region

Zoom | Show hotels in suburban area | Hide Filters

NOTE: The default
settings of what
shows in this area is
defined in your ‘Edit
Profile’ section

&) Show orly STAR hotels
Fany 1 2 O3 EHa s

@any 1 2 O3 Ha s

Once your hotel list is
refined, you can review
them by any of 3 options:

Map View
Compare



Researching Hotels

Guide See & Do Dining Safety Facts & Tips Events Calendar Hotels Related
Filter Paris Hotels Zoom | Show hotels in suburban area | Hide Filters
9 Matching Hotels Hotel Name | By Letter Hotel Preferences Show only STAR hotels #
[l Pays Commission
7 STAR Rating
Sort | Reverse Sort [l In-Room Internet
Narrlm N Chain/Hotel Rep [ Pool DAy 01 02 M3 J4 ®s
<Any Chain or Rep> | | Show more | R
[ Only Show Checked Hotels CAay 01 02 08 04 ®s
{0 selected )
Displaying 9 of 9 = ™
LIST VIEW MAP VIEW COMPARE

O @) Hotel de Crillon | Add to My Selections

10, Place de la Concorde, Paris, F 75008 Commission: 10% STAR Rating: ## # ## ? See on Map
Phone: 1-4471-1500 147 Rooms Amenity Rating: »" "+~
Prestigious hotel, a former private residerWg originally builtin -~ $1,062-511,314 (USD)

ela

§ § the 18th century, located at the famous Plac
Concorde....Read Full Review »

Add items to your report by clicking ‘Add to My Selections’

To remove an item from your report, click (CREHEERSUNP or click the [[I
trashcan icon next to the item in ‘My Selections’

As you add items to your report, they will appear in ‘My Selections’ at the top
right of your screen; we often refer to this as your “Shopping Cart”

You can expand or close this list by clicking the red arrow

Displaying 9 of & ¥ My Selections -~ & [ % |

1
fig Hotels Mo
ul ShowNearby: @ See& Do @ Dinin @ Airports - I
g ‘= Hotel de Crillon Y 2 i Hotel de Crillon m |
Prestigious hotel, a former private S O ey MeéwsrOse A i & Crise Ships Om
residence originally built in the 18th e i B'f Bouffémont J . : —
century, located at the famous Place de : Wl o o [ & Paris om
Y, " Courdimanche Domont,. | |
la Concorde....Read Full Review » ¢ a Tavemy Tn WY
¥ e )’f ok & Béaushamp RS G\Bel i
. Conflans-Ste.-Honorine . s Sarcelle
Four Seasons Hotel George V Vel el S G Graslay
-9 € ]
Parls WMaisons-Laffitte RENY |
Add to My Selections |

1928 landmark building 1 block from
Champs-Elysees - Rooms feature

architectural detail, crystal chandeliers

and private terraces....Read Full U
Review » 185

i | w7
La Celle-Saint:Clotd. ~ St.

D30 e
Le CHESNAY D asilamma

{ [



Building a Report using a

Browse Library Manage Trips Clients Resource Center
Home > Browse > France » Paris powered by \&_s }
Piiie Frifice sz P My Selections - & [ 5%
]
= B | Add All Destination Tabs | Add Guide Tab
Guide See & Do Dining Safety Facts & Tips Events Calendar Hotels Related

¥ Introduction | Add to My Selections

As with selecting hotels, you can add items to
your list by clicking ‘Add to My Selections’

¥ Bicycling | Add All to My Selections

Overview | Add to My Selections

Cycling is popular in Paris, as in most European cities; the high cost of fuel in Europe means that many people look for alternative transportation. Yet cycling
in Paris is not just for the locals; it's also a wonderful way to experience the city as a visitor.

The City of Paris publishes a free brochure called Plan des ltineraires Cyclables (available in the Tourist Offices) that lists all bicycle lanes in Paris. On
Sunday 10 am-4 pm, the quayside streets are closed to car traffic between Place de la Concorde and Pont de Sully (Rive Droite), and Musee d'Orsay and
Passerelle Debilly (Rive Gauche), and are great for biking along the Seine during this time. You cannot transport your bike in the metro.

pShow All Bicycling
p Golf | Add All to My Selections

¥ In-Line SKating | Add All to My Selections

Overview | Add to My Selections
In-line skating is a popular pastime, and there are several shops that rent skates.

pShow All In-Line Skating

v Swlmming | Add All to My Selections

You can add all items at once or one by one:

Add all destination information by clicking ‘Add All Destination Tabs’
Add all specific tab information by clicking ‘Add All “TAB NAME” Tab’
Add all category information by clicking ‘Add All to My Selections’
Add items one at a time by clicking ‘Add to My Selections’

To verify an item is included in your report you will see

If you see ‘Add to My Selections’ next to an item, it has not been added to
your trip information in ‘My Selections’



Customizing Your Report

P My Selections -~ & [ %

From ‘My Selections’ click the 3™ icon, a piece of paper with a black check mark
in the lower right corner. This will begin the steps to creating a trip

Add to Trip ¥ Close
Create a new trip you would like to add these items fo...

Trip

Name

Client  Please Select |

Trip fni fni optional: select from calendar icon or enter in format
Dates mmiddlyyyy

Notes opfional:

not viewable by client

ADD ITEMS Cancel

Add to Trip

Congratulations, your new Trip ‘Appleseed Paris Trip' has been created and your items have been
added to it!

You may access your saved Trip at anytime by clicking Manage Trips from the menu and then clicking
on Appleseed Paris Trip.
What would you like to do next?
& Customize & Deliver this trip to my client
@ Return to this trip to add or change items
p g9

B3 i'm done with this trip. Start a new report

You will see a pop-up
window requesting specific
information for your new trip.
If you haven’t created your
client information for the trip,
click ‘Create New Client’ and
type their name and email
address to continue

When done, click

ADD ITEMS

After you save the trip, this
screen will appear that will
give additional options

Click ‘Customize &
Deliver this report to my
client’




Customizing Your Report

From this screen, you can manage/verify items before sending on to your client:

& Paris, France: Trip Plan » &8 Paris, France - & gl
L T Client: Crystal (chughes@ntmllc.com) '
Trip Dates: -

Private Notes: - # Edit Details
B save Copy As
Created: B/6/2012 10:28:00 AM (eastern) o S
Modified: 9/27/2012 2:28:11 PM (eastem) Ao Ty
Last Delivered to Client:
Last Viewed by Client:
~+ Send Trip
& Download Trip
Edit Cover Page Slideshow G Print Trip
[ Preview Client Report
W save to Word
Trip Contents
IB Agent Branded Trip Report Cover Edit | Remave
0 Paris, France W Comments | Edit| Remove
h 9 Hotel, Paris, France ‘ Comments | Edit| Remove
ﬁ Hotel de Crillon, Paris, France ‘ Comments | Edit| Remove
@ The Hotel Fouguets Barriere, Paris, France W Comments | Edit| Remave
m Versailles, France ‘Comments | Edit | Remuove

Add Item To Trip... From Browse | From Library

CHANGE ORDER

» Edit the report details
» Save Copy As
» Save the report to your Library to reuse later

» Add additional items to the trip by clicking . . .
‘From Browse’ or ‘From Library

« Reorder listed items by clicking

(In the pop-up window, click on listed item, hold and drag each
item to desired order, then click (EXD)

e Send Trip (sends email to client)
» Download Trip (pdf file)

e Print Trip

» Preview Client Report

» Save to Word (exports an editable file to Word)

NOTE: To get back to this screen, click the $& then choose & Customize



Note: You cannot print or send directly from a Library item

To add a trip to the Library:

Click MR save to Library

& Paris, France: Trip Plan
ULl

P & Paris, France - gl B
Client:

Trip Dates: -
Private Motes: N

stal (chughes@ntmilc.com)

# Edit Details
B save Copy As
Created: 8/6/2012 10:28:00 AM (eastern) . :
Modified: 9/27/2012 2:28:11 PM (eastern) e e beag)
LastDeliveredio Client -

The Library is a great place to store your favorite reports and other specific items
you’ve already customized to easily add to new reports in the future.

Browse Library Manage Trips Clients Resource Center
lerary | Find ltem by Name m 4 My Selections - & D' *
[E show Library ltems Shared by Others £
All Items Copy il Delete
All ltems ltem Name ¥ Updated
[CIParis, France 08/06/2012
Folders  new Falder IR Flroms. italy 08/0312012
[ g8 Amanyliis 08/0312012
[C] g% Splendid Hotel 08/03/2012

Select a specific library j#m by checking the box to the left of it

Click Copy

Fill in the name of the new trip on the window that appears.

Copy Library Item % Close

Enter the New ltem Name and click Save

New ltem Name: | Copy of Wiggins Paris Trip|

SAVE CHANGES Cancel

Click @140 13

Note: After you copy a report and name it, you will be able to make changes to it prior to sending to your client.



How to Write an ‘Agent Review’

= | () Tt | Trmord Tops Asmar_ (L) blawnd oty el

P —— Q-n~----m-m

Choose specific hotel to review:

m—— Zoorm | Hee Fillan
SNy CHOOSE DESIRED #8

HOTEL TO REVIEW 2

Commipsi 0% STAR Rstng # @@ #e T Sow 3 Mg
Proes 160 JrEry vea— Aty Rl = oot
- oy AGuite Fwsont stusted on 31 scnanbuny SH9S83,400 (LISD)) g Flatrg b ob ook b
% The Fairmont Ovchid, Hawaill | Ads i 0, Selecto
1 Hioeth il D, Wohisla Somat. Hi SET43 [ STAR Flating: ## 8 & ¥ S o Map
Phoes B38-855-3200 582 R Amrarity Ramg === o
Eeachiun tiotsi e sd by gardan Sed contial cootyard. 509950 900 (LIS Agera Bt o4 b b b b

1 mtusted on 17 atins iof Pous By camatine  Faad Ful

Depending on if there is an agent review or not, you will see one of the following:

Agert Rating: @ebebeheb 50/ 1 rating [7]
100% of agents recommend
See review(s) - write review

Agent Rating: o e e o ] OR
Be the first to write a review

(ofifes’@l CREATE YOUR OWN REVIEW

You should see this screen Create s Datai Reyien e

o TP i e = o
fourOieelbRating: | would recommend this hotel: ':_‘O f._'o

Fill out each section by clicking T R e e S Baseen s e e el e
. Incentives & Commissions: e o Ease of Booking: LR R X
On the approprlate CheCk bOXGS Customer Value: b oo Customer Satisfaction: &b dd
click learn more about each category

You may also add your personal This hotel is good for:  (check st you estapa)
CommentS regardlng the property ["l Accessible to Public Transportation 2] Adventure [CIBeach

" Business/ Conference [T Eco Experience [CIFamily with Kids

[“IFishing "l Gay/Leshian " Golfing

[F Honeymoon/Romance ["] Relaxation Singles/Individuals

"] Skiing [Cspa Student/Spring Break

Youivomnifieita bt the liotal:
\enter your comments

Submissions will sppear in the Agent Reviews section for all agents to see. Submissions are reviewed for sppropriatensss and content
and may not appear immediately. By clicking save, you are agreeing fo the Terms of Use.

CANCEL SAVE

click D



