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IInnttrroodduuccttiioonn
The ADVAIA Administrative Panel provides a variety of tools for improving marketing on your
ADVAIA Advanced Website. The primary function of the Admin Panel is to create travel Specials that
are current, appealing and allowing you to constantly change your home page Specials for returning
and new visitors.

We highly recommend daily maintenance of your web site’s specials using the tools available to you
in your Admin Panel.

For your ease, we have included screenshots of the admin panel to help you navigate through each
section. We recommend spending some un-interrupted time where you can learn the many tools
that are available to you to insure that your online marketing efforts are effective. We also
encourage you to create   some sample offers in each category while you are learning your new
Admin Panel. 
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GGeettttiinngg SSttaarrtteedd
Accessing Your Admin Panel
You will be provided with a URL to access your Admin Panel. Usually the admin panel can be access
by typing your domain name followed by a forward slash and the word admin.

For example: www.mytravelwebsite.com/admin

Once you are able to access your admin login screen, we recommend you bookmark this page for
easy access in the future.

Your admin panel login screen looks similar to the image below.

Your Login Information
Upon site completion, you should have been provided with a unique User Name and Password that
was created specifically for your
admin panel.

If you have not received it,
please notify us and we will
provide you your login
information.

How to Login
Now that you have your login
information, enter both the user
name and password into the
appropriate login. Then click the
orange button labeled as LOGIN.

FIGURE 1
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TThhee WWeellccoommee PPaaggee
Your Admin Home Page is the main navigation for your Admin Panel. The following sections will
appear on all subsequent
admin pages.

Your Admin Panel‘s
Welcome Page looks similar
to the following image.

FIGURE 2

Main Navigation
These are the main command links that will
take you through the various sections of your
Admin Panel.

Signature Search
We have provided you a search function to look for specific
Signature Specials and specific content to promote on your web
site. Use this function as you would use it on your web site.

NOTE: Results pages from your search will open in a new window
so that the Admin Panel does not close.

Icon Reference
These icons will appear throughout the Admin Panel
showing you the status of all Specials that have been
entered. In the following section, on you will learn how
to read the meaning of each of these icons.

HTML Cheat Sheet
All Admin Panels include an HTML cheat sheet. For
those users that have an understanding of HTML
coding, these tools will help you in making your
HTML Specials more appealing.

NOTE: The HTML Cheat Sheet is only meant to be
used with Custom Specials.
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SSyymmbboollss aanndd TTeerrmmss
T  here are a lot of terms that are used in this manual that are important to understand. Here are
some common terms and functions that you should be familiar with:

Custom Specials
Custom specials allow you to create an offer from scratch and have it appear as an HTML coded
page even though you do not know HTML coding! The process is a little longer, however, you can
add images, itinerary maps, pricing, disclaimers, etc. to your Specials. It may take a little bit of time
to learn how to use this feature, but it will give you the ability to really customize your Specials and
make them more appealing. With this function you will also be using the HTML Cheat Sheet
mentioned above.

HTML Specials
These are travel specials that are created using HTML coding. We suggest using DreamWeaver or
FrontPage to create your specials before moving the coding into the HTML offer function. HTML
Specials are generally sent to you via email from many of your travel providers and can be modified
using one of the programs above, to then offer them on your web site. If you are not receiving HTML
Specials via email, contact your travel provider representative to include your agency in their
Specials broadcasts.

PDF Specials
These are travel specials that you create on your computer that are in a PDF or Word format. PDF
formats are generally accepted as most people have Adobe installed on their computers. If they do
not, attempting to open the page will prompt the installation of the Adobe program on their
computer. Word documents are not as universal; as there are many versions of Windows currently in
use. A document saved in a newer version of Windows will not be able to be displayed on someone’s
computer that does not have that version. Your admin panel gives you the ability to upload these
PDF documents and make them available to your viewers.

We recommend the use of PDF documents versus MS Word when using this Admin tool.

Signature Specials
Signature Specials all have a unique ID number, which when prompted in a search, will pull the
specific Signature content related to that travel offer. You would use this to display your Signature
Intranet Specials on your Home page and Results pages. These can be Land or Cruise based Specials.
If you do not know how to enter an offer into the Signature Intranet, please contact your Signature
representative for more information. Other Signature Specials related to Signature email
broadcasts, printed publications and other advertisements can also be shown on your site using this
Admin function. Please note that if the offer expires, it will return an “Offer Not Found” page to the
viewer, so it is recommended  to manage your Signature offers on a regular basis.

Offer Title
This is the first line that will appear on your Home Page and/or Offer Results pages; it should
summarize your offer quickly. For example, if you are promoting a Holland America, Caribbean offer
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with a limited timeframe for booking to take advantage of the great savings, here are some
suggestions for writing the Title for this offer:

Holland America – Caribbean – 1 Week Sale!
Holland America Summer Caribbean Sale!

Tag Line
The tag line is always displayed below the Title. The tag line should be the “hook” that grabs
attention to the offer, enticing the viewer to click for more details. Here are some suggestions for
writing the Tag Line for the above offer:

Holland America – Caribbean – 1 Week Sale!
Great Rates starting at $499 per person! 
or
Holland America Summer Caribbean Sale!
Hurry! Grab these Summer Rates starting at $499 per person!

Add, Edit & Delete
With each type of offer you have the ability to manage them in a variety of ways:

[ Add ] To add a new offer, select the type of offer and then click “Add”

[ Edit ] You can make changes to an existing offer or modify an expired offer by
choosing this option for any specific offer already available.

[ Delete ] Once an offer has expired, or if you just want to remove the offer entirely,
choose the Delete option from the specific offer.

NOTE:  As a safety feature, we have made it so that deleting an offer needs confirmation
before the offer can be deleted!

[ View ] Use this option to review an offer that you have created or in the process of
creating.

Expired
When you create an offer, you are forced to select an expiration date. Once the expiration date is
reached, the offer within the admin panel, will display the word Expired next the expired offer. Keep
in mind that, although the offer is hidden on the live site, it still takes space on the results and/or
home page. We recommend managing your Specials regularly and to not assign an expiration date
that falls on a day that you are not available, such as a week-end or holiday.

When you see the Expired symbol next to the offer, you can modify the offer using the Edit function
and to use again by assign a new expiration date. Your other option is to Delete the offer entirely
(see above)
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Symbols
There are a variety of symbols in the Admin Panel that have a meaning:

It indicates that the offer appears somewhere on the web site.

It indicates that the offer is hidden from being viewed on the site.

It indicates that the offer is also displaying on the home page.

It indicates that the offer is a Land offer.

It indicates that the offer is a Cruise offer.

Important
If an offer is displaying multiple icons, it means that multiple meanings are associated with it. For
example, if an offer is accompanied by the following two symbols                   it means that the offer is
visible on the site and it is being displayed on the home page and the specials results page.

An offer can marked as either Land or Cruise but never both. It is very important to double
check this option when creating an offer or the site will not be able to display the offer! There is a
drop down function that is explained for each type of offer that has two choices; Land or Cruise!

Results Page
This is a secondary page on your web site that all Specials that have a symbol next to them will
appear on. This includes all Home Page Specials.

HHooww ttoo CCrreeaattee aa SSppeecciiaall
Within your admin panel you can create 4 different types of specials. In brief, you can create a
Signature Special, a Custom Special, a HTML Special and a special associated with a downloadable
file such as PDF.  

The first link on the left menu of your admin panel is labeled as “View All Specials”. This link will
display a page that lists all the specials in your database. Along with the specials, it also shows you
the type of specials, their status and gives you the ability to make changes to any of the specials.
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View All Specials

FIGURE 3

Indicates that you are on
the View All Specials Page.

Indicates the type
of offer (HTML,
PDF, Signature or
Custom)

Displays the Title and Tag
Line of each offer

Indicates status of the offer
related to the icon

Indicates that the
special is expired
and needs to be
edited.

Shortcuts to View,
Edit and Delete
for each special.

Allows you to add
the different types
of offers.
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SSiiggnnaattuurree SSppeecciiaallss
Before you can add a Signature Special you need to know the offer ID number you would like to
promote. 

At the top of your admin panel you will see a search box similar to the one illustrated below:

This search box allows you to find Signature Offers that you would like to promote. It is important
that you confirm that the Offer is a valid offer. 

Note: If   the offer expires, it will not automatically show as expired in the Admin Panel unless the expiration date
coincides with the Signature offer!

Add a Signature Special
Adding a Signature Special to your web site could not be easier! Simply complete each field with the
applicable information:

FIGURE 4

FIGURE 5

This is the Offer ID number
you have selected from the
SIgnature Search

Enter the lowest
price for this offer.

The defaults are set to
“NO”. We recommend
you do not change these
until you have reviewed
and confirmed that the
special is displaying
corretly.

Every travel offer should be considered as having a
short shelf life, especially if it is an offer that is
avaialble to the general public through a large
number of agencies! Give your offer a short shelf life
as well. You can always add additional offers at a
later time as you manage your Admin Panel.

It must be either  a CRUISE or
LAND offer. Make sure that if
you are promoting a land offer
to select the LAND option. If you
don’t your link will return errors.

Completes the
process for entering
the special and
saving it to the
database.
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Once you have added your special, you will be redirected to a page that lists all the Signature Offers.
In this list you will see the special you recently added. From this list you can then determine how it
will be displayed on the site, View, Edit or Delete the Special.

We recommend that you View the offer to make sure that it is correct. Once you have confirmed it,
select Edit and then make the offer live on the site by selecting “YES” next to the “Display on Site?”
option.

Edit a Signature Special
Editing a Signature Special functions the same way as adding it with the exception that the
information is already populated in the fields. To edit a signature special, make your changes and hit
the Submit button.

Delete a Signature Special
To remove a Signature Special, click on the “Delete” command. You will be prompted to confirm the
deletion process. You will be brought to a page that displays the special you are about to delete
along with a message that states: 

Are you sure you want to delete this special?
If you want to permanently remove the special, click on the link next to the warning message
labeled as “Yes, Delete!” Your specials will be removed from the database completely.
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PPDDFF UUppllooaadd SSppeecciiaallss 
On the left menu of your Admin Panel you will see a link labeled as “PDF Specials”. If you click on this
link you will be brought to a page that lists all PDF Specials existing in your database. This page looks
similar to FIGURE 6.

This type of special allows you to take a PDF file, and load it onto the server so that your clients can
be access through your web site.

This function is great to use for color mailings that you have sent out to your clients. When your
flyers/mailings are created, ask your artist to save you a copy as a PDF. You can also create offers in
Word and then convert them into a PDF format. 

Note that converting files to PDF format might require additional software on your local work
station. Typical software can be found online for a reasonable price or by purchasing the software
from your local Office Supply or Computer store. Your travel suppliers can also supply you with
custom PDF pages to use that include your agency contact information and some even have online
custom tools. Contact your Travel Supplier directly for these services.

FIGURE 6
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Add a PDF Upload Special
Adding a PDF Special to your web site could not be easier; however it consists of a two step process.
The first step consists of adding the special. The second step consists of uploading the file to the
server. 

STEP 1: ADDING THE SPECIAL

FIGURE 7

When using this function you will need to have created your PDF
or Word file in advance. You must confirm that it is exactly how
you want it to display on your web site. This file will need to be
saved to your computer. We recommend creating a work folder
on your Desktop to save these files so that they are accessible. 

NOTE: It is also recommended that file name of the offer you are
going to upload does not contain any spaces “ “, dashes  “-“ or
underscores “_”!  

The file name should read africansafari.pdf not african safari.pdf

The defaults are set to
“NO”. We recommend
you do not change these
until you have reviewed
and confirmed that the
special is displaying
corretly.

It must be either  a CRUISE or
LAND offer. Make sure that if
you are promoting a land offer
to select the LAND option. If you
don’t your link will return errors.

Every travel offer should be considered as having a
short shelf life, especially if it is an offer that is
avaialble to the general public through a large
number of agencies! Give your offer a short shelf life
as well. You can always add additional offers at a
later time as you manage your Admin Panel.

Completes the
process for entering
the special and
saving it to the
database.
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STEP 2: UPLOADING THE FILE TO THE SERVER
Once you have submitted your special you will be redirected to a page that looks similar to the
following image.

FIGURE 8

Click the Browse button
to find the PDF file you
want to upload.

FIGURE 9

A Choose File window will open up.
Find the location of the file you
want to upload by navigating
through your computer via the
following methods.

Once you have found the file,
highlight it by clicking on it.

This field displays the file
you have selected.

Click this button when you
are sure the file you have
selected is the one you
want to upload.
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Once you click the “OPEN” button, the “Choose File” window will disappear, however you will
notice that the field next to the UPLOAD FILE! has been populated with the local path and file name
of the file you are about to upload. Refer to FIGURE 10.

FIGURE 10

This is the file and it’s
current location that you
are going to upload.africansafari.pdf

Click the Upload File button
when you are ready to upload
the file to the server.

Before uploading the file,
confirm that the file name in
the UPLOAD FILE field and the
FILE NAME are identical.

Once you have clicked on the orange UPLOAD FILE button, the file you selected gets copied onto
the server. When this action is completed you not see any drastic changes on your screen, however,
you will know this action is complete when the UPLOAD FILE field becomes blank. See FIGURE 11

FIGURE 11

africansafari.pdf

This field will become blank
after you have uploaded the file.
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After the file is uploaded onto the server you can test your work and verify that everything you have
done works properly.

FIGURE 12

africansafari.pdf

Clicking on this link will open up a new window
hopefully displaying the file you have uploaded
on the server. If you do see the file you have
uploaded, everything is working properly.

TROUBLESHOOTING: If the “Test the Download” link returns a PAGE NOT FOUND error, chances are
that the file name you have uploaded and the one you have specified in the EDIT page, do not
match. 

Remember these two MUST BE IDENTICAL INCLUDING THE FILE EXTENSION! Refer to FIGURE 10.

Once you have confirmed that the Uploaded Special is behaving exactly as you intended to, you can
then make it live by clicking on Edit button and changing the Display on Site options. See FIGURE 13.

FIGURE 13

The defaults are set
to “NO”. We
recommend you do
not change these
until you have
reviewed and
confirmed that the
special is displaying
and working
corretly.
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Edit a PDF Upload Special
Editing a PDF Upload Special functions the same way as adding it with the exception that the
information is already populated in the fields. To edit a signature special, make your changes and hit
the Submit button.

Delete a PDF Upload Special
To remove a PDF Upload Special, click on the “Delete” command. You will be prompted to confirm
the deletion process. You will be brought to a page that displays the special you are about to delete
along with a message that states:

Are you sure you want to delete this special?
If you want to permanently remove the special, click on the link next to the warning message
labeled as “Yes, Delete!” Your specials will be removed from the database completed.
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HHTTMMLL SSppeecciiaallss 
On the left menu of your Admin Panel you will see a link labeled as “HTML Specials”. If you click on
this link you will be brought to a page that lists all HTML Offers existing in your database. This page
looks similar to FIGURE 14. 

FIGURE 14
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Adding an HTML Special
Adding an HTML special is not for the “novice” person or someone who does not know how to work
with HTML coding. If that is your case, please skip this section or refer it to a person that knows
HTML coding!

FIGURE 15

The defaults are
set to “NO”. We
recommend you
do not change
these until you
have reviewed
and confirmed
that the special is
displaying
corretly.

It must be either  a CRUISE or
LAND offer. Make sure that if
you are promoting a land offer
to select the LAND option. If you
don’t your link will return errors.

Completes the process for entering the
special and saving it to the database.

Every travel offer should be considered as having a short shelf life, especially
if it is an offer that is avaialble to the general public through a large number
of agencies! Give your offer a short shelf life as well. You can always add
additional offers at a later time as you manage your Admin Panel.

In this box you
would paste or
type your HTML
coding for the
special.
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Once you have submitted your special you will see it displayed in the list of other HTML Specials that
you have created and can determine how it will be displayed on the site, View, Edit or Delete the
Special. See FIGURE 14.  

We recommend that you View the offer to make sure that it is correct. Once confirmed, you can
make it live from the EDIT page and you can determine if you want to feature your special on your
home page or now. 

Html Offer Tips
If you are using an HTML offer that has been emailed to you or an offer that you created in
FrontPage or Dreamweaver, you should not that you will not need a lot of the HTML tags that are
put in when that offer was created. Follow these guidelines:

Remove the following from the beginning of your HTML page:

<html>
<head>

Remove from the end of your HTML page:

</body>
</html>

Remove the Meta Tag in its entirety. The Meta Tag is generally followed by the 

<html>
<head>

A Meta Tag generally looks like this:

<META name="description" content="Vacations Cruises at Discount Prices. Cruise deals and
discount cruise vacations! Over 39 years of selling discount cruises. Discount Cruise
deals on 7 night or longer cruises including last minute cruises.">
<META NAME="Author" CONTENT="ndc@nationaldiscountcruise.com">
<META NAME="keywords" content="cheap cruises, discount cruises, cruise deals, last minute
cruise deals, cruise deal cruises, best cruise deal, cheap cruise deal, cruise, cruise
ship, luxury cruise, cruise line, cruise travel, cruise vacation, cruise package,
honeymoon cruises, last minute cruise, cruise vacation package, cruise vacation, cruise
travel tours, cruise vacations">
<META NAME="robots" CONTENT="index,follow">
<META NAME="GOOGLEBOT" CONTENT="index,follow">
<META NAME="revisit-after" CONTENT="3">
<meta http-equiv="Content-Language" content="en-us">
<meta http-equiv="Content-Type" content="text/html; charset=windows-1252">
<META NAME="copyright" CONTENT="Copyright 2007 MyAgency.com.  All Copyright and Trademark
Rights Reserved.">
<META NAME="MSSmartTagsPreventParsing" content="TRUE">
<TITLE>MyAgency.com</TITLE>

Generally, following the Meta Tag you will see the following and should remove these:

</head>
<body>

If a Styles sheet is included in the HTML coding LEAVE IT or the page may not display or function as it
should!
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Examples of Styles Sheet coding:

<link rel="stylesheet" type="text/css" href="http://www.hollandamerica.com/styles.css">
<style type="text/css">
<!--
a:hover {color : #B1441E; text-decoration : underline;}
-->
</style>

Make sure that the width of the page does not exceed 600 Pixels. 

<table border="0" width="600">

Also make sure that the entire page is flush “left” 

<p align="left">

Generally all HTML offer pages begin with a table 

<table border="0" width="600">

and end with a table closing 

</table>

IMPORTANT: Many HTML coded email offers that come from suppliers, have links back to their web
sites. It is important to remove those links, but to keep any associated images or text
still in the coding.

Example Word Link:

<a target=”Holland” alt=”Holland America” href=http://www.hollandamerica.com>
View Holland America Offers!
</a>

Everything but the View Holland America Offers! should be removed

Example Image Link:

<a target=”Holland” alt=”Holland America” href=”http://www.hollandamerica.com”>
<img border="0" src="http://www.hollandamerica.com/images/logos/l_oceania.gif"
width="265" height="49">
</a>

Everything except for the following should be removed. 

<a target=”Holland” alt=”Holland America” href=”http://www.hollandamerica.com”>
<img border="0" src="http://www.hollandamerica.com/images/logos/l_oceania.gif"
width="265" height="49">
</a>

Make sure your coding always contains the full URL paths, to avoid any broken images. Below are
two examples.

CORRECT

<img border="0" src="http://www.hollandamerica.com/images/logos/l_oceania.gif"
width="265" height="49">

INCORRECT

<img border="0" src="../images/logos/l_oceania.gif" width="265" height="49">
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CCuussttoomm OOffffeerrss
You can create your own Custom Offers using the Custom Offer tool. This option works well when
you want to create an HTML looking page with images, itineraries, pricing, etc. that is exclusive to
your agency and not an offer that can be found in Signature.

For those with knowledge of HTML coding; you can add special features like bullets, bold, font size,
color and type, text links, etc., that give your offer even more appeal. With a little practice someone
without HTML experience can learn to add HTML coding using your Admin’s HTML Cheat Sheet!

The following screens take you through the process of adding a Custom Offer with some of these
HTML features. 

NOTE: This is a longer process for adding an offer to your site, but well worth the effort. Your admin
navigation allows you to view your progress for creating the Custom Offer while allowing you
to continue adding to it as you move forward.

We strongly recommend that you gather your images in advance including images of ships, itinerary
maps and other images that you wish to associate with your offer and place them in a folder on your
Desktop for easy access. 

NOTE: That when you save your images we recommend the following format:

hollandship instead of Holland Ship, etc.
hollanditinerary instead of Holland Itinerary

Saving your images to the Desktop makes them easier to locate when you are ready to insert them
into your Custom Offer!
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Adding a Custom Offers
Select Add Custom Special from the top right navigation bar. The new screen should look like
FIGURE 16 with all the fields blank. Like all other specials you will need to fill out the form:

FIGURE 16

The defaults are set
to “NO”. We
recommend you do
not change these
until you have
reviewed and
confirmed that the
special is displaying
and working
corretly.

It must be either  a CRUISE or
LAND offer. Make sure that if
you are promoting a land offer
to select the LAND option. If you
don’t your link will return errors.

Every travel offer should be considered as
having a short shelf life, especially if it is an
offer that is avaialble to the general public
through a large number of agencies! Give your
offer a short shelf life as well. You can always
add additional offers at a later time as you
manage your Admin Panel.

Completes the
process for entering
the special and
saving it to the
database.

If your offer has any
kind of disclaime ror
terms. Paste them or
type them in this box.

If applicable, paste
the URL that you
would like to link to.
Use the search
function at the top,
select that sailing
and click on the Deck
Plan link when you
find that sailings
details. Copy and
paste the Deck Plan
URL into the space in
your Admin Panel.

This option is
optional. It allows
you to display a link
to a Signature Link if
applicable.

This is a longer description of the
the offer that should be written
to grab your viewers attention.

The travel type indicates if this offer is Luxury, Golf, Family etc...
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The next screen will show that your offer has been accepted.

Adding Paragraphs, Images and Itinerary Maps
Now you are ready to continue to build the offer. Select the VIEW command.

The next screen allows you to begin adding images and additional paragraphs describing your offer.
It also shows you what you have created so far. See FIGURE 17.

Next you will add two images. The first is your offer image that will appear towards the top of the
offer and the second is the itinerary map. NOTE that if you do not have or want images, you have the
option to skip this section.

Please note the following: Although both upload boxes are displaying on the same page, it is still an
indivual step process. We recommend you upload only one image at a time!  If you try to upload
both simultaneausly you will lose one image or the other.

FIGURE 17
In this box you can upload a
Sailing photo. If you do not
know how to upload images, see
FIGURES 8 & 9.

In this box you can upload the
itinerary photo. If you do not
know how to upload images, see
FIGURES 8 & 9.
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FIGURE 18 shows what your page will look like once you have uploaded both images.

FIGURE 18

Your recenly uploaded photos will display
above the UPLOAD PHOTO function. If you
want to replace any of the two photos, you can
click on the Browse button and repeat the
UPLOAD function selecting a new image.

Adding Paragraphs
At the bottom of the page you will notice a button that is labeled as ADD PARAGRAPH.

This button allows you to add a paragraph at a time along with an optional photo. You may add
as many paragraphs as you wish. For more flexibility, although not necessary, this function may
also contain HTML coding. 

Clicking on the ADD PARAGRAPH button will display a page similar to FIGURE 19.
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Adding Images to a Paragraph
You can also add images to appear on the left or right of your paragraph. To add an image you will
need to select the EDIT PARAGRAPH option.

As with any other image upload, follow the same instructions as FIGURE 8 & 9.

NOTE: Try and use images that are not too large! These can affect how the finished page appears.

FIGURE 19

Summary of your special.

Here is where you type
your paragraph or Paste
the HTML coding.This feature is optional and only

appears in the EDIT function for each
paragraph. If you would like to add a
photo to a paragraph, select YES as
the DISPLAY IMAGE option.

Click this button when you are
ready to save the paragraph.

FIGURE 20

You can upload or edit the image
for any paragraph in this field. See
FIGURES 8 & 9 for uploading
instructions.

You can make edits to your
paragraph in this field.

NOTE!
Although these two forms
display onthe same page, they
behave separately. If you are
trying to save the pragraph
changes and upload an image at
the same time, it will not work!

Edit your paragraph first, then
upload your photo or vice versa.
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Adding More Paragraphs
As you add more paragraphs to your custom offer your page will start looking as FIGURE 21.

Once you have completed inserting paragraphs, HTML coding and images View the offer to see how
it looks.

Adding a Pricing Group
This feature is optional, however you may use it to add pricing to your offer. To create a Pricing
Group, from the VIEW page, scroll to the bottom until you see the form similar to FIGURE 22.

FIGURE 21

At the bottom of each
picture is a function
labeled as MOVE >. This
function allows you to
stagger images left or
right for each paragraph.

NOTE: 
You must have an image
uploaded for this function
to work.

FIGURE 22

For the sake of this exercise let’s call this pricing group “Exclusive Offers”.

Once you have entered the Pricing Group, start adding your pricing as viewed in FIGURE 23.

FIGURE 23



Once completed view the offer again to confirm the Pricing Group and Pricing and complete details
of your offer. Your offer should looks similar to FIGURE 24.

Confirm that everything is correct, if not, you can edit the offer at anytime by clicking on the EDIT
command.
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FIGURE 24

Completing the Offer
Once your offer is the way that you want it, you can make it live on your site.

From the EDIT page, go towards the bottom of the form and click YES for the Display on Site option.
See FIGURE 16.
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HHoommee PPaaggee SSppeecciiaallss
The Home Page Specials page within the Admin Panel display the list of all the specials that are being
featured on the home page. These offers can be Signature Offers, Upload PDF Offers, Custom Offers
or HTML Offers.

For your convenience we have devided the specials into two section. The first box displays the
Cruise offers the other Land vacation offers. See FIGURE 25. 

NOTE: All types of offers will appear when
you select Home Page Specials link.

OOtthheerr SSiittee
FFuunnccttiioonnss
At anytime you can view your completed
offers and their status as discussed in the
beginning of this manual by using your left
navigation links.

By selecting the type of offer; HTML,
Upload, Custom or Signature, you can view
all the offers in that category.

You can also view all the offers that are
marked to appear on the home page and can manage them or change their status at anytime by
editing the offer. 

You can also View all Offers at anytime to determine how they are appearing on the site (Live, Home
Page), when they expire, the type of offer (Signature, HTML, Custom and Upload). This is a great
tool for daily management of your offers. 

We suggest that you change the status of offers by moving offers around on the Home page on a
regular basis. This gives returning visitors the ability to see that your offers change on a regular
basis. When offers are not marked to appear on the home page but are selected to be live on the
site; those offers will appear on the Agency Offers page. The Agency Offers page also includes all the
home page offers!

Another option is to view the offers by Cruise or by Land offers. The next two screens demonstrate
how those offers would appear.

FIGURE 25


