VAIA Inc.
Introduction

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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Getting Started

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
P [
If you have not received it,

please notify us and we will LOGIN

provide you your login
information.

User F-Iarne:l |

Password: | |

How to Login .
Now that you have your login

name and password into the
appropriate login. Then click the ~ FIGURE1
orange button labeled as LOGIN.
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The Welcome Page

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.

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.

) Do avbion s

wiew All Spedals

Cruine Specinl
Land Towrs Specials

Custom Speciaky
HTHL Spcclaks
POF Specials
Signature Specinls

Home Pages Specmls

THL Chent Shest

WELCOME!

w || Al Cruiss Lines el Mongs [ ﬂ|m

Main Navigation

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

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.

FIGURE 2

NOTE: The HTML Cheat Sheet is only meant to be
used with Custom Specials.
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Symbols and Terms

There 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.

:g: It indicates that the offer is a Land offer.

ﬂ- 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 i & it means that the offer is
visible on the site and it is being displayed on the home page and the specials results page.

.. 4% 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! Thereis 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.

How to Create a Special

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

Indicates status of the offer
related to the icon

Indicates that you are on
the View All Specials Page.

ADMIN PANEL

Al Desslinations

Wirw All Specials

SPECIALS —

Cruieu Spucials
Land Tours Specinls

Allows you to add
the different types
L of offers.

FOF!

Signature Specinls

Cuswke i Type

HATURI

=i,

Home Page Specials =
5:-::'rl,'ﬂ|.Tl::E.}

EATILL =i T-0dA

Upiaad

Uphoad

HTHL Chual Shuak
ST HAT UERE

BAYII L s Te-0dA

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

Custom)

Lpecy

YOUR AGENCY

offers mabsh veur msarch criteris.

Al Cruise Lings

Acld Cumkoim Spescisl

Specials Tipaitilaius
Crystal Europe on Sale Z007

Sa bha Europaan Cagilals 2-fer-1 Al and
Bsleony Stabaropmel

Expiras: 00,01/ 2007

¥enice Intsrnational Film Festeal
glamcrous Venazla can b= pows
Expirmu- 0F 30 D0OF

®
far

WENILE INTEHRATIONAL FILM FESTIVAL fad GE [T — Edi
L B i Tl | Edil

B a part of thizs glamomus festval in magical £ J.m Ol

Versrin!

Exgires 0820/ 2007

AYALDR EXCLUSIVE WINE CRUISE ﬁ.ﬂ@ [ i Tt | it

UNZORE THE MASIC OF THE LEGEMNDARY DANURE sl

Fxpiras: 04,01 H00H

16 NIGHT HOLLAND AMERICA
MEDITERRANEAN ENCHANTMENT CRUISE
PRIVATE COLLECTICH OF SDECIAL AMEKITIES
WITH COMELIMERTARY E-0RE ENTUREION

=M EmENE

Displays the Title and Tag

Ewpiras: 086/ 015 2007
Line of each offer

Explred

SEARGURN CRUTSES CARTHREAN SPECTAL
DFFERS

CELUISE THE SCSUTHERMN AR IRBRESN DY THE
UTHOET LUKURY
E;iaﬁ,rm;nur

e

il

THE UFLTIMATE AFRICAN ADWENTL
CRUIZE AND SAFARI--THROUGH

e e
5]

FIGURE 3

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

DF AFRICHA

Shortcuts to View,
Edit and Delete
for each special.
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Signature Specials

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:

Al Dezatimedions | Al Cruse Lines W0 Mo W Yoar | & Search

FIGURE 4

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:

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

Tithe: Creckal Europe on Salc 20

Tag Lins: Simm the Furapann Capghfls 2far 1 &ir mad Onleary Statsranmin! ]
Dffer ID1 123455 4 '
Price: 4453

Spucial Typs: Cruins |E|

Enter the lowest
price for this offer.

The defaults are set to
Display om Site? Clvas e o | “NO”. We recommend
Featurs on Home Fager (v (0 e <€e—] you do not change these
Enplratfont S plenbe: [i] a1 Hl =007 [:'l until you have reviewed
m \ and confirmed that the
AN special is displaying
FIGURE 5 corretly.

It must be either a CRUISE or

LAND offer. Make sure that if Every travel offer should be considered as having a

you are promoting a land offer short shelf life, especially if it is an offer that is

to select the LAND option. If you Completes the avaialble to the general public through a large

don’t your link will return errors. process for entering number of agencies! Give your offer a short shelf life
the special and as well. You can always add additional offers at a

saving it to the later time as you manage your Admin Panel.
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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PDF Upload Specials

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.

Al Destrazons # || All Crum=Lines v mu mﬂ | Swarch |

view All Specials

SPECIALS — UPLOADED FILES

Crimue Specisis

Land Tours Specials [ 2dd T4, Szecl | 2o @ Sianwivce Specn | sod Custam Spachal |
7 cifers match pour ssach o barde.
Cumtnm Specinls Frammo
Tipn
HTHL Specials '
POF Specials Lphsad WERDLE IRTEAMATIDMAL FILM FRATIVAL bl
Ae m part =F brie qlamarncs ferthend In megieal Yaneaial '—'EEm m m
Signaturs 5:|1-ﬂ'l.|l||l| Expicea: 30307 H1AT
Lpicad AMALOK ERCLUSIVE WIKE DRUISE P
LRSS THE MAGIC OF THS LOGCMDGEY Dutich *E! m-
Harme= Page Special Ephmr: 04,000 300
Unkcad SCAGDURK CRUTSES CARIDBEARN SPOCTAL OFFERS [T ey e
a CRULIE THZ SSJTHICRR CARIOOCAR TH THID UTHOST LY *E‘!_-
Coplaa: 07/0L 1907
Expired
Uplead THIC ULTIMATL &MRLCAM SOVERTIRL éﬂgmm

CRULIE &nD Z4FsRI-THRCWGHOUT THE BEST OF &FNICS
Erpiras: G731 107

Lplead TOHIGHT CARMAD S MEW CHGLAMD CRAUISES WITH PIINCLSS ki) wwTas | cak | ol |
Rl

SEE FELL DFTIONT AVE]LSBLE FOR SOUNITA LR REW YORE
H&lLIRLEE
[ TTTER | TRS Y T

HTHL Cheat Sheet Uplead SEQEIIKR SPECLAL EURDES &R TKU1SE OFFERS 78107
L FA AR b By e T | edi | Dl |
LITTERCA by i T
Lkt LELEHHIIY RIFSISALLA L KIFIAE FEIUH = =
" Bady bie g =0, S00F and et £ S T b Gacadd L= ’E@mm
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.
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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

underscores “_"!

special Typet | Lamd v

Tilha: _Thll- Llkimimt= Africmn ddvambars
Tag UIner ‘Cruise and Safas — Thraughoul the B

File Mame: Sfricansafart, oot

Importank: Maks surs that tha fils nams makches the Fila nams ko Ba uploadad.

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

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

Examiple: Halspacal.de: er calabeilyase:, adl

D-plrrm!rb-‘l"@vﬂ I::Ipi.:. %

Fanture on Haorms Hags: 'E""H I::I L]

yation: July

|| 31 [se]| 2007
— \

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.

/

FIGURE 7

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
Completes the avaialble to the general public through a large
process for entering number of agencies! Give your offer a short shelf life
the special and as well. You can always add additional offers at a

saving it to the later time as you manage your Admin Panel.

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.

VIEW (UPLOADED FILE) PROMO

VENICE INTERNATIOHMAL FILH FESTIVAL
B m pars of thiz glamarows festival in magicsl Venss s E &E
Ewgpires: 08/Z0V2007

File Marme: VarceFF2007 . pdf T. | il

Trapenrtant:
Make sune that the file name in the record matched the file name uoloaded - including the axtension.

UPLOAD FILE! | I eowee |
FIGURE 8

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

Find the location of the file you
want to upload by navigating

through your computer via the
following methods.

A Choose File window will open up.

.-"" admia Panct - ‘Windomws \nternet Logplorer

Lhioose Hie

- -

.
-
=l

1Ly Docurremis :ﬁl'f'ﬂ P 7
g'-'l.-l:m.'uh:-
a :;'“;”"‘ Faes Once you have found the file, ADMIM P
3 ¥y Comzuncs highlight it by clicking on it.

[MEE-TH

Click this button when you
N o edi-
This field displays the file are sure the file you have EAER
you have selected. selected is the one you .
want to upload. H 2]
Tk the Dosoicad

ma uploscad - indudrg t-a sxtansion.

Parre :
P = =

FIGURE 9
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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.

VIEW (UFLOADED FILE) PROMO
WENICE INTEENATLONAL FILM FESTIVAL
#
B a part of this glamorous festival In magical Venealal E g

Explres: 0830/ 2007
This is the file and it’s
current location that you

File Mame: africansafari.pdf are going to upload. Test the Download

Imiportants
Makea sure that tha file nama In tha record matchad the/file nams uploadad - Induding the axtension.

UPLOAD FILE!\ |ci\Detuments and SettingsyOwner\Deskt  Erowse,, / | Uplead File

/

FIGURE 10

Click the Upload File button

Before uploading the file,
when you are ready to upload

confirm that the file name in

the UPLOAD FILE field and the the file to the server.

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

VIEW (UPLOADED FILE) PROMO
WVERICE INTERNATLONAL FILM FESTIWAL -
Ec a part of this glamarous festival in magical Venezia! m g ﬁ

Explres: 0830/ 2007

This field will become blank
after you have uploaded the file.

File Mame: africansafari_pdf Test the Download

Importants

Malke sure that the file mama In the record ma the file name uploaded - Induding the extensian.

UPLOAD FILE! | Ercwae.. | upload File

FIGURE 11
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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.

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.

VIEW (UFLOADED FILE) PROMO

WENICE INTERENATLONAL FILM FESTLWAL
B a part of this glamorous festval In maglcal Venezia?
Explres: 08/30/2007

File Mame: africansafari.pdf Test the Download

Importants
Maikoz sure that the file mamea In the record matched the file name uploaded - Induding the extansion.

UPLOAD FILE! B | Erowse.. | upload File

FIGURE 12

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.

Titla: Tha Ultiminks &fricmn Sdvamtars

Tag Linel [Cruise and Safas — Thraughout the Best of Africa |
The defaults are set

to “NO”. We
Film Bame: sfearzafar oof recommend you do
Imporitank: Maks surs that tha fils nama makchas ths file nams ke Ba uploadad. not change these

until you have
reviewed and
confirmed that the
special is displaying

Cmplay on Ste? (5 vas (ko 7 and working
Famturs on Hams Pags: (8 vee [ oo corretly.

Expiration: | 1yly |1| 31 |pl| zoo7

Example: mdl spadal.de:s or celabribyaaez. odl

special Type | Lapd 2]

FIGURE 13
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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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HTML Specials

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.

YDUR AGENCY ADMIN PANEL

Cruise Specials
Lasid Tours Specials

Custan Specisls
HTML Specials
PDF Spacials
fagnafure Specials

Honie Fage Spscinls

HTHML Cheat Shast

|| |l Cruse Lines w| wonth  w| | vear [w| | Search |

SPECIALS — HTNL OFFERS

dod HTHL Smecs

3G cffers rmakst pou- peards oikaris.

TypetHaus

b Supsrfube Al-Iechehos Rassss Frans $301 5. mmm

Foiy come® Iniwd ik aired droanes &R enomn endengney Bos s Bhis
Fall! Herrwe U bocst sunies and iosorena mall S0 gul fool

Exzaraa: G430 2007
Exnired
by A Diwys/ % Mights in the Ceribbess from 5138 Ll — tdi
Erjoy resart orezibx mrd supar clecaunis! 'i‘ mm
Fupiarees BAM A FO0T
Expired

S FAwyin Howndwith Pleasaet Fens §RS S0 EmERE

Call 1,800 sbb, S0
Emiran: 0901572007

—f L U Lagund: Hutel Bora Bora Speowl {LE mm

cull L.000.CH9.0025 far Sanarsaizon
Fapiran: 18437732007

by CUSAND Hadibsrrunsen Dalights - Up to 3089 Swwingn _‘,E mm

Call i 34025544025 far Semareatiane
Ewpiness @0 355 200F

=™ WAEiKI Benr b Massintt Reacst B Spa Facms §745 &
Coll 1,800, G55, 0025 Far Suzreaiions A2 1 ET
E=miraz: 090152007

Hiber Fodidays vl Prisass in U Combheses wilh $a0 Upy redes *Eg mmm

Cull 1800-222-0025 for R assresticra
Comirax: 007012007

by Marry Maxican Hiviars Priccsss Crusss - with $30 epgradas Cdk
Call L-BD0-G35. 0025 her Rererswtiang E E mm
Ewiirea i 52007

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!

In this box you
Titha: & Day=/5 Hights in the Cardbbean from 5109 would paste or
type your HTML
— coding for the
special.

Tag Limei Enjoy rescort credits and super discounts!

HTHL: <iDOCTYRE HTML PUBLLG -/ W3C//DTD HTML 4.01 Transitional//EN"
"htpi S w2 oorg TR REM M loose. Jtd™ >
<hibm|=
Lhaad>
<meta hikp-agquiv="Cantent-Type" content="text'hbml; charset=isoAR59-1">
<tide>Untided Document</ titla>
<f head>

<oanbar> <body>
<font color="«003000" zize="2" face="4rial, H=lretica, sans-zerif'>
<p>*<font color="edd000" siza="&" faca="4rial, Helvetica, sans-serif" >CARIBREAN
SALE < /font><fp>
<p><b>ARUBA & daysfS nights= /o> <br> —
Ronaissance Marina Hotel = Save 25%:. Sth Might
Free smsssssssssssssssssssansansassssssasaaaanannaaso-<font sime="3">3489 </ ffont></b><hr>
The Westin fruba Resaort - Save 25% PLUE 5100 Faood B Boverage Credit Pear
Baoom ...<b><font size="2">5818</font></b><br>
Coddental Grand Aruba - All Indusive, Reduced
P abeS.assssasssssssssaaaaaanannnsasassasasannanaan e ><font sime="3">3585 </ font></b></p>
<p><h>BAHAMAS 5 days/4 nights</b><br>
Sheratan Grand Bahama Island - Sawve
%0 ansnannnanst b= fignt
sima="3" 225 < fant> £ /a=<hr>
Faradise Island Harbour Resart — all [Inclesive, Save
— . Zh><fant size="3">5985<font><fb><he>
It must be either a CRUISE or ach Towers — Reduced

LAND offer. Make sure that if O font>< b < ps

you are promoting a land offer DOS & days/s nighss</b><br=
to select the LAND option. If you § - Sawve
don’t your link Will return @rrors. B is e e e mmmmm oo emmam e e ansa e s s s e da s aasan s ann <b><font
gzffant>< B <hbre
o ch willage &l Inclusiva — Save b fant The defaults are
= == mama I
sime="3">$1019< /font>2/be/p> set to “NO”. We
<p=<b>CAYMAN [SLANDS & daysS nights</b><br= recommend you
Comfort Suites & Resort - Sava do not change

these until you
have reviewed

Display on Site? () vaz 5 Ha 7 and confirmed

Featur= on Home Page: l:::lj'g.; ll:_i-::l Ha tl'-iat th‘? special is
displaying

Expiration: | march |'ur|| 18 '.....l 2007 'wl\ corretly.

Special Type: | Land E

A
FIGURE 15 /' N
Every travel offer should be considered as having a short shelf life, especially
Completes the process for entering the if it is an offer that is avaialble to the general public through a large number

special and saving it to the database. 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.
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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!




VAIA Inc.

Examples of Styles Sheet coding:
<link rel="stylesheet" type="text/css" href="http://www.hollandamerica.com/styles.css">
<style type="text/css">
[
:;hover {color : #B1l441E; text-decoration : underline;}
;;:tyle>

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.

(72N ol b R I
T T ysam —f

<l : L
ToTrrofrerome e oT

’J .
oFrer rorRrerRe e pz=a

. FER7A S PN L RIEYA L D i
= oS O ot TT

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

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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Custom Offers

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:

Tag Linei

P
Hights
Wendor:

Dratinatiod:
Trawvel Type!
Blorb:

Tag Line 2

Display Dedk Plan?

Deck Plan URL:

isclaimer;

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

Spacial Typa:

Titha:

£1299
_?

_Alu:kn

The travel type indicates if this offer is Luxury, Golf, Family etc...

Halland Amenca 7-Night &lasks Explorer Cruse

Z-lar-1 Baleony Staterooms. Bricing starls al $1499

[ae]

Halland Amarics Crulsas

Cruins=

frantiar® that 1= Alaskoa.

Ceparture! September v||29 |-r| :au'.rlv|

_h'H:Fl fcruinss.advaiacomishigf decksf "ship]lD=3438C10= 1 3560H=rI0= 1

o duly

E"‘l’uu {:"Hn

Picing i per parson based on doubla sotupanoy. Pricing does nok
imclude pord charges snd govsrnment fess, Pricing and availability

ana subject to change wWthout notice.

Cruiz= il
Display on S5ite? | ven (5] o <€

Foabure en Home Paga: {:I\'E, IE'_I Ko /

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

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

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.

sl (31 [pe|| 2007 [pe]
X \

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

LAND offer. Make sure that if
you are promoting

to select the LAND option. If you

don’t your link will

CRUISE or

Completes the
process for entering
the special and

a land offer

return errors.
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.
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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.

Titla: Hollasnd Amaerica 7-Might Alacka wr Cr i
Tag Line: 2-far-1 Baleony Elalarsama. Priciag abarks &t 51495g5]
Expires; OFF31172007

Prce: 21423
& Maghts 7
Wendor: Holland Amsrics Crumses
De=tination:  &Slaskes
Trawvel Typer Crulse

Blurb: The beauty that i= alaska is yours with Halland Amarica! Enjoy lusoury sarvice at these
incradibla prices while you explors the *final frantiar® that s Aaska.

Dwpartures: Ssplsmbse 23, Z0O07
Tag Lned Joim our groug to taks sdvantage= of sxclusive pricong and sdd=d smmeniti=s thst

mclude dizcounts on share excursions. seled 2-for-1 priong on 2l baltony staterooms
and the Finnade Grill experanoe,

wiaw Dack Plan

Disclaimmar: Pricing is par persen basad on doubla oocupancy. Prhdng dees not induda part chargas
and gevernment fess. Pricing and availakility ars subj=ct to changes wthout notics.

Add Zailing Photo: Bdd Tinarary Phoba:

| Browss

Browse.,,
Upload Phalos

Add Parsgraph

FIGURE 17

In this box you can upload a In this box you can upload the
Sailing photo. If you do not itinerary photo. If you do not

know how to upload images, see know how to upload images, see
FIGURES 8 & 9. FIGURES 8 & 9.
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FIGURE 18 shows what your page will look like once you have uploaded both images.

%

Titha: Holland America 7-Hight Alaska Explorer Cruise
Tag Line: 2-far-1 Balcony Skaksrocme. Prising skarks sk $1439p51
Expares: OF/3172007

Pricer SL495
# Hights 7
Vender: Helland America Cruizes
Destination: Almzks
Travel Type: Cruse
Blurb: The beauty that Is alaska 15 yours with Holland amerca! Bnjoy lu=ury service at these
Incradible prices while you explore the "final frontier” thak is Alaska.
Daparture: Septembar 29, 2007
Tag Lime2 l=in our group to baks sdvantages of sxclusive pricing and addsd ammsnitiss that
includs discouwrts on shore sxcursiors, sslsct Z-For-1 pricing on sll Galcony statsroom=
and the Pinnecds Goll sxperienes,
WlEw =
Disclalmer Pridng Is per persan based on double cooupancy. Pricing doas not indude port charges
and govarnment fees. Prcing and availability are subjedct to changs without notics.

Edit Sailing Phaoto:

Browae
Your recenly uploaded photos will display
above the UPLOAD PHOTO function. If you
. want to replace any of the two photos, you can
FIGURE 18 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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Summary of your special.

Holland &merica 7- hit Alamka Fx

2+far-1 Balcony Statereoms. Priong
Expires; OFF 3152007

whales, mooze, baar

=hip= =pacifically de=

Paragraph: Travel back in tim= to o8 land whers To= Ag= gianks dominat= th= landescapes, Whers
wacations allow you bo exoariances the grandaur of Alaska aboard our flaat of S-atar
apen bews, 2T0% panoramic views from thae Crow's Best lounge and sgaclous private
warandabs pravide unparallsled appartunitiss bo expedence Alaska’s abuaning natural

voonders. We zlso carry fewsr guests than other ship= n our class to snsees quist
cornars and unfatteared viavs . Weloome abeard for the ip of & lifatims.

Display Image: &1 ves Cho \
\

skmrts 8t 51499 50!

and eagles roam free. Holland America Line's Alaska cruise

ign=d with #la=ska cruising in mind. Wraparound teak decks, wd=-

Here is where you type
your paragraph or Paste

FIGURE 19 /

This feature is optional and only the HTML coding.
appears in the EDIT function for each

Click this button when you are

ready to save the paragraph.

paragraph. If you would like to add a
photo to a paragraph, select YES as
the DISPLAY IMAGE option.

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.

Swpwan G1)3LII00T

Faragrapke chirlyrggy, Upaked/ b g

Farvaf the pasabilties, Semple

I=tpr=]1 Balzaryy Sipbarcamy. Bricing skaris sk £13%pp|

Fauncziac an & gelsd mining cemp in LPA0: Jursasu bacarra tha ainke capiisl n :I!!H/

==agr Slggba vas pranked skaigheaz

ashearbure: cap dedoirg. rhele =mbchirg, gluciar Hl-dru snc yporky Aahirg sra juat
LLE ]

You can make edits to your
paragraph in this field.

Tedwy Juneav la w0 hub for wildarman

HMuncarhell Sleciar & Slagka Salmeon
Linzargravne Iuneaw Sakd,

Dby g V5 Ve ) b

Edk Fhaiz:

Wnnle Wekshing Guaak NOTE!

= 15H D-ul.gl-" Inlgns Sea Kapsking:
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.

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

instructions.

FIGURE 20
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Adding More Paragraphs

As you add more paragraphs to your custom offer your page will start looking as FIGURE 21.

clepke’e eonmitg marorel candere, @a sles onry basar
goeas than ather shops oo dise W SnEuns oist tomss

m~d crsHeres vase Vislcome mzasrs larthe brp oF e Eien

Llaceer By Molesmsall Foark

Merval af revhirw’ e imralarhre raeeer ar e wiknesos s beth of moveerss irsb s
Fom ¥ Cabemip Mo gigantic ploedir s, (Aodor Boy Aotonol rarke has e oivchy calviieg
harenine olwaser thon argrdheem abos on gt o m Carezheara: Rpemaram ared Biarid
g Heerilog o Al bagker =Ry rateanel Fae k aked proleols o unigue Cotgpsiem of plans

|r \

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.

ared memede, Seanct ftoe bumphoack and blee vhedee, Shallse ema ione snd bechor |

weals, o and bold eogles,
i NOTE:
Mgage

You must have an image
uploaded for this function

| Gioduca | Bt Pt | ekt et to work.

Jamaws, Alaviks
Fowned a5 & gold mnng cang i 1380 Junssu became the sisbe ceaial in LB59
wran Slarks wer grankad sbaishood Todey Jurass o bub Fer wildameee o deaniors:
ey shepding, whabe wyichire, plecier hikireg and spoes fehing g [t fos gf the
poxmbiftas. Semple axourmons: Bant of Juneaw Yibals Walching Quest, Mendanhell
E:Ir-’ & Slngkp Sybminn Bake| Coiaglss [Eand Sep Kavsking) LUndsrgrund limesu

o

Trasns) Lo simec Lo o bon sboerg fome g gicina cominais
Hhe lan-remi=s. @hers s m &r, oS, “Eer =5ns &850 &0 Iem
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.

Add & Pricing Groups

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.

Exclusive Pricing | Edit |
Inkeriar (M) Statercom £494 | Ediz | Delete |
Tutside () Statercomn L7353 | ediz | oalate |
Bmlcany (1) Stateroom 799 | Edit || Delmbe |
Description: Price: B Add price |

FIGURE 23
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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.

B SRR —
2-Tor-1 Balcony 3taterooms. Prcing
sfaris at 51489ppl

ol gur group to take advantage of
exclusve pnoing and adde=d amm=nifies
that Include diecountie on chora
excursions, select Z-tar-1 pricing on all
baleony statarocms and tha Flnnacla Grll
EXPEMNEACE,

Ii= Eranky sl vA fdadan = ez wals kel
Emcerica Enfoy bmowry sordoc anihese onsdlbi

1A wlnkspoa HeplieH s " sl habde™ Bl =
Hacka,

Mabpe Sacbw-har 35, 3007

Trees] swcv s heE csom wed whiees Toe S e domoneks coe
arbicope, Wi alechow, o, Loar wrad Ccuglow voaes o, dolianal
Lt L LN FEE T LTS LI SR LRI P o RS ) TR R S DS R L, Y
arennchzor ol Aloake wiwad wor Mool ut s o ative vpoa Teals
=mre=as = AEelE seas o on o ed. Arepersacd semi decker, s
ol Duy, B0 parrarric sioss T Bis Crue®s ool lourgs aead
BT PLR [UTENCR UAPERTR N AR R bl mpeachiee e e
ik Alovkcbs aonming saonal ardora. B chao can s fese
=narte: thsn sHisr == [ TR RS TR R T it R b |
bl vereen Y ko wreas B e o ed a5 e,

Llacizr Bay Halwnal ark

Umren] sk pshics e nceelare i peaser we pey) AT taee =g et o mieerros s tare ek e
st glovicra, Clodar goy sotiona] tark b e Sudie e colsing Cdomober glac iy lin
ks mles o mees Seon Tiacchiees Receros ans Visrd lerbmse She, Slecasr Ty Yshenel
ek b prucody a cnyon corassbers ul glonis cnd wriera e Bazach B homzbodk o ke
ahinler, Shulnr ey pmpie wps Rereae emele, snmes oans kinls gmggae

Juncauy, fAluzka

Trarmidmd mew sad s cEens s LTATE Tnessn s seens e ckaes,
cep Ll it Lo stz dloake smo grarbes sbachicus, lodey durmcou v w ful Tur s o imcaw
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s b lce arpie cecovanree ol wl Jureoul dhals wonding Qocss, Yendontal Cloda 2
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wumlor: Holan] rvarc oan
Dl mabmm: whria

Exclustve Pricing
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rarv=e 3 Sy FLH
Fiske==5 &' 5 “hwhmez=p et

Completing the Offer

FIGURE 24

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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Home Page Specials

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

Cruise Spacials you select Home Page Specials link.

—
L

AL e ST B CEALSE
LRaCORE THE MESID 0F TRE LBGEROLEY DLyiss h m
v T-ROCGHT Cakans . KE#& EYSLARD TRLCSES WITH SRINCERS er I e

SEE FaLL GRTIONS AvRiLABLE =CA ROUMITRIP Az a4 SaliinGgs
¢ SESATLRFK SEECIAL EURDEIAE CEJISE SIFTESS S027 -
ST unctions

At anytime you can view your completed

'-"“_d Tours 5_"‘“‘“_"“5 ) offers and their status as discussed in the
o FEMICS JNTRENE T IoRal P v PRSI G . . .
Pt par of e anamiee facualin =mgizal Wareriad begmnmg of this manual by using your left
ELLIIME Ik Seicey A0y navigation links.
CREHIEE AHD SARERT-=T1T ROCSI 0. T T RS 07 ARSI
CELEBELL Y A | KRS G By selecting the type of offer; HTML,

Forok B 0 L, 2T ans qek ANST bl . .
A e e Upload, Custom or Signature, you can view

all the offers in that category.

FIGURE 25
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.




