: : Independent
I Travel Associates

Version
1.0

Date OPERAT'ONS
Janurary 2025 MANUAL




Welcome

Welcome to Your
Independent
Travel Associates
Operations Manual

Lisa Henning
Managing Director

At Inspire, we understand that running your own travel business can
be demanding. Our goal is to simplify your day-to-day operations as
much as possible.

This comprehensive training and operations guide has been
thoughtfully designed to cover a wide range of topics, providing you
with valuable information and resources to save you time and effort.
If you need assistance with a process or procedure, this manual
serves as a convenient, all-in-one reference, available anytime you
need it.

While nothing can replace the dedicated support team we have in
place for you, this manual is here to support your ongoing learning
and growth as part of Team Inspire.

As an Independent Travel Associate, you play a vital role in the
success of our company. We are always looking for ways to enhance
the services and resources we offer to support you in your business.
This manual will continue to evolve, and you will find links to
additional training materials available on our NEO training platform. If
you have suggestions for improvement, we welcome your feedback.
Thank you for being a part of Inspire. Remember, we are always here
to support you.
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Introduction

Key Contacts and staff information

Lisa Henning
Managing Director

E: Lisa.henning@inspireemail.co.uk
T: 07903 135 330

Sam Fisher
Head of Business development and training

E: sam.fisher@inspireemail.co.uk

T: 07703 192 210

Supporting Business Development Managers
and the ITAs in their day to day roles.

Charlotte Gallop

Business development support

E: charlotte.gallop@inspireemail.co.uk
T: 07547 661 736

Support with all ITAs for developing their
business and general day to day queries.

Stacey Wilson

Business development support

E: stacey.wilson@inspireemail.co.uk

T: 07526 582 894

Support with all ITAs for developing their
business and general day to day queries.

Key Contacts and staff information



Lindsay Miller
Duty Manager & Travel support

E: lindsay.miller@inspireemail.co.uk
T.07716 224 826

General support on loading bookings, vibe
and commission portal support, general help

Crystal Hunter

Accounts administrator

E: ita.admin@inspireemail.co.uk

T: 0161 440 6600

Invoice and ticket queries, general admin pre
and post sale.

Michela Francis
Customer service and aftersales manager

E: michela.francis@inspireemail.co.uk

T: 0161 440 6620

Invoice and ticket queries, general admin pre
and post sale.

Fiona Grundy
Travel finance manager

E: fiona.grundy@inspireemail.co.uk

T: 0161 440 6621

Accounts queries, payment links, refunds, any
finance queries

Key Contacts and staff information



Andrew Jennings
Head of Product, Commercial and Marketing

E: andrew.jennings@inspireemail.co.uk
T. 07738 059 752

Product Enquiries
Product Inbox

E: product@inspireemail.co.uk

Product email will deal with all enquiries
regarding suppliers that can not be found on
Last Pass/Advantage Hub.

Chris Meddows

Product Manager

E: chris.meddows@inspireemail.co.uk
T: 07970 385 031

Marketing Enquiries
Marketing Inbox

E: marketing@inspireemail.co.uk
Marketing email will deal with any ad-hoc
marketing enquiries, personalisation and in-
formation on shared offers.

Key Contacts and staff information



Sophie Dennett
Marketing Executive

E: sophie.dennett@inspireemail.co.uk
T: 0161 440 6600

Henry Archer
Product and Marketing Support

E: henry.archer@inspireemail.co.uk
T: 0161 440 6600

Bradley Mayson-Cooper

Commercial Marketing Executive

E: bradley.maysoncooper@inspireemail.co.uk
T: 0161 440 6600

Transparent IT
IT Support

E: servicedesk@transparent-it.co.uk

T: 03301130877

Support for RDS, General I'T queries, Support
available 7 days a week

Key Contacts and staff information



Commission Overview

Your individual commission split can be found in your contract. This
will change during your time with Inspire based up on sales and your
movement within the performance level incentive programme. An
overview of your split can be viewed in the commission portal which
can be accessed via Inspire links and is under Homeworker portal.

Commission Effective From Options

60.0% 2023-11-09 Delete Commission

Commission Effective From

Update Commission

END

Commission Overview



Commission Portal

The commission portal also known as the homeworker portal is
where your booking report will go each month. You will receive an
email around ten days into the month stating that the commission
portal is now loaded and ready for you to approve.

You will find the portal here: Inspire Links > Homeworker Portal

The first time you access it you will need to use your first name and
surname as your username in this format eg, stacey.wilson you will
then be required to click on forgot password, this will then ask you
for your email address and instructions on how to reset will follow.
Once reset you will be able to access the user dashboard.

From the user dashboard you will see the tabs in grey that offer
commissions, invoiced and agent report.

Click into agent report.

Here you will see a payment due amount at the top and then a list of
bookings that are due for payment.

It is imperative that you cross reference all this information with your
own records to ensure that you are happy that everything is correct.
Reading from left to right you will see that you have the booking
information along with the financial information too, please double
check all figures. You will see cost of sale, margin, commission
percentage to be paid, the amounts earned will then be split into
payment due, what has been paid to date and what is to be paid.

Commission Portal 10



Once you have checked everything and are happy with the report you
can then click on the blue tab at the bottom ‘approve my report. The
only thing that will change in this screen is that you will notice the
approved by agent will change from ‘no’ to ‘yes..

The next step is to complete your invoice. You will have been
provided with a blank invoice on your induction, please have this
prepared.

You will need to add your own details to this, name along with
business name and address. The date and then start an invoice
number sequence i.e. 001 or similar.

Then you need to detail the amounts you're claiming like the example
below.

Service fees Earned in period: 1.1.2000 - 31.01.2000
Commission Earned: £175.00
Monthly Fee: -£25.00
Total Invoice Value: £150.00

Add your bank details where you would like the commissions to be
paid and then your invoice is complete.

Top tip - create a new folder for your invoices and save your invoice in
that with the date in the title.

Open a new email attach your invoice and then send to the
commissions email box.

Commission Portal 1L



ITA Benefits

We are truly delighted that you have chose to join the Inspire family
here is a reminder of the benefits on offer to you as an Inspire Travel
Associate:

Uncapped commissionable earnings up to 90%

Flexible hours to suit you and your lifestyle

Fam Trips

Very low monthly fees

The ability to dynamic package, offering the best possible pricing
options for your clients

e Nett rates with many cruise lines
e 24-hour emergency number for your clients peace of mind
e A qualified business coach / Business Development Manager to

enhance and grow your business

e Financial protection
e A full marketing starter pack with logo, business cards and on

going support

ITA Benefits 12



Systems

Password resetting and security

How to reset your Windows password

1. Log in to Remote Desktop with your usual username & password.

2. Press Ctrl-Alt-End and click on “Change a Password”.
Important to note pressing “End” and not “Del” here

3. Fill in your old password and set a new password. Password
requirements are in the “Creating a Secure Password” section.

4. Click Submit to save your new password and return to your
Remote Desktop session.

5. Your password has now been reset, you will need to use this
password for your RDS, 365 and Outlook logins now

6. If You Don’t Have Access to Your Email:
a. Contact internal IT support or Transparent IT for help with account
recovery.
b. There may be additional security steps to verify your identity.

Password resetting and security 13



Creating a Secure Password

To protect your accounts effectively, follow these best practices when
creating a password:

1. Length: Aim for a password of at least 12-16 characters.

2. Complexity: Use a combination of:
a. Uppercase and lowercase letters
b. Numbers (e.g., 1, 2, 3)
c. Special characters (e.g., @, #, $, )

3. Avoid Common Words: Don’t use easily guessable words like
“password,” “123456," or personal information (e.g., name,
birthdate).

4. Passphrases: Consider using a memorable but random phrase, like
“Sunshine$On77Mountains!”

5. Unique Passwords: Use different passwords for different accounts
to minimise risk if one account is compromised.

Password resetting and security 14



Password Security Best Practices

Maintaining your password security is as important as creating a
strong password:

1. Do not reuse passwords across multiple sites or accounts.

2. Change passwords regularly, especially for sensitive accounts like
banking or email.

3. Use a password manager: These tools store and generate strong
passwords securely, reducing the need to remember multiple
complex passwords.

4. Enable Two-Factor Authentication (2FA): Whenever possible,
enable 2FA for an added layer of security. This requires a second
form of verification, such as a text code or authentication app, in
addition to your password.

5. Do not share passwords with others, even if they are trusted. Keep

your login credentials private.

6. Be cautious of phishing scams: Always verify emails or messages
requesting your password or asking you to click on a suspicious
link.

Password resetting and security
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Additional Security Tips

1. Regularly review your account activity to spot any suspicious logins
or unauthorised changes.

2. Update passwords immediately when prompted by Inspire or if you
suspect they've been compromised.

4 )

From: Inspire Systems Notification <notifications@inspireemail.co.uk>
To: Username <user.namea@travelbyinspire.co.uk>
Subject: Your password will expire in 6 days

Dear Username,

Your password will expire in 6 days. Please change it as soon as possible.

Many Thanks,
Inspire Operations Department

- J

3. Be cautious of public Wi-Fi: Avoid logging into sensitive accounts
when connected to public networks.

What to Do If Your Account Is Compromised

1. Reset your password immediately using the steps above.

2. Inform IT support (internal or Transparent IT) and request further
security measures if necessary.

3. Enable 2FA if not already in place.

4. Check account activity for unauthorised actions.

Password resetting and security 16



NEO

NEQO is Inspire’s in-house intranet system that contains various
functions for use throughout the business, including Balance
Checks, Direct Debits, Jet2/Hoseasons Download Tools, and Travel
Documentation, which are outlined in later secions of this manual.

NEO Help Centre:

NEO Help Centre is the internal knowledge base that covers
frequently asked questions for Inspire’s systems and suppliers. To
access it:

1. Click on “Inspire Links” to open the drop-down menu

Ua Inspire Links &

2. Click on “NEO”

Advantage Travel Partnership
Bright HR

Enett

Hyve »
FHC Portal

Homeworker Portal

Mimecast Portal

MNeo

Outlook Web ¥
Precisionpay

Puzzel

SequreTrading

COGODO0OGOGA0D GGG

SharePoint Sites ¥

NEO
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3. Hover over “HELP” and select “Help Centre”

HELP FINANCE OFFICE TOOLS TRAVEL

Help Centre

Support Channels

S

Nurture Supportive
We nurture our employee  We provide encouragement
\and customer relationships  and embrace an attitude of /

4. Select the topic you require help with

- ™ HAVE YOU TRIED TURNT "\

LASTPASS
MASTERCARD REWARDS SYSTEM
MIMECAST
MITEL
MITEL PHOME MANAGER
OFFICE WI-FI

PASSWORDS

PHONE LINES

PHONE REPORTS

NEO



5. Choose the most relevant guide

Help Centre
HYVE GENERATE SECURE OTHER RESET PA!
PASSWORDS LAPTOI
JET2
LASTPASS RESET PASSWORD - RDS
LSER

MASTERCARD REWARDS SYSTEM

MIMECAST

MITEL

MITEL PHONE MANAGER

\V, J

6. Choose any topic available to help you

4 Help Centre A

OFFICE WI-FI
To change your password, follow the steps

1. Login to Remote Desktop with your L

PHOME LINES 2. Press Ctri-alt-End and click on ""Char

"End" and not "Del" here
FPOR ;

4. Click Submit to save your new passw
PRECISIOMPAY

Your password has now been reset, you wi

REMOTE DESKTOP (RDS) :
Outlook logins now

SALES PROMO
If you have any difficulty with resetting you

SCREEN SHARING Littlefish on one of the below methods:

- J

NEO
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7. Read the guide or instructions presented to you

/ your camera and microphone you r'r!@
PRECISIONPAY

To do this, minimise the RDS so you are
REMOTE DESKTOP (RDS) } o
Inspire details (if not already logged in)

SALES PROMO This will allow you to use the computers
SCREEN SHARING Alternatively, you can download Teams
again login with your Inspire details and
SUPPLIERS

Microphone.,

NE: You may have to grant access to yoL
TWO FACTOR AUTHENTICATION app.

wuL For Head Office users, if you have a Tear
\ your Inspire issued laptop in that clay/

8. Sometimes the answer involves contacting a third party, internal or
external.

(P CEI"ItI'E awu' | I1.1-=.r*~r-'ﬂ\

R R S

RESERNATIOMNS

TE
PHOMNE LINES SUFPORT

PHOMNE REPORTS

ANSWER

Give your team leader or réservations support representatne all the details o

PRECISIOMNPAY

REMOTE DESKTOR (RDS) including any 1 numbers, URLs, timeframes and screenshots.

SALES FROMO

\ SCREEM SHARING /

NEO 20



9. For further support option (if not available in “Help Centre”), select
the “Support Channels”

Suppart Channels

RESERVATIONS

ANSWER

Give your team leader or reservations support representative all the details of your issue. deally

including any IQ numbers, URLs, timeframes and screenshats, /

\_

10. Check the sections to find the right support channel. Click on
the blue items to be directed to either Outlook or Zoho desk to start
a query.

Transparent IT Internal Support

R, Call0330 1130877 & Zoho Desk

EA servicedesk@transparent-it.co.uk

Anti Virus/Malware Commissions Portal Developers
Backups Dashboards (Motivates) Data Analysts
Dining Programmes (Mastercard) FHC Portal Developers
Dolphin Application Homeworker Portal Developers
\_ Emails LastPass Operations /

NEO 21



11. This opens upon clicking on the option. Fill in the request or
required assistance and “Send”

(7 The following recipient is outside your organization: Transparent IT

.E mareike.moeller@inspireemail .ok

® Transparent T

In an emergency...

Contact Transparent IT

Available between the hours of 6am-10pm.

E: servicedesk@transparent-it.co.uk
T:0330 1130877

NEO 22



LastPass setup guide

LastPass is a password management system that generates, stores,
and fills in passwords.

Installing the LastPass Extension

1. Download the LastPass extension for your browser (Chrome,
Firefox, Edge, etc.) from the LastPass download page.

2. Once installed, click on the LastPass icon n in your browser
toolbar.

3. Log in with your email to access your vault.

Adding and Managing Passwords

1. Adding Passwords Manually

a. Log in to LastPass and open your “Vault”.

b. Click “Add Item”,

c. Select “Password”

Lastpass 23



d. Enter the website URL,

your username, and

the password. N Foisr:
Lige rname: Saie password
D obeml psa Oda: Endis youet soorel ki
Hobes:
* Advanced Sellings

\_* e TN

e. Optionally, you can add notes or tags to organise passwords.
f. Click “Save”.
2. Saving Passwords Automatically

a. When you log in to a new website, LastPass will prompt you to
save the login.

b. Click “Save Site” to automatically store the password in your
vault.

3. Editing Passwords
a. In your vault, click on the password you want to edit.
b. Make any necessary changes (username, password, notes).

c. Click “Save” to confirm the changes.

Lastpass 24



Using LastPass to Autofill Passwords

LastPass can automatically fill in your saved credentials on websites:
1. Visit the login page of a website where you have saved a password.

2. Click on the LastPass icon u in the login field, and select the
relevant account if you have multiple saved logins.

3. LastPass will autofill your username and password.

4. Click “Log In” to enter.

Password Generation

If you need to create a new, secure password, LastPass offers a
password generator:

1. Open the LastPass extension or your vault.

2.  Click on the “Password Generator” tool. mm
3. Choose the length and complexity [-';T-;;,;’ - u\
(numbers, symbols, etc.) for your password. T
Very Sirong
4. Click “Generate Password”. otz i

B Lowercrss (abo)
B Uppercase (ARC)

5. You can then copy the generated B Numbers (123)
password or save it directly to your vault. Ve imibet y

Lastpass 25



Sharing Passwords Securely

LastPass allows you to share login credentials you have created
securely without revealing the actual password. Recipients must have
a LastPass account to accept the shared login.

1. In your vault, hover on the password you want to share.

2. Click on the “Wrench” to edit the
password folder.
3. Click the “Share Icon” and enter the
recipient’s email address. — 7
N

4. Choose whether you want to allow
the recipient to see the password
or just allow them to use it. o Bl Ve et

5. Click “Share”.

Lastpass 26



Remote Desktop Guide

How to download the RDS icon to your computer

The first step is to download the Remote Desktop icon.
If you already have the icon then go to the “How to log in to RDS”
section.

Go to https:/gateway.inspirewebsite.co.uk/rdweb in Google Chrome

MNew Tab * -+

& ¥, rdweb.inspirewebsite.co.uk

On the “Work Resources” page, enter your Inspire username and
password and then click Sign In. The username format is inspire\
firstname.surname

e b
l‘- Work Resources

£
=22 RemoteApp and Desktop Connection

Domaintuser name: |inspire\harmy.potter |

Passwaord: I ----------------------- 4 ]

Remote Desktop Guide 27



Once logged in to “Work Resources”, click the “Remote Desktop”
icon.

This will download a shortcut to your Downloads folder.

4 )

RemoteApp and Deaktops

Current folder: /

.

\ oo J

Right-click on the downloaded file and click on Show in Folder

Open
Always open files of this type

Show in folder

Cancel

In your Downloads folder, click and hold the Remote Desktop icon
and drag it over to the Desktop icon on the left-hand side. Once the
cursor is over Desktop, let go and the file will be moved.

o

MName Date modified Type

o Quick access
B Desktop
". Downloads

[F] Documents

&, cpub-Remote_Desktopl-Remote Deskbo...  06/05/2020 1431 Femaote Desktop ...

» W W N

= Pictures

Remote Desktop Guide 28



You will now have the Remote Desktop icon on your
desktop for easy access. If you would like to rename it
to something more meaningful, such as Inspire Remote
Desktop, click on the file once and then press “F2” you

can now enter a different name for the icon.

How to log in to RDS

Double-click the Remote Desktop

icon from your Desktop, or
wherever you have saved it. If
presented with a “Do you trust
the publisher of this remote
connection” window, tick

the “Don’t ask me for remote
connections from this publisher
again” box and then click
“Connect”.

Enter your username and
password, this time prepending

your username with INSPIRE), i.e.

INSPIRE\harry.potter and then
click “OK".

2 Type Flamot Desiinp Cosnpetion
Fiemote computer rds mspirewsbaite £o uk
Gaway Sener edwab inspirewabsite co uk

? sk e for o connechons fom ths

= Show Datails

((Wincloves Security

Enter your credentials

RDSINSPIREWEBSITE.CO.LK

Type your username and password to connect to

)

| INSPIRE harry.potter

More choices

Remote Desktop Guide
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You will now need to authenticate your login either by accepting the
call from Microsoft and pressing # or by accepting the notification
through the Microsoft Authenticator app. Once you have verified
yourself you will be logged into Remote Desktop.

Bl Windows Server 2012R2

Remote Desktop Guide 30



Outlook

Sending Emails

1. Click on “New Email”

Do Mrcwve | Repont 2"*" g'

2. Type in full or the
beginning and select
the desired recipient’s
address, add the subject
line and message body.

3. C“Ck “Send” a3 o = test - Message (HTML)

Fil Message  Insert Options ~ Format Text

Dear Maria,

Outlook 3]



Organising Emails

1. Folders: Right-click on Inbox and select New Folder to organise

emails into specific categories.

7 oOpen in New Window
] dew Folder..
E Eename Folder

2. Rules: Go to File > Manage Rules & Alerts to move emails based on
criteria like sender or subject automatically.

Stawrt from a template o from a blank nale
Emadl Eades  panage Alerts Siep 1: Selwct & semplate
i ) Stay Organized
(bdew Rube.. | Change BTl eve massages frem somecns 108 lokder
Pube [ppled in B order ol [3] maove massages with specife: words in S subject to a fokdee
& [ move messages sest to a public group 1o-a foider
¥ Fag messages from somecre for foliow-up
[ maove RSs #ems from & speciic RSS Feed to a folder
Seay Up ta Date
G Display masl from someone in the Mew Rem alert Window
ﬂ':: Play a sound when | get messages from somsone
I:I Send an abert to my mobile devor when | get maessages from somecne
- Seart from & Bank rale
Ruly descrpoen [chi an usder] B aply rule on messages | receioe
- Apply rule on mEliged | end

Step I Edit th rule desenption (ohek an underised vakes]
Apply thit nuile sfter the Mmestags Sies
e et or ke or i
mirve & o the specified folder
[l Enatite ruies on ll FreRssaget St 0P POCEISING Mote NobE

Exarnple: Mlawe mail froen my mansger to my High Impartanoe folder

- - - - -
J/

Outlook
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3. Flagging Emails: Use the flag icon next to emails to set reminders
or mark them as important.

Maria Boerner

RE:
Maria BEoerner

4., Reporting suspicious Email: Do not open the emails or click on
any links contained within. Select the PhishHook Icon and click on
“Caught one!” to report it.

T

%

Phish
Hook

\hish Hook /

Phish Hook

Outlook 33



Searching Emails

1. Use the Search bar at the top to find emails by keywords, sender,
or date.

2. Use the Filter option to refine your search (e.g., unread emails,
specific dates)

Outlook 34



Managing Your Calendar in Outlook

1. Creating Calendar Events

a. Click on the Calendar icon.

= @ &

b. Select New Appointment or New Meeting.

File Home Sen

c. Add details like the title, time, location, and attendees (for
meetings).

d. Click Save & Close (for appointments) or Send (for meetings).

Outlook 35



2. Scheduling Meetings

a. In the Calendar section, click New Meeting.

b. Add attendees via email, and select a time slot.

c. Click Scheduling Assistant to see the availability of attendees.

BET— L =

L] o — -

d. Click Send to confirm the meeting.

3. Sharing Your Calendar
a. Go to the Calendar view.

b. Click “Share Calendar” in the toolbar.

c. Select the calendar you want to share.

Outlook 36



d. Enter the email addresses of the people you want to share with.

Gengral Permessions  Synchronization
Currently sharmng wath:

Marme Permission Level
My Orgamization Can view when Fm busy

Add.. Remaoye
Permissions

Changes you make to these permissions will apply to all users m
your crganization,

CINore

() Can view when I'm busy

() Can view tithes and lacations
(") Can view all details

) Can edit

e. Click on “Add”, find and highlight the email address you want to
share the calendar with and click “Add” again.

f. Click “OK”
g. Choose sharing permissions (e.g. “View Only”).

h. Click Send.

Outlook 37



Adding Contacts

Click on the “Address Book”

in the middle of the home bar.

1. Click on “File”
and “New Entry”.

2. Select New Contact
and click “OK".

3. Enter the contact’s
details, then click
Save & Close.

]

[Séarch People
Address Book

ﬁ] Address Book Offline Global Address List )
File Edit Tools
Mew Entry.. Address Bock:
Mew Message CirisN b mm Slobal Addres
Add to Contacts - -
Busingss Phony
s T
Properties
Close AltsF4 Travel Adwsor +44 (3333 033
travel Assodiate /

Select the entry fype:

|Mew Contact Group

Outlook
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PhishingTackle

PhishingTackle delivers training through interactive modules that

simulate real-world phishing scenarios. Here’s how to complete them

in Teams:

Starting a training module

1. In Teams, navigate to the PhishingTackle tab, or open the PhishTAIL

Bot chat in teams.
(=

Calendar

% o PhishTAIL Bot 1208
PhishTAIL @ Sent acard

Calls
FhushTAIL Bot 12/08 11:27
% : A

° Please complete your Essential Training
PhishTAIL
Hello,
You are required to complete our Essential Training course on
online scams and phishing emails.
Please complete the training course at your earliest convenience
on your teams,
Thank you and best regards,
The Security Department

PhishingTackle
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2. In the dashboard, click on the training module assigned to you.

G- PhishTAIL

m F'«:-i-tr-lh

Spotting Phishing Emails Checking Emails, Links & URLs Security Induction & Phish
Hook Training
Spotting Phishing Emails | | 84 I al Tra y Induct
hitgh Hio
L 8 & - BTer - -
\_ 4

4 7. PhishTAIL

< BACK TO YOUR TRAINING
COURSES

b

QUIZ - SFOTTING

- PHISHING EMAILS

QUIZ

\ 2 Murnber of Cuestions 5 j

PhishingTackle
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3. Follow the step-by-step instructions, paying close attention to
examples of phishing emails, messages, and links.

Completing simulated phishing tests

PhishingTackle will periodically send phishing simulation emails or
messages via Teams. These simulations are designed to look like real
phishing attempts.

To succeed:

- Carefully inspect senders’ email addresses or names.

- Hover over links before clicking to verify their authenticity.

- Report any suspicious emails using the Phish Hook feature in
Outlook.

Phish
Hook

Phish Hook
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Offline support channels

To be used, when the online options (NEO, Transparent IT support
ticket, internal support ticket, etc) are unavailable.

Systems / Reports

Andrew Carey - Andrew.Carey@inspireemail.co.uk

Vibe issues

Vibe queries

New reports
Changes to reports
Commissions portal
Hyve

IT support

Transparent IT - servicedesk@transparent-it.co.uk

Emails

Email Security (Mimecast)

Email Signatures (Exclaimer)

Galileo Application

Hyve

Neo

Network Infrastructure/Connectivity
Remote Desktop Services (RDS)

Offline support channels
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Phone / internal IT support

Maria Boerner - Maria.Boerner@inspireemail.co.uk

e Phone or phone system issues
e Phone or phone system queries
e General IT guidance and advice

Finance

Contact travelaccounts@inspireemail.co.uk and cc Fiona Grundy in
for any supplier or customer payment queries.

e Requesting Supplier payments

e Requesting a supplier to be added to Dolphin if they have booked
using TBA

e Asking when supplier payment is due (relevant for customer
balance due date)

e Querying customer refund (once refund request has been
submitted)

e Requesting for a payment link to be sent

e Checking customer payments received if either paid by link or bank
transfer
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Product

LastPass

LastPass is a password manager application. We also use it to
search for products using keywords. You will find Lastpass on your
application lists, top right of your web browser.

If the icon is red, you are logged in and it is ready to use. n

How to search for product

There are 3 ways to search on LastPass:

1. Type the name of the supplier you want to use.

be ¥
Q  Bedsonline Vault & =+

E (Preferred) - Bedsonline (World)
INSPIRE

.J LL L
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2. Search a destination or product type, all results that match this will

appear.
be »

E TC Luxury Travel (Spectate / R... Wl eee

E Constance Belle Mare Flage B e

3. By opening the Vault, you can (click on Vault) you can see the
catatgories and find the relevant product within that file.

e )

Ancillanes (Car hire) (Transfers) (Lounge) (airport) (Parkng) (Insurance) (26) »

Coach (10) »

Cruse (28] »

Direct Holed / Chasn YWebsides (19) »

Directly contracted hotels (2) =

DMC & TMC's (20)

Femes (12) »

Flights {17} »

LastPass for Product 45



When you try and log into a product, it will either Auto login (you
don’t need to press anything)

(
" Username
INSPIRE =
" Password
SEEEBARRBREERRR RN u o)
Forgot my password
N\

OR it will give you multiple options if more than one login is available.

4 )

Username
11183 =)

Multiple accounts? Type to filter {3 A

g Norwegian Cruise Line (NET RA. :
g
WEWDRD 11183

WRNEIM.  ~p 44341

More ophions...

If you are unable to login, please reach out to Maria Boerner for help.
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Preferred Suppliers

Suppliers that support Inspire / Best suppliers for destinations

As we give ITAs access to a large inventory of suppliers, we will
normally provide you with our preferred suppliers.

We do this to ensure that the suppliers we provide are:
- Competitive on price

- Offer you full customer service support

- Commercially viable

- Provide training and product support.

You will find the list of preferred suppliers on your induction or when
you ask the support team for help.

You will also find a preferred supplier list from Advantage, including
commissions at this link:

Advantage Sales Guide

On the Advantage Hub you will also find a comprehensive list of
Product guides and contacts:

Products/Services
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Commission Levels, lists and advice

On the Advantage Hub you can view all commercial agreements
(please be aware that most of our bedbanks are on a NET agreement,
not the gross rates stated on here)

Commercial-Terms-Hub

If you are unsure about commission amounts, please reach out to
your BDM or Product team for assistance.

Advantage - who are they?

Advantage are the largest travel

consortium in Europe. Being members '
of Advantage means we get access ‘

to over 300 supplier commercials. The

We can also use their offers and have Adva ntage
access to their marketing department Travel Partnershipg

plus their regular travel events.
You Can read all about Advantage here:

Advantage Members

Advantage Members - about-us
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How to find offers

The Marketing team produce a Marketing calendar for the month,
this is based on booking / marketing trends.

They will then send out daily offers including marketing assets for you
to utilise.

there is also a Inspire Trade Partners Facebook page where suppliers
will share offers for you to use on your own social media

Inspire Trade Partners page

We also have an Offers Page with over 30 different suppliers, this is
updated by the suppliers so offers are ‘live’:

Offers page

You can also follow:

Advantage Holidays & Cruise

Advantage Hot Offers
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Requesting a new supplier

We currently over 400 suppliers to make bookings with but there are
always new opportunities that will arise.

If you do come across or are approached by some then we can assess
the need to sign them up but before you ask us just think if this is
something we do need?

If we decide to go ahead and use them then we have to do Health &
Safety & compliance checks.

Once we have passed those, all financials are sent to the Accounts
department to check over and load onto Dolphin / VIBE. Then we can
roll out the supplier.

Sometimes this can take a few days depending on all parties.

?
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Training

Training Guides

Our Training Guides have been designed to help give you an under-
standing of all the different products you can offer, some of our pre-
ferred suppliers and much more useful information to help increase
your product knowledge.

These are located in the ‘L Drive’ this is how you can access them.

#» This PC # Inspire Drive (L:) * Processes & Procedures
» Marketing & Cornmercial » Peaks Marketing

Training Hub

The training hub is Inspire’s one stop shop for all things training
related, you will find a huge amount of training videos here that cover
all different products and lots of ‘how to’ talk-throughs too.

You can access the training hub by following these steps in your
browser: Inspire links ~ Training Hub

Welcome!

Surveys & Quizzes (QUIZZES
aining Sites > nalyse Results.... COMING SOON)
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Advantage Groups

Being a member of the Advantage Group too you also have access
to their hub, you can access this via last pass. You will find lots of

important and useful information here too from supplier commission

levels and more ‘how to’ guides to a helpful cruise hub too.

0

LUXURY MAURITIUS
HOLIDAYS

.«
Advantage

Tievel Partnershipa

Commercial ~ Product  Marketing  Business Support  AboutUs  Events

v
"

Advantage NEWS

WEBINAR SERIES

<« 1. MINUTE TAKEAWAYS AR

Find out more and register! °

CRUISE

10-Minute Takeaways Webinar Series

This new webinar series offers a quickfire, concise refresher on our products and services, led by our Advantage I N C E N TlV E S

inductn nvnnrte

They also have a few Facebook groups that are very beneficial so

please search and join these groups:

Advantage Travel Partnership Members

Advantage Hot Offers

Advantage Holidays & Cruise

Advantage Groups
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Hints & Tips - Who to go to and when

There is a huge amount of support available from the first day
you join the Inspire family. We have teams on hand to help with

everything you can think of, we have it all covered.

You will receive a monthly support rota so please check this regularly
and reach out for day to day help and support.

-

HOMEWORKING  ITA Support Rota -
»Uplie  September*

*Working hours, 9:00-17:30
unless specified

We have various group chats too and there is a great search function
within those also to search for the more common questions that you

may need answering.

LastPass is a fabulous resource and
holds a lot of information specific
to operators and suppliers, you
need to open the vault. Click the
red box and that will then give
you the option to search the vault.

1 your vault vault & e
All items Favorites Recents
. J

When you hover over the company you are looking at you will see
a spanner like image and if you click here, it will offer additional

information.

Hints and Tips
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Group Training, Webinars and 1-2-1's

The travel industry is ever changing and there is always something
new to learn or increase our knowledge on, so we are committed to
delivering training at every opportunity.

With our combined experience we can offer group training sessions
on destinations and products along with marketing top tips too. We
also arrange weekly webinars where we invite suppliers to showcase
their products, these are recorded too and saved in the training hub
SO you can revisit as many times as you like.

Our Business Development Team are available to help and support
you every step of the way and will also arrange monthly 121 calls
which is time exclusively for you to ask any questions, run through
any training requirements and gives you the opportunity to talk about
new ideas that will assist in developing your business.
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Dynamic Packaging

What is a Dynamic Package?

Dynamic packaging is a term used in the travel industry to create
customized travel packages for customers.

It is where you will purchase a flight/cruise/train departing the United
Kingdom for another country and add on an overnight tour/hotel/
cruise.

You would use different suppliers to produce the overall package
i.e. Flights (Booked through supplier A) and Hotel (Booked through
supplier B)

This is all sold as One Price.

Essentially Dynamic Packaging is where you become the Tour
Operator and not the Travel Agent.
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Benefits of a Dynamic Package

Increased Margin

As you are putting this package together you can decide what margin
to charge your customers. As a company we will be principle / liable
for the package so we can charge more as Tour Operators do for
curating the package and taking the risk should something happen
pre/during the trip.

Offer your customers unique and bespoke products

Dynamic Packages allow you to be creative - you can use multiple
centres and put together routes that you can theme your marketing
around.

For example - you may have customers who are conflicted on
whether to go to New York or Las Vegas for a special trip, dynamic
packaging allows you to offer them both in the same trip. Or, you
have customers who are watching a particular program tracking the
route of a famous celebrity through Asia. Easy! You can tailor make a
package to allow them the same experience.

Better nett package rates on Cruise, Flights and Accommodation

As you are not disclosing the rates for the individual elements of
the package, suppliers will give you special discounts to allow you
cheaper fares when selling as part of a package. This helps you with
competing on price whilst also a great opportunity to add margin.
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Direct access to suppliers for customer uplifts

When you book direct with a supplier this gives you greater
accessibility to offers, incentives and opportunities to do something
for your customer. Tour Operators generally will charge a fee for early
check ins, special occasions etc if your dealing directly you are more
likely to get special treatments and incentives than going through an
operator.

Allows you to market products from your database directly

With the freedom and flexibility of dynamic packaging if you are
aware of destinations, popular sales areas or important events you
can tailor the product you want to sell to your clients and not be
dictated to by what Tour Operators want you to sell.

You can book on deposits in many cases

As you are using special deposit fares (In Flights these are known as
IT Fares) it will generally allow you to book without paying for them
until closer to the departure date. This allows you to offer deposits
and vary the cost of these depending on your audience.
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When Not to Dynamic Package

When tour operators offer a competitive rate

Some tour operators will have exclusive or special rates with certain
hotel chains, airlines and cruises. They will have specials nobody
else in the industry have - the majority of the timing dynamically
packaging will allow you to beat it but there will be occasions that
booking through a tour operator will be the best cause of action.

If a customer wants a low-grade hotel

As a tour operator we are the principle or liable for the trip the
customers take, we would recommend that at minimum you use a 4*
Hotel that is a chain which has health and safety credentials, if you
are unsure ask the Product Team.

Connection times are minimal and risk of missing flight/cruise/tour

Sometimes customers will want to take a flight that has a 30-minute
connection or arrive the same day a cruise departs. Under these
conditions we would recommend a tour operator to take the risk. As
a minimum we would recommend a minimum 2-hour connection on
flights and to arrive 24 hours before a cruise is due to leave.
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With a supplier that the product team have not authorised

To sell a dynamic package we must have an agency agreement with
the supplier in case of any issues and to check we have liability in
place should something go wrong. If you are unsure, please check
with the Product Team.

Multi centres which have specific tours / events attached to them
and not been authorised

If somebody books a tour that involves a specific event and the event
gets cancelled they would be due a refund on the whole package. So
if a package is put together that includes one off tickets for an event
i.e. Superbowl Tickets on a US trip. Please check with the Product
team if we can take the risk.
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How to put together a Dynamic Package

Putting together a dynamic package is really simple. You simply take
the following steps:

1. Source Flights
2. Source Ground Arrangements:
- Transfers
- Hotels
- Cruises
3. Take nett costs (Add the ATOL Fee, £2.50 per person) and use a

Calculator to work out your selling price at the margin you want to
sell at.

QQAQQ
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Dynamic Package Calculator

To make it easy we have the below calculator (Available on request
from the Product Team) to be able to quickly cost a Dynamic Package.

MARGIN CALCULATOR Uplift Margin Table
Uplift Actual
11.11% 10%
12.35% 11%
£ 1,989.98
Package Cost 13.63% | 12%
" . 14.94% 13%
17.65%
Uplift Margin 16.27% | 1a%
p 2 17.65% 15%
SIS 19.04% | 16%
20.48% 17%
Cost Per Person £ 999.99 21.95% 18%
23.45% 19%
25% 20%
Transport Cost Ground Arrangements
Flight Cost £ 201.00 Hotel Cost £ 1,200.00
Flight Cost £ 201.00 Hotel Cost £ -
Flight Cost Hotel Cost £ -
ATOL Fee £ 5.00 Transfer Cost £ 85.94
TOTAL AMOUNT £ 397.00 Transfer Cost
Tour Cost
TOTAL AMOUNT £ 1,285.94

This is giving you a dynamic package cost:

Flights - £201 Per Person
Hotel - £1200 Total

Transfer - £85.94 Total

ATOL Fee - £2.50 Per Person

Package Price £999.99 Per Person (With 15% Total Margin)
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Booking on Vibe

Logging in to Vibe

To log in to Vibe, you will firstly need to open Chrome

.

aaaaaaaaaa

* @Be o &

J

From here select Inspire Links, scroll down to Vibe, Travel by Inspire,
and then select your appropriate Storefront.
As an ITA (Independent Travel Associates) you will need to select

Homeworkers

@
S
o
5]
]
e
e
o
9
[}
®
o
)
()
o
®
()
@
o

\_

~

T Advantage Travel Partnership

Bright HR
Enett

Hyve

FHC Portal
Homeworker Portal
Mimecast Portal
Neo

Outlook Web
Precisionpay
Puzzel
SecureTrading
SharePoint Sites.
Training Hub
Traveltraction CRM
Vibe

Zoha CRM

Zoho Desk

Zoho Projects

Hyve v2 (Testing Only)

>

3 InspirzLinks| [ Spreadsheets @ Inspire Call Monitori..

F

F

[
]
0 ITS Accounts
am]

ree Flights

ree Hotel Stay

03 Travel by Inspire

# INTERNAL - Refund...

(o}

9=~ Demo

> Family Holiday ChNgy

@ KOG Travel Club

& Homeworkers

@R Email - FHC - Outlook @ Michael Gill [l LastPas

“~arch Google or type a URL

i Inspire Insurance

ttpsi/fitaitravelbyinspire.co.uk/adminphp

meworkers

@ Inspire Insuranc

ds.

i Inspire Travel Solutions

TS - Giftcard

C  Luxury Collection by Ins

@ SearchTool

@ Sustainable Travel by Inspire

pire

Logging in to Vibe
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You will be then presented with the below screen, your log in details
will be automatically inputted in, then select Authenticate to log in.

X |+ — \
i ~ 2

@ Inspie Call Monitori.. % INTERNAL- Refund.. (3§ Email- FHC - Outiook @ Michae! Gl [ LastPass - Signn @ Agent Fortsl £ AllBookmarks

W Home nspire Magazine Offers

IBE Administration

You are not currently logged in to the IBE. To access administrative functions please login with your username and password below.

Your Account
& im1 =2
A seesssreee =

Introduction to Vibe Homepage

Once you have logged in you will be presented with the below.

/ @ i Inspie - Homenerier: X |+ = \
% itatravel H
I

Home Inspire Magazine Offers

Welcome, Lindsay Miller
Staff News

Title Author Date

PrivacyPolicy | FAQs | BookingTerms | WebsiteTermsofUse |  Travel Advice

7l
3> ABTA No. L4341

0161440 6600 | ©2024 Inspire Europe Ltd
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From here, you will be able to make and view your bookings.

Once you have logged in you will be presented with the below page,
if you click on the Inspire Link this will then take you to the search

page.

Travel by Inspire UK (v2)

Book General Bookings Support Content Settings Statistics

ZohoTicketing  Youare not logged in as an affiliate Speak to a travel expert on: 0161 440 6620 & Country v

MAP‘M Inspire Magazine Holidays TravelCard Manage Booking AboutUs Contact Us

Welcome, Lindsay Miller
Staff News
Title Author Date

Search Flight + Hotel | Search Hotels | Search Flights | Search Car Hire

Privacy Policy | FAQs | BookingTerms |  WebsiteTermsof Use |  TravelCardTerms |  Aviation Security |  TravelAdvice |  Become ATravel Consultant Join Us

(0 2 WA /D .. % $PABTA (N A @ J

You will then be presented with the screen below.

C 2 travelbyinspire.couk Q r“' @ o 2 \

[g InspirelLinks [ Spreadshects @ Inspire Call Monitori..  # INTERNAL - Refund... K3 Email - FHC - Outlook @ Michael Gill [T LastPass - Signin @ Agent Portal [ Al Bookmarks

300k General Bookings Support Content Settings Statistics Travel by Inspire UK (v2) Logged in as Lindsay Miller (Inspire) @ &

Call our call centre team on 0161 440 6620 for 3rd party deals including free child places, low deposits and much more!
Zoho Ticketing  Youarenot logged in as an affiliate Speak to atravel expert on: 0161 440 6620 & Country v
Inspire Magazine Holidays TravelCard Manage Booking AboutUs Contact Us

. &k ) T @ &

Flights Flight + Hotel Touring

&.g. London, Paris, New York Search

Read the inspire magazine

Not found what you're Iooking for? Call 0161 440 6620

“BABTA
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How to find an existing booking

The below instructions will now show you how to find an existing
booking.

s Comprehensive travel Insurance at a competitive price - Clicl

Find a Booking

ho Ticketing You are not logged in as an affiliate

Customer Quotes

List All Bookings

L
W Inspire Magazine Holidays

\—/

Once you have selected find a booking you will be presented with the
below search options as below.

You can search for a booking different ways - the quickest way is
using the Vibe Reference number you were given at the time of
making a booking.

W Inspire Magazine Holidays TravelCard Manage Booking AboutUs Contact Us

Find a Booking

Search by Vibe booking reference

Please type an 8-character Vibe booking reference to access all the details associated with that booking.

Q Find Locator

Search by name

Search by supplier booking reference

Please type a supplier booking reference or ticket number you looking for.

Q Find Booking Reference

Search by contact email address

Enter the email address of the contact for the booking.
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You can search for the booking using your Vibe Reference and adding
it to the Search by Vibe booking reference.

Find a Booking
Search by Vibe booking reference
Please type an 8-character Vibe booking reference to access all the details associated with that booking.

KE357)8C

Q Find Locator

Search by name
Passenger Title

Other options you can search for a booking with are:
- First Name and Surname

- Supplier Booking Reference

- Contact Email address

- Search by travel date

- Search by phone number

Please note using the above options will result in all bookings listing;
by using just the Vibe reference this will bring up just the one folder
you are looking for.

Once you have selected Find Locator this will then show you your
Vibe folder.

1 )

Booking Reference KE357J8C

View Action Logs | Payment Attempt ID 7c617e8d-3207-11ef-b98f-56c7d3c0f72f

You currently have the lock on this payment attempt until 10:28:04 (36 seconds).
Renewing lock in 3 seconds.

Booking Time MON 24JUN2024 09:55:20 BST Customer  Linz Miller

Storefront  Inspire - Homeworkers Email Seen Confirmation
Booking Status _ First Travel Date  TUE 24)JUN2025 00:00 UTC
Booking Total @ £11,005.00 Last Travel Date MON 30JUN2025 14:00 UTC
Handoff Status  Sent Balance Remaining  £10,605.00 (Due Date: 18MAR2025)

@ & ¥ oD 8 oo e¢e a + & @

Tasklist Products  Cq

- ails  Additional Fees Payments Actions Emails Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers
-
Booking Stages
Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.
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Searching for Products

Now that you are in Vibe you can search and create a booking, Vibe
pulls data from all our suppliers making it quick and easy for you

to find what you need. To search for a booking, you will need to be
logged in on the screen below.

Zoho Ticketing You are not logged in as an affiliate Speak to a travel expert on: 0161 440 6620 @ Country w

Searching for a Hotel Only

Once you have selected the Hotel option, you will then fill in the
fields to search a product, and press the search button.

Going to: Check-in date: Check-out date: Rooms:

Room 1

Guests: Guest 1Age: Guest 2 Age:

Corporate Profile
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You will then be presented with all the hotels available for the dates
you have requested with all the suppliers that we work with.

You can change the selection to either show a per person price or a
Total Cost, on the left-hand side you can see the filter options, so that
you can narrow down your search. You can also change the Sort by
from Recommended, Hotel Rating, Price Low to High or Price High to
Low.

We also have a wide range of options of filters as well, you can filter
by Hotel Name, Hotel Rating, Price, Board Basis, Amenities, Location,
Refund Policy, and Supplier.

Also, on the right-hand side of the screen you will see a map of where
the hotels are located to help you find the best location for your
client.

272 Hotels Found Tue, 9 Sep ‘Wed, 10 Sep Thu, 11 Sep Sat, 13 Sep Sun, 14 Sep Mon, 15 Sep
Filter By
R ded )
Hotel Name A sortpy (D feommended E BO pererson I TotalPrice
E ZIARunWildiite™ g @D
Hotel Rating A~ Bahama Bay Resort & Spa £386.50 Wangement | s\ | 1
y per pe Zellwood| v
= |
@ LAY e Lake Apopkal | Wekiwa /| ocood
EDparEET A, - Recommen ded Room Only NorthShore:  Apopka. _ Springs/’
ok kk 5 D {
[@efly & o Bl v 4Rates Available Select >
per person x
*okk i . N
O £120 per person TESAE [@ save viae-mail
£391.50
per person
Room Only
Select
B Save via e-mail
£240.50
per person
Room Only
Select >

[ saveviae-mail

E Poinciana
~ Haines City -—
Lake Alfied \ /
CAZ e A\
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Once you have found the hotel that you want you can look at

alternative room types as below.

/ Filter By

&7 Recommended oo \
v
Hotel Name Sort By P e ) E OO PerPerson )Tctal Price
Hard Rock
Currently showing your chosen hotels. Click to show all available hotels. Al
o e L
i A . 8 o X
Hotel Rating "% Universal's Hard Rock Hotel £1.240.00 & %
0 KKK KK r Universal Orlando Resort per person Y
£655 per person 4 % % %k %,
EE Room Only 4
O :ot** S A 15 Rates Available N
PR Select > e O
0 Fdk
£120 per person
ok [ saveviae-mail
O £120 per person g
* Rooms  2Guests-18,18 5 ¢
£1,601 per person g K
Clear Selection Mobility Accessible Garden View 2 Queen Room ‘s !
&
Per Person (GBP) A Your Chosen Room §
&
To: per person > <
Board Basis ~ Room Only
([ HalfBoard Long Stay discount (Discount for long stay already applied inthe final Refundable until 5 sep 2025 £1,240.00 [ /
£445 per person price)
) Hard Rock Hotel at

Self Catering
£133 per person

@]
() Bed & Breakfast
@]

Room Only
£120 per person Room Only Refundable until 5 Sep 2025

Hotel Tags A Garden View 2 Queen Room

Special Offer

£305 per person
e per person 45%(7001)

£1,771.00
£531.00 more m

Universal Orlando

a-star hotel

07 The Kitchen

) B Y,

Once you have found the room type your client would like to book,

please press Select.

Hard Rock Club 2 Queen Room &
&
S
pEr persan > (,@}q‘
Room Only Refundable until 5 Sep 2025 £2'35950 B
£1,11%.50 more
Future Rock Star Suite ) Hard Rl
Unive|
per person
Room Only Refundable until 5 Sep 2025 £3'54200 |'_,f"
£2,302.00 more
Universal's Hard Rock Hotel @
£1,253.00
Orlando per person beachclub
ook
Room Only /
N 9 Ratec Available

Search for Hotel Only
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The next page will give you more information on the hotel and you
can also look at alternative rooms, you can see where it is on the map
and add it to your booking, by selecting Keep.

~

Rooms 2 Guests - 18, 18 Future Rock Star Suite £7,084.00
Room Only in total

Future Rock Star Suite

Your Chosen Room

in total
Room Only Refundable until 5 Sep2025  £7,084.00

Mobility Accessible Garden View 2 Queen Room

This will then add your hotel to your basket.

Speak to a travel expert on: 0161 440 6620 @ Country W

Holidays TravelCard Manage Booking AboutUs Contact Us

J

From here you can add on additional products to your booking, for
this example we are going to look at making a Hotel Booking only.
Select Continue to book.

.
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How to search for a Flight Only

Below you will find the instructions on how to search for a Flight
Only. To begin, click flights on the homepage.

Inspire Magazine Holidays TravelCard Manage Bo

Hotels Flight + Hotel Car Hire

‘:_
] & e

From here you will add in all the information to search for the flight.
You can also request specific Classes of flights, Airlines and if you
would like to show only direct flights.

Departing from: Arriving at:

Manchester (MAN) E a Orlando - All Airports (ORL)

Departure Date: Return date: Passengers: Age l:

e = C =
O Retumn W

1
® One way flight ¥ Only show direct flights

Class: Alrline:

Corporate Profile
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By selecting Advanced search, you can also search for multiple flights

as below.

Leg1

Departure Date:

12 Sep 2024 =

Departing from: Arriving at:

Leg2

Departure Date:

13 Sep 2024 =

Departing from: Arriving at:

+Add Another Leg
Passengers:

Here you can add and remove additional legs, and you can still

choose different Class and Airline options.

For this example, we are going to look at a single leg flight.

Once you have pressed search you will be given all the flight options

available to you.

As with the Hotel search you can also change your Sort by option
and filter your flights, there are lots of options to filter from including
Airline, Outbound Departure Time, Return Departure Time, per
person cost, Baggage, Fare Type (this will be noted below) and

Supplier.

(anches(er (MAN) 2 Orlando- All Airports (ORL) Sat, 5 Apr = Sat, 12 Apr 1 passenger Econom y n

Showing 72 of 89 flights Wed, 2 Apr Thu, 3 Apr Fri, 4 Apr Sat, 5 Apr Sun, 6 Apr Mon, 7 Apr Tue, 8 Apr
o A Departure Date Direct Flights Direct Flights Direct Flights Direct Flights Direct Flights Direct Flights Direct Flights
Aiie £1,051total £1,120total  £1,442total [RARKERCEIM £1405total £1,148total  £1,373 total
ingus

Price (Low to
Sort By High) v

£1,535 per person

Deposit options available

Afternoon
O (12:00-17:59)

Evening
Q (18:00-23:59)
Aacli (A

ITFARE

AerLingus o%

11:05 9hrs 30mins 15:35
Flight 135 o0———oO R
A Flown by: Ernest Airlines 5Apr |Manchester Direct 5Apr |Orlando
Deposit options available & Economy

Aer Lingus % ([®D 1xHold Luggage

17:50 8hrs 30mins 07:20
- Flight 134 o0———O
Return Departure Time A Flown by: Ernest Airlines 12 Apr |Orlando Direct 13Apr |Manchester

£1,535.00
per person
inc. airport taxes and fees.
[? Save via e-mail

Elight Details

Search for Flight Only
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Once you have found the flights you would like to offer your client
select Continue

/
9 hrs 30 mins 15:35 £1,535.00
per person

5 Apr |Or\and0
inc. airport taxes and fees.

chester Direct
% o m

ED 1x Hold Luggage
@ Saveviae-mail

8 hrs 30 mins .
0 07:20 Flight Details
lando Direct 13 Apr ‘Manchester

After you have pressed Continue you will be presented with this
screen, here you can choose the option to upgrade or add on

additional luggage if this is available to you.

Business Class

Upgrade for £3,371.00 >
Total: £1,535.00 Continue without Upgrade

J

You will then be presented with this screen and the flights will be
added to your basket

Country v

Speak to a travel expert on: 0161440 6620

Zoho Ticketing You are not logged in as an affiliate

Inspire Magazine Holidays TravelCard Manage Booking AboutUs Contact Us

Manchester (MAN) 2 Orlando - All Airports (ORL) | Sat.5Apr — Sat,12Apr | 1passenger | Economy

Travel Extras

Book today to secure our best hotel rates!
Look through our many hotels and find the right accommodation.

From £1,161.00
r

per person
Room Only

I el UG o
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How to search for Transfers

Below are the instructions on how to book Transfers,

Flight + Hotel Car Hire Transfers ours 5 Multi Centre

Flying From: Going To: Departure Date:

B Search direct flights only B Book a hotel only for part of my
trip

Rooms No. of Guests: Guest1Age: Guest2 Age:

From here you will add in the arrival airport you are staying from, if
you add the Name the area it will then give you options to choose

from.
You will also need to add in the arrival date and the time that your

flight arrives and departs and how many people you want to travel.

Flight + Hotel Hotels Flights ar Hire Transfers aurs Cruises Multi Centre

Arrival Airport: Arrival Resort: Arrival Date: Arrival Time:

Departure Date: Departure Time:

8May 2025 =R 1400 v
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When you have pressed search, you will be given your options that

you can give to your client.

Palma (PMI) — Palma Nova (PMI)

Thu, 1May 2025 10:00 — Thu, 8 May 2025 14:00 “

Supplier v

Total Price (£) A
Shared Standard
T° I shuttle

Private Standard
Adapted Vehicle

0

oo
oo

Majorca - Palma Airport
10:00 | Thu, 1 May 2025

Palma Nova
13:10 | Thu, 8 May 2025

Majorca - Palma Airport
10:00 | Thu, 1 May 2025

Palma Nova
13:30 | Thu, & May 2025

Majorca - Palma Airport
10:00 | Thu, 1 May 2025

Palma Nova
13:30 | Thu, 8 May 2025

Majorca - Palma Airport
10:00 | Thu, 1 May 2025

Palma Nova
13:30 | Thu, & May 2025

Per Person C)Total A
Est. 50 mins PalmaNova £55.00
10:50 | Thu, 1 May 2025 intotal
50 mi Majorca - Palma Airport
Est. 50 mins Il P @ share
14:00 | Thu, 8 May 2025
Est. 30 mins Palma Nova £131.00)
10:30 | Thu, 1May 2025 intotal
Est. 30 mins Majorca - Palma Airport
14:00 | Thu, 8 May 2025 & Share
Est. 30 mins Palma Nova £194.00)
10:30 | Thu, 1May 2025 intotal
Est. 30 mins Majorca - Palma Airport
14:00 | Thu, & May 2025 © Share
Est. 30 mins Palma Nova £207.00)
10:30 | Thu, 1May 2025 intotal
Est. 30 mins Majorca - Palma Airport

14:00 | Thu, & May 2025

e Share|

When you select View details you will be given the below screen.

Transfer Details R\
Private Standard Car
Details: Private Standard Cars operate a door to door service across our destinations
£, around the world. The driver will meet you viaa ‘Meet & Greet’ service either at the arrivals

=D

hall or at our partner’s desk, and you will enjoy the relaxed journey that your private
transfer gives you. Vehicle types vary and whilst in the majority of locations you will be
transported in a saloon vehicle in some, you may be transportedina larger vehicle. Inall
cases, youwill be the only passengers inyour vehicle, giving you a peaceful journey to and
from your destination. Further Arrival and Departure information will be provided on your
booking voucher.

ﬂ Up to 4 passengers

Majorca - Palma Airport
10:00 | Thu, 1 May 2025

Palma Nova
13:30 | Thu, 8 May 2025

Total Transfer Price  £131.00

@ 30 mins estimated journey time

Est. 30 mins Palma Nova
10:30 | Thu, 1 May 2025
Est. 30 mins Majorca - Palma Airport

14:00 | Thu, 8 May 2025

Search for Transfers
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How to search for Car Hire

The below instructions are now going to show you how to search for
a Car Hire on Vibe. Select Car Hire and add in the information for the
Car.

Flight + Hote Hotels Flights Car Hire Transfers Tours Cruises Multi Centre

Pick-up Location: Pick-up Date: Pick-up Time:

O Pickup @ Delivery

Drop-off Location: Drop-off Date: Drop-off Time:

Q Dropoff @ Collection

From here you can change the Pick-up and Drop off locations as they
do not need to be the same, you can also arrange for the Car to be
Delivered/Collected from the Hotel.

Flight + Hotel Hotels Flights Car Hire Transfers Tours Cruises Multi Centre

Pick-up Location: Pick-up Date: Pick-up Time:

Majorca/Mallorca - Palma Airport 8 May 2025 = 12:00 v

O Pickup ® Delivery

Drop-off Location: Drop-off Date: Drop-off Time:

Majorca/Mallorca - Palma Airport 15 May 2025 = 12:00 hd

O Dropoff @ Collection
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Once you have searched for your car, you will be given options to
filter the cars and there is a lot of information about what is included

when hiring your car, as you can see it will also show you what the car
hire cost includes and the vehicle types.

-

jar Class

279 Cars Found

Mini
D £292 total
Economy
£294 total

Compact
£300 total

Intermediate
£308 total

Standard
£302 total

Fullsize
£517 total

Premium
£458 total

Luxus
£800 total

Clear Selection

000000 aOo

bssengers

1.2 Passengers
D £908 total

3-4 Passengers
£252t0tal

aAW£292.00
-

TOYOTA AYGO or similar
Keddy

Standard

Limited Mileage: from 1 to 2 days rentals:
350 km per day;
t0 27 day rentals.; Limited Mileage: from
28 to 60days rentals: 200 km per day:
Collision Damage Waiver (with Excess):
Theft Protection Waiver (with Excess);
Third Party Liability Insurance; Local Sales
Tax/es; Airport Surcharges/Fees;

Manual
B +Pessengers Menual
P Airport “Q\ Full To Full

g More
Share  Details sallest ©

S )94.00
e

KIA PICANTO or similar
Keddy

Standard

Limited Mileage: from 1to 2 days rentals:
350 km per day; Unlimited Mileage with 3
t027 day rentals; Limited Mileage: from
28 to 60 days rentals: 200 km per day:
Collision Damage Waiver (with Excess);
Theft Protection Waiver (with Excess);
Third Party Liability Insurance; Local Sales
Tax/es; Alirport Surcharges/Fees:

Manual
B 4Passergers Menual

p Airport &\ Full To Full

Select >

s £297.00

OPEL CORSA or similar
Keddy

Standard

Limited Mileage: from 1 to 2 days rentals:
350 km per day; Unlimited Mileage with 3
t027 day rentals: Limited Mileage: from
28 to 60 days rentals: 200 km per day:
Collision Damage Waiver (with Excess):
Theft Protection Waiver (with Excess);
Third Party Liability Insurance; Local Sales
Tax/es; Airport Surcharges/Fees;

g 5 Passengers Manual
Gearbox
p Airport Q& Full To Full

(4 More
Share  Detalls Salest

N RIERA

°XTONE Library

- Mallorca

La Cantina 0

Record go Mnbm(ye
- Palma de Mallorca

McDuvmld‘sq

VIMA Rent a Car

Repsm@ 7 @ eMa\lurcaA\'rpan

Base Aerea em

Son Sant Joan

oParkmg Larga Estancia
- Aeropuerto de Palma...

Deli&Cia q

By selecting More details, you will also be given all the important
information for the car hire along with the terms and conditions.

Important Information

Standard

Surcharges/Fees;

Deposit

Inclusions

Surcharges/Fees;
Fuel Policy

ticket.

TOYOTA AYGO or similar
Keddy

) gr—

@ Car Group: MCMR

@ Deposit: €800.00

@ Manual Gearbox

< Full ToFull

p Desk Location: Airport

Standard Excess:
€1,200.00

Limited Mileage: from 1 to 2 days rentals: 350 km per day; Unlimited Mileage with 3 to 27 day rentals.
Limited Mileage: from 28 to 60 days rentals: 200 km per day; Collision Damage Waiver (with Excess);
Theft Protection Waiver (with Excess); Third Party Liability Insurance; Local Sales Tax/es; Airport

Keddy fees payable at pickup (refundable)
€800.00

Limited Mileage: from 1 to 2 days rentals: 350 km per day; Unlimited Mileage with 3 to 27 day rentals.;
Limited Mileage: from 28 to 60 days rentals: 200 km per day; Collision Damage Waiver (with Excess);
Theft Protection Waiver (with Excess); Third Party Liability Insurance; Local Sales Tax/es; Airport

Cars will be supplied with a full tank of fuel and should be returned full. Otherwise the client will be
charged for missing fuel, plus a refuelling charge of 25.00 EUR, not including VAT.
It'simportant the customer refuels within 10 kilometers from the drop-off point and keep the fuel station /

When you are ready to book press select. You will then be given the
option to continue to book or add on additional products.

Search for Car Hire
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Adjusting margins

Once you have packaged your holiday together through Vibe and you
have everything that you want to book you will be presented with

this page.

-

.
l You can now add another product to this booking.

To book with more than one credit or debit card please call the above phone number.

Hotel - Staying in Me |biza

Room 1 Fleximarkup
Room 1 Fleximarkup

(Warning: This will refresh the page with the new markup values for
this product only)

Flight - Manchester (MAN) to Ibiza (IBZ)

Per Adult Fleximarkup
\ Per Adult Fleximarkup

any time.
Create a Quote
+ Changes confirmed
Flexi Markup 000 GBP
Travel - Package Markup (Hotel) 955.2 GBP Me Ibiza 1.2 8.8 8 4
| —

. Update Markups

+ Changes confirmed Special Offer
Flexi Markup 000 GBP
Travel - Package Markup (Flight) 7097 GBP Room 1

~

Booking Details summary  JP

Save this Itinerary
E Want to save your basket for later? Create a quote and retrieve it at

i Urbanizacion S'Argamassa, S/N, 07840
- © Sun, 1Jun2025
& Sun, 8Jun 2025

. J

From here you can either increase or decrease your margin, with the
boxes below, always make sure to select Update Mark Ups if and
when you wish change the amounts.

-

. . - any time.
Hotel - Staying in Me lbiza
Create a Quote
+ Changes confirmed
Room 1 Fleximarkup Flexi Markup 000 GBP
Room 1 Fleximarkup Travel - Package Markup (Hotel) 955.2: GBP Me Ibiza

Want to save your basket for later? Create’-\

— —

(Warning: This will refresh the page with the new markup values for
this product only)

i Update Markups

Flight - Manchester (MAN) to Ibiza (IBZ)

+ Changes confirmed
Per Adult Fleximarkup Flexi Markup 0.00 GBP
Per Adult Fleximarkup Travel - Package Markup (Flight) 70.97 GBP

(Warning: This will refresh the page with the new markup values for
this product only)

i Update Markups

Transfer - From Ibiza (IBZ) to S'argamassa

+ Changes confirmed
Transfer FlexiMarkup

Elexi Markup 000 GBP

= SantaEulalia
Urbanizacion SArgamassa, S/N, 07]
- © Sun,1Jun2025
™ 3 Sun,8 Jun2025

Special Offer

Room 1
Always Me
HALF BOARD

Manchester 2 Ibiza
@ 2 hrs 55 mins total journey time

ot ~n /

Adjusting margins
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Client Details

Once you are happy with your Margin and you have Updated your
costs, you will then scroll down to enter your clients details.
You will then be presented with the below screen

Adult1
(details should be as shown on passport including middle names)
Title * First Name(s) *

v

Middle Name(s)

Date of Birth *

v v v

Adult 2
(details should be as shown on passport including middle names)
Title* First Name(s) * Middle Name(s)

v

Date of Birth *

v v v

.

/ As your booking includes accommodation, one member of your party must be at least 18 years old (21 years old
for Las Vegas). Please check our Terms and Conditions for more information.

Last Name *

Last Name *

Ibiza \
21:10 Sun, 1Jun2025

@ 2 hrs 50 mins total journey time

Jet2.com
Friendly low fares Standard

22:05 Ibiza
Sun, 8 Jun 2025

e 151732
& Economy
@ 2hrs 50 mins

Manchester
23:55 Sun,8Jun2025

Flight Extras

2Bags (1+1)- 22Kz total + 22Kg total £160.00

Total Extras Cost £160.00

When booking flights always makes sure that you are adding the

names as per your clients’ passports.

Once entered then you will be asked for your clients contact details
as below, under “YOUR NAME" this must always be the clients’ name.

Contact Details
Email Address * Company Name
Phone Number * AddressLine1*
Your name * Address Line 2
City *
County
Postcode *

1011 MOLET LOSL INC. FHEILS 101 £ UUEsLs

£2,07/.UU

Private Standard Car

Sun, 1 Jun 2025
@ Est45mins

I 22:10 Ibiza Airport

22:55 S'argamassa

Sun, 8 Jun 2025
@ Est4smins

18:50 S'argamassa
22:05 Ibiza Airport

S/

Client Details
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Taking deposits

You will then move on to the deposit option, when booking a
Dynamic Package through Vibe you must always ensure that you take
the full payment of the flights plus and additional payment to cover
cancellation fees from your bed bank, anything that we have to pay
for in full must be paid for by the client at the time of booking.

-

Deposit

@ Pay Deposit Amount © Pay Full Amount

Payable as Full Payment Amount
Deposit 625.00 GBP148.00
Payable
Later 4963.00 GBP5440.00
v v
Balance Due Odays before

Date 23V Feb Vv 2025V

Payment Details

@ Pay by Card

Card Payment

Please select your preferred Payment method
® Credit/Debit Card (Travel Admin)

O One4All Card (Travel Admin)

O Your Travel Card

Card Type * (select your card type) v

\ Card Number * n

If you wish, you may pay a smaller deposit amount now and the full balance later. Click here for more details.

£5,588.00

O Pay by Card and Your Travel Card

(© Important Information \

() Rules and Restrictions

Vouchers

If you have a voucher code, please enter it here to apply the discount.
Note: This is for voucher codes only and not Gift Card payments.

Add Voucher

J

In this instance we are going to take £625 deposit, and ask the
balance to be taken 14 weeks before the departure date of the 1st of

June 2025.

-

Deposit

@® Pay Deposit Amount

Payable as

Deposit 625.00  GBP148.00

Payable

Later 4963.00 GBP5440.00
14 weeks Vv before v

Balance Due

Date

1 Vv Jun v 2025V

.

If you wish, you may pay a smaller deposit amount now and the full balance later. Click here for more details.

O Pay Full Amount

Full Payment Amount

~

@Iﬂpor‘tant Information
(i) Rules and Restrictions

Vouchers

If you have a voucher code, please enter it her:

£5,588.00 Note: This is for voucher codes only and not G

Taking deposits
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With deposits, we must always make sure that we are following the
terms and conditions of the suppliers, we use 14 weeks as a general
rule as this means that the balance is in to the company prior to we
pay out to the supplier.

Low Cost airlines and non refundable rates are due in full at the time
of booking.

When booking with an operator always check when their balance is
due.

Paying via Card payments

Once your deposit payment or full payment is selected you will move
on to the payment stage, for this example we are going to be paying
via a MasterCard.

4 )

Payment Details

@ Pay by Card © Pay by Card and Your Travel Card

Card Payment
Please select your preferred Payment method

® Credit/Debit Card (Travel Admin)
© OnedAll Card (Travel Admin)
O Your Travel Card

Card Type * (select your card type) v

Card Number * n
Name on Card *
Expiry Date * v v
CV2/Security Number * What's this?
- e J
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Select your card type from the drop-down menu as below.

-

Card Payment

Please select your preferred Payment method
® Credit/Debit Card (Travel Admin)

O OnedAll Card (Travel Admin)

O Your Travel Card

Please click here if your payment card is registered to a different address.

Card Type * (select your card type) v

Card Number * (select your card type)
American Express (£0.00)

Name on Card * MasterCard (£0.00)

Expiry Date * MasterCard Debit (£0.00)
Visa (£0.00)

CV2/Security Number * Visa Debit (£0.00)

MasterCard. yepigiep | Visa Electron (£0.00)

VISA The next screen you view may be part of a credit card verification process.

\_

Add your clients card details.

f T
Card Payment

Please select your preferred Payment method

® Credit/Debit Card (Travel Admin)
O OnedAll Card (Travel Admin)
O Your Travel Card

Please click here if your payment card is registered to a different address.

Card Type ™ MasterCard (£0.00) v
Card Number * 4444555444555

Name on Card * Mrs L Miller

Expiry Date * Mar (03) v 2026 v

CV2/Security Number * 123 What's this?

MasterCard. %RIFIED

by VISA The next screen you view may be part of a credit card verification process.

Paying via Card
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Paying via Delayed Payment Links

When you are creating the booking, select Delayed Payment (Pay By
Link)

-

Payment Details ﬁ

Multiple Card Payments

If you wish to take multiple card payments, please enter the customer details in this form. The first customer
will always use the same details as entered in the contact details bax above, and will use the main payment
form on this page. Other customers can have their payment gateway selected from the dropdown.

Number of Payments 18 Equal payments: £420.00 | Equalise

MName Email Address
Lindsay Miller lindsay.miller@travelbyinspire.cli 4200
Expected Total £420.00
@ Payby Card

Pay by Card and Your Travel Card

Card Payment

Please select your preferred Payment method

© Credit/Debit Card (Travel Admin) ITA
® Delayed Payment (Pay By Link)
O Your Travel Card

Continue to Terms & Conditions>

ATOL Protection

ATOL Certificate Type: None

\_

J

Please make sure that the correct email address is in this section as
the payment link will go straight to the client.

Once you have inputted the correct details then please select
Continue to Terms and Conditions.
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Once you have pressed Pay Now you will be taken to the Order

Acknowledgement page, which includes your Vibe Reference. You
can now add all your details to the booking by selecting “booking

administration”. When paying by payment link, your task list will show

as below.

Booking Time THU 15FEB2024 16:56:11 GMT Customer Lindsay Miller
Storefront Inspire - Homeworkers Email Seen None
Booking Status _ First Travel Date n/a
Booking Total ® £1,230.00 Last Travel Date n/a
Handoff Status Pending Post-Auth Balance Remaining £1,230.00 (Due Date: 15FEB2024)
/A Overdue payment!

= 9 2 W o2 @O ¢ 4 + & @

Tasklist Products Contact Details Additional Fees Payments Actions Emails Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

this task.

\_

Mot e s e s

This is a Delayed Customer Payment. An email has been sent to the customer (lindsay.miller@travelbyinspire.co.uk) with instructions on how to complete the payment. If the email needs to be re-sent, re-start

~

This will stay the same until the client has paid and you have
refreshed your screen. The client will receive the below email.

-

Your reservation is being processed, but is not yet confirmed.

Dear Lindsay Miller,
We are currently processing your booking. There is currently an outstanding payment of £123.00 against your booking.

Please click here to make the payment.

Please note that we cannot guarantee the prices shown here until your tickets have been issued, your payment has been
cleared and you receive your final booking confirmation email.

Please do not reply to this email with queries about your reservation, as this email address is not monitored.
To contact us regarding this reservation, please use our contact us page.

If you need to arrange any additional services, or have any problems or queries, please do not hesitate to contact our Customer Service
department on 0161 440 6743. At this stage can we also draw your attention to the need to ensure you and all members of your party
are adequately insured for your journey and for the duration of your time away from home.

\ May we take this opportunity to wish you a very pleasant trip.

Paying via Delayed Payment Links
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Once they have clicked “click here”, they will be taken to the following

screen.

/
Booking Reference: KBB53FHK

Payment Due:

There Is still an outstanding balance to pay against your booking Please use the form below to complete your payment

CV2/Security Number * D What's this?

MasterCard. Vepipiep

SecureCode

Pay Balance

To contact us regarding this reservation, please use our contact us page

.

£123.00 Q A payment is now dus
Finally, please provide us with your payment details. Please be d you are submitting this inf
Please click here if your paymeni card is regisierad 1o a different address
Card Type * | (select your card type) ¥
Sard Hmae™ :
Mame on Card * [ Lindsay Miller ]
Expiry Date * | - v

byvisa The next screen you view may be part of a credit card verification process

J

Once they have added in their information and selected Pay Balance

the screen will show as below.

Booking Reference: KBB53FHK

Total Payment

To contact us ragarding this resarvation. please use our contact us page.

. B
tMPl&z Home Blog Inspire Magazine Offers Contact

£123.00 e Your payment is waiting to be processed

Manage Booking

Paying via Delayed Payment Links
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This will stay the same until you have refreshed your screen on Vibe.

Once you have refreshed your screen your Task List will show as
below.

/ Handoff Status Pending Post-Auth Balance Remaining £265.50 (Due Date: 22FER2024) \

A\ Overdue payment!

= Q9 29 T OOy E @0 ¢ a + & @

TaskList Products ContactDetails Additional Fees = Payments  Actions Emails  Support Tags Notes  Attachments ATOL CurrencyRates Handoff Referrers

Booking Balance Management

Payment Summary

Manage Expected Income Amounts

x This booking still has outstanding payments in the amount of £265.50. The amount that has been paid sofar is £0.00 (exc. charges).

(e AT Based on the expected income total, the total amount paid must be £265.50.

Products 263.00 GBP . . .

Booking Fi 2.50GBP These expected income amounts are for the amount being paid to you, the merchant. It excludes the

nsiees credit card charge amounts. The total sum of the expected income must match the product costs plus
Subtotal: 265.50GBP  bhooking fee costs.
Gat: Fee (Pa t 1] 0.00 GBP
atewayleel .ymen ) Due Date Expected Amount Satisfied? Auto-Collect?

Payment 1 Pending -100.00 GBP

Balance remaining: £265.50 2024 [ 100.00] [No | [Me \
2024 [ 16550 [No | [vo \

Total: 265.50GBP

- J

This means the payment has been preauthorized and we are able to
complete the booking with the supplier.
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TravelCard / Gift Voucher payments

If you wish to offer your client a Travel Card or Gift Voucher, please
follow the below instructions:

A gift card can be purchased to be used with yourself for any amount
simply e mail hellen.berry@inspireemail.co.uk to request the gift card.
Nothing should be loaded into Vibe until the gift card is being used
towards a holiday sale.

TravelCard
v inapite

When you are completing a booking using a Travel Card, you will
need to select Your Travel Card under payments as below:

4 I
Card Payment

Please select your preferred Payment method

) Credit/Debit Card (Travel Admin) ITA
) Delayed Payment (Pay By Link)

® Your Travel Card

Your Travel Card

Your Travel Card Number Card PIN

Continue to Terms & Conditions?
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You will need to add the card number and the Card Pin and select
Add Card.

( Card Payment

Please select your preferred Payment method

O Credit/Debit Card (Travel Admin) ITA

© Delayed Payment (Pay By Link)

® Your Travel Card

Your Travel Card

Your Travel Card Number Card PIN ‘

1111111111111111112 ceee Acd card
\__/

-

It will advise you the balance that is left on the card.

4 Card Payment

Please select your preferred Payment method

O Credit/Debit Card (Travel Admin) ITA

O Delayed Payment (Pay By Link)

® Your Travel Card

Your Travel Card

Amount payable: £500.00

Your Travel Card Number Balance
1111111111111111112 £500.00

Expiry Date
10 March 2026

.

You will then select Pay Now.
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Direct Debit Payments

If your clients would like to pay by monthly instalments, Inspire offer a
Direct Debit option, though our third party supplier London & Zurich,
which is fully protected by the Direct Debit Guarantee.

We offer two payment dates, on the 1st & 15th of each month, and
different payment terms.

After completing their booking, If your client would like to pay by
DD, firstly access Neo, through the Inspire Links lcon on Chrome.

e - A

b E(G|

ES InzpireLinks @Y NewTab [Qg Search Locatod

5] Advantage Travel Partnership
Bright HR

Enet

FHC Portal

Homeworker Bortal

()
&
0 Hywve ¥
5]
(5
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Then go to Finance > Direct Debits > New

LOYALTY

OFFICE

Balance Checker

Direct Debits Stor
Exchange Rates Mew
\ Wroim Ao o T it Ao b ecic /

This will take you to the Direct Debit request form. Please complete
all boxes with the information requested.

Please note the Email address must be the email of the client setting
up the DD and must match the email entered in vibe for the booking
and the vibe reference number, otherwise the system is unable to

process the request.

( First Name * Surname * \
Fiona Grundy
Email Address * Telephone Number *
fionagrundy249@btinternet.com 0161 440 6620 =
Booking Details
Request Type * Balance Due (Weeks) *
MNew Booking 14 -
19 Reference * Travel Date *
IQ3D6FD0 06/10/2024
Total value of Booking * Total of Deposit Taken *
2345.00 150.00
- J

Direct Debit Payments
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Once you have completed the form, press the blue evaluate button,
which will then give you various options for the DD.

4 B I

Balance Due Date: 30/06/2024

Payment First Manthly Monthly Total

Date Payment Payments Qty Payments Period

1st £733 £731 2 3 April 2024 - June 2024 @

15th £733 £731 2 3 April 2024 - June 2024

15th £10098 £1097 1 2 May 2024 - June 2024 O

1st £1098 £1097 1 2 May 2024 - June 2024 O

Select a Direct Debit option above

= )

Once you have discussed which option your client would prefer,
simply tick the circle, turning it blue, and press the submit button.
This will then send an email to your client requesting their bank
details, and give them the necessary details of the DD.

Please advise your client to complete their bank details within 24 hours,
to ensure we can process their preferred DD option in time.

The process is now finished on your side, and Finance and London &
Zurich will now complete the DD request.

***Please note, that at this stage, the Direct Debit is not binding to
your client, and they can decide not to proceed at any time up to
submitting their bank details. If they decide not to go ahead after this,
they will need to contact their bank, to cancel the DD instruction. ***

Any queries on the above please contact:
Travelaccounts@inspireemail.co.uk or directdebit@inspireemail.co.uk
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Direct Debit Calculator

If you have not yet booked for your clients, but they would like to
know about the DD options, there is a calculator, that you can use as
a guide for them, for possible payment dates and amounts. To access
this, go to Neo, then go to Finance -> Direct Debits -> Calculator.

This will take you to the direct debit calculator, which will work out
what options are available for you to offer your client. Complete the
boxes with the information requested. (Please note, that currently
DD’s can only be offered when the balance due date is at 14 weeks
or more.)

4 )
Direct Debit Calculator
Booking Details
Request Type * Balance Due (Weeks) *
MNew Booking v 14 hd
Travel Date *
06/10/2024
Total Value of Booking * Total of Deposit Taken *
2345.00 150
Audit Log
- J
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Finally, press the evaluate button at the bottom. This will then
automatically calculate the different payment plans available, and will
display as below:

4 )
Wile offer two Direct Debit dates, 1st and 15th. Based on the Balance Due Date we can offer the following
Balance Due Date: 30/0652024
Payment First Monthly Monthly Total
Date Payment Payments oty Payments Pariod
15t £733 E73 2 3 April 2024 - June 2024
15th E733 E73 2 3 April 2024 « June 2024
15th £1058 £10497 1 2 May 2024 - june 2024
15t £1058 £1097 1 z May 2024 - June 2024
- J

This can then be discussed with your clients, which might help secure
your booking, by offering an easy payment plan, which would be fully
covered by the Direct Debit Guarantee.

From here you will scroll down to the Terms and Conditions. This is
where you will read your closing statement and terms and conditions,
and then select that this has been done. (See the closing statements
under Closing Statements and Terms and Conditions sections.)
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Completing a payment

-

\_

Terms & Conditions
e Termsand Conditions checkbox must be selected

[ 1 have read and accept the Terms and Conditions of travel.

(1) Important Information
(i) Rules and Restrictions

[J We may wish to contact you with details about our top product, exclusive offers and latest news. Please tick here to
confirm that you're happy for us to contact you: You have the right to withdraw your consent at any time by Contacting
Us. We also include unsubscribe buttons on all our email communications. For further information on how we process

your personal data, please visit our Privacy Policy.

Inspire cares about your privacy. We will only use your email address to send you offers - we will never sell your details to third

parties.

Pay Now: £625.00 >
J

Now you are ready to complete your payment, scroll down and select

Make Payment. Always check that the amount you have entered is

the amount being requested from the card.

-

Terms & Conditions

| have read and accept the Terms and Conditions of travel.

(¥ Important Information
(¥ Rules and Restrictions

We may wish to contact you with details about our top product, exclusive offers and latest news. Please tick here to
confirm that you're happy for us to contact you: You have the right to withdraw your consent at any time by Contacting
Us. We also include unsubscribe buttons on all our email communications. For further information on how we process

your personal data, please visit our Privacy Policy.

Inspire cares about vour privacy. We will only use your email address to send you offers - we will never sell your details to third

Pay Now: £625.00 >

parties.
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After selecting the payment, you will be taken to the below screen.

From here you will be given your reference number for the folder and
you can view this by selecting “Booking Administration”.

Inspire Magazine Holidays TravelCard Contact

Manage Booking  About Us

“You can now manage this booking by clicking toenter he
Booking Re

Order Acknowledgement - KABB1801

Dear Traveller,

Many thanks for booking with Inspire, you will receive a full and detailed confirmation within the next 14 days. If you wish to contact us in
the meantime. please click on the 'contact us' link below.

Kindest wishes, your Inspire team
To contact us regarding this reservation, please use our contact us page

Manage Your Booking

B =2 O

Manage your Pay Balance Contact Us
booking

- J

Once you have selected “booking administration” you will be taken to
the below screen.

& erence KABB1801

View Action Logs | Payment Attempt ID 1d08e757-6f5¢-11ef-b98f-56¢7d3c0f72f

B You currently have the lock on this payment attempt until 11:13:25 (38 seconds).
Renewing lockin 5 seconds.
Booking Time  TUE 10SEP2024 11:04:48 BST Customer  Linz Miller
Storefront Travel by Inspire UK {v2) EmailSeen  None
Booking Status _ First Travel Date  SUN 01JUN2025 00:00 UTC
Booking Total @ £4,005.00 Last Travel Date  MON 09JUN2025 07:30 UTC
HandoffStatus Manually Skipped Balance Remaining £3,380.00 (Due Date: 23FEB2025)

= @@ & ¥ oy 8 oo e g + & @

TaskList Products ContactDetails Additional Fees  Payments  Actions  Emails  Support Tags Notes ~ Attachments ATOL  Currency Rates  Handoff  Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next taskin its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

\ Manually completed by Lindsay Miller Show Previous Status /
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From here you can check through your booking that it is all correct
and make sure all your Task List is in Green as below

"t Content Settings Statistics
TaskList  Products

Travel by Inspire UK (v2)
Handoff  Referrers

Contact Details

Additional Fees

Payments

Actions

Emails  Support Tags Notes  Attachments ATOL  Currency Rates

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Not Applicable

Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time

End Time Duration
Task List 1

Action

Manually completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller

Show Previous Status

Manually completed by Lindsay Miller Show Previous Status

\ J

This means that the payment has all gone through. If any section is in
Red then please read the error messages and rectify where necessary.

Now the booking is completed you can check over your confirmation
and send to your client.

[ Booking Reference KABB1801

View Action Logs | Payment Attempt ID 1d08€757-6f5¢-11ef-b98f-56c7d3c072f \

Renewing lockin 10 seconds.

6 \/ You currently have the lock on this payment attempt until 11:16:18 (44 seconds).

Booking Time TUE 10SEP2024 11:04:48 BST Customer  Linz Miller

Storefront Travel by Inspire UK (v2) Email Seen None

Booking Total ® £4,005.00 Last Travel Date MON 09JUN2025 07:30 UTC

Handoff Status Manually Skipped Balance Remaining £3,380.00 (Due Date: 23FEB2025)

55®8E@b®®ﬂéﬁ+&,@

TaskList Products ContactDetails Additional Fees Payments Actions Support  Tags Notes Attachments ATOL CurrencyRates Handoff Referrers

Email Status

Customer's Email
Address

Type Email Sent Viewed

Re-send

Booking ©Resend Acknowledgement

S3Send Confirmation

Order Acknowledgement

Final Confirmation

e
[ld &3 Send Confirmation with Message

OnterDecines Sooking SisendDedined ol

K Voucher

This booking does not have any associated supplier voucher(s). /

Now your booking is complete.
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Closing Statement / Terms and Conditions

The following sections are post-booking scripts that must be
communicated to the customer upon completion of the booking.

Dynamic Packages, Packages, Flight Only, and UK bookings have
different scripts.

For Dynamic Package Bookings

Can you confirm that all the details | have read back to you are
correct?

As you've chosen to book your package with Inspire, we act as your
appointed Tour operator for this booking. As your Tour operator we'll
make the booking of all your components on your behalf.

Once confirmed the booking will be subject to additional charges
should you need to amend or cancel the booking, unless we are
unable to fulfil significant elements of your trip.

Monies paid to us are held by us on your behalf until all components
are paid.

Unless you tell us otherwise we are entitled to assume that all
members of your party will hold full British passports that will be
valid for the arrangements you have chosen to purchase. Information
on visa, passports and health requirements can be obtained from

the passport office, appropriate embassy or consulate, we strongly
recommend that you check the most up to date information on www.
gov.uk/foreign-travel-advice
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We must be advised of any disabilities or special medical needs for
any member of your party at the time of booking. Any changes after
booking and prior to departure MUST be advised immediately.

All balance payments are payable 14 weeks prior to departure, unless
advised otherwise. Failure to make payment on time may result in late
payment fees being added and/or your booking being cancelled.

It is your responsibility to ensure that all members of the party have
adequate travel insurance.

You must respond within 24 hours should you disagree with
any elements booked on your confirmation, requests cannot be
guaranteed.

I’m about to process your booking - we may use your email details to
send to you other emails such as for reviews or special offers, you can
easily unsubscribe with one click at the end of the email.

By making this booking, you agree to our Tour operator terms

and conditions and the booking conditions of the various Service
Providers, all of which are available on our website and on request.

Thank you for booking through Inspire.

END
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For Package Bookings

Can you confirm that all the details | have read back to you are
correct?

Once confirmed the booking will be subject to additional charges
should you need to amend or cancel the booking, unless we are
unable to fulfil significant elements of your trip.

Unless you tell us otherwise we are entitled to assume that all
members of your party will hold full British passports that will be
valid for the arrangements you have chosen to purchase. Information
on visa, passports and health requirements can be obtained from

the passport office, appropriate embassy or consulate, we strongly
recommend that you check the most up to date information on www.
gov.uk/foreign-travel-advice

We must be advised of any disabilities or special medical needs for
any member of your party at the time of booking. Any changes after
booking and prior to departure MUST be advised immediately.

All balance payments are payable 14 weeks prior to departure, unless
advised otherwise. Failure to make payment on time may result in late
payment fees being added and/or your booking being cancelled.

It is your responsibility to ensure that all members of the party have
adequate travel insurance.

You must respond within 24 hours should you disagree with
any elements booked on your confirmation, requests cannot be
guaranteed.
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I’m about to process your booking - we may use your email details to
send to you other emails such as for reviews or special offers, you can
easily unsubscribe with one click at the end of the email.

We only act as a booking agent for [3rd Party Package Supplier
name] who is your Tour Operator and your contract will be this Tour
Operator. As your booking is with [3rd Party Package Supplier name],
you'll be protected by their ATOL

By making this booking, you agree to our agency terms and
conditions and the booking conditions of the Tour Operator, both of
which are available on our website.

Only when the Tour Operator sends you a confirmation email with
your ATOL certificate, and your booking confirmations will your
booking be confirmed.

To complete your booking, we'll send your details to the Tour
Operator.

By booking with us, you consent to our use of your data in
accordance with our published Privacy Policy, a copy of which is
available on our website under link ‘Privacy policy’

Thank you for booking through Inspire.

END
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For Flight Only Bookings

Can you confirm that all the details | have read back to you are
correct?

Once confirmed the booking will be subject to additional charges
should you need to amend or cancel the booking, unless we are
unable to fulfil significant elements of your trip.

Unless you tell us otherwise we are entitled to assume that all
members of your party will hold full British passports that will be
valid for the arrangements you have chosen to purchase. Information
on visa, passports and health requirements can be obtained from

the passport office, appropriate embassy or consulate, we strongly
recommend that you check the most up to date information on www.
gov.uk/foreign-travel-advice

We must be advised of any disabilities or special medical needs for
any member of your party at the time of booking. Any changes after
booking and prior to departure MUST be advised immediately.

All balance payments are payable 14 weeks prior to departure, unless
advised otherwise. Failure to make payment on time may result in late
payment fees being added and/or your booking being cancelled.

It is your responsibility to ensure that all members of the party have
adequate travel insurance.

You must respond within 24 hours should you disagree with
any elements booked on your confirmation, requests cannot be
guaranteed.
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I’m about to process your booking - we may use your email details to
send to you other emails such as for reviews or special offers, you can
easily unsubscribe with one click at the end of the email.

By making this reservation you accept and agree to the booking
terms and conditions of Inspire and the airline these conditions are
made available on our website.

By booking with us, you consent to our use of your data in
accordance with our published Privacy Policy, a copy of which is
available on our website under link ‘Privacy policy’

Thank you for booking through Inspire.

END
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For UK Bookings

Can you confirm that all the details | have read back to you are
correct?

By making this reservation you accept and agree to the booking
conditions of Inspire and the supplier these conditions are made
available on our website.

Once confirmed the booking will be subject to additional charges
should you need to amend or cancel the booking, unless we are
unable to fulfil significant elements of your trip.

We must be advised of any disabilities or special medical needs for
any member of your party at the time of booking. Any changes after
booking and prior to departure MUST be advised immediately.

All balance payments are payable 14 weeks prior to departure, failure
to make payment on time may result in a £25 late payment fee or
your booking being cancelled.

It is your responsibility to ensure that all members of the party have
adequate travel insurance.

You must respond within 24 hours should you disagree with
any elements booked on your confirmation, requests cannot be
guaranteed.

I’m about to process your booking - we may use your email details to
send to you other emails such as for reviews or special offers, you can
easily unsubscribe with one click at the end of the email.
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By booking with us, you consent to our use of your data in
accordance with our published Privacy Policy, a copy of which is
available on our website under link ‘Privacy policy’

Thank you for booking through Inspire.

END
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Taking a part payment on an existing booking

To make a payment with a Travel Card or Gift Voucher on an existing
booking, Log into Vibe and hover over Bookings:

Book General Bookings Support Content Settings Statistics

Select Find a Booking:

jook General Bookings Support Content Settings Statistics

Resdiew Quiye

Find a Booking

You can then find your booking with an array of different options,
for this example we will search via First Name and Surname add the
name and select Search.

4 ) , )
Find a Booking

Search by Vibe booking reference

Please type an 8-character Vibe booking reference to access all the details associated with that booking.

L]

Q Find Locator

Search by name

Passenger First niguels) inz

HI=
i

Q Find Booking Reference

Search by contact email address

Enter the email address of the contact for the booking.

- | J
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From here select your Payment Gateway, on this example we are
going to use a Travel Card.

/E Create New Payment \

Payment Gateway [Choose a payment gatewa

Choose a payment gateway :l
Kidney Care (Your TravelCard)
Copy Details From [Your Travel Card (Your TravelCard]
est - Decline (TestGatewayD)
Credit/Debit Card (Travel Admin) (SecureTrading)
OnedAll Card (Travel Admin) (SecureTrading)
\Customer Inputted Information

Suppress Emails mails for this payment.

J

Add your client’s Travel Card Number into the below along with the
PIN and in the Payment Sub Total add how much you are taking off
their card. Once filled in select Create New Payment.

4 ' 2 N
Copy Details From Note: Not all data will be copied as payment gateways
remove some data relating to the previous payment.

Suppress Emails (] Do not send acknowledgement or confirmation emails for this payment.

Customer Inputted Information
Card Number: [1111111111111111112 |

Carer Name: ‘ ‘
Child Name: [ |

Payment Value

Payment Sub Total cBP

Card Charge E?

(Calculated card charge (exc. booking fees): 0.00 GBP

GBP

Gateway Charge -
Calculated gateway charge (exc. booking fees): 0 GBP

100.00 GBP

Payment Total

@® Create New Payment

Your payment will show on the Task List as below.

-

| Manually completed by Lindsay Miller Show Previous
Task List 2

[Card Number 1111111111111111112 Amount Authorised: 100.00 = Success]

[Card Number 1111111111111111112 Amount Redeemed: 100.00 = Success]

N J
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You will then be given a list of all the clients with that name, find your

booking and select the Locator.

/Booking List

The bookings can be filtered to highlight bookings that match a particular set of requirements.

Currently shoy 1-4 of 4 bookings matching your criteria

Hold  Pre-Auth Fraud Check Complete Post-Auth Storefront Type A C | BookingTime

o S oo, S

Locator

KABB1801

inspirehomeworkers Holiday 2 - - 09:5524Jun24BST

\Currently showing 1-4 of 4 bookings matching your criteria

Travel Date

01Jun25 (264)

24Jun25 (287)

~

Lock

& Unlocked

B Unlocked

J

Once open select Payments

( Booking Time TUE 10SERP2024 11:04:48 BST Customer Linz Miller
Storefront Travel by Inspire UK (v2) Email Seen Confirmation
Booking Status _ First Travel Date SUN 01JUN2025 00:00 UTC
Booking Total @ £4,005.00 Last Travel Date  MON 0%JUN202507:30 UTC

Handoff Status Manually Skipped Balance Remaining £3,380.00 (Due Date: 23FEB2025)

® & I o)l o O ¢ o =

TaskList Products ContactDetails Addition Fees Payments Action: Emails  Support  Tags Notes  Attachments ATOL Currency Rates  Handoff

Booking Balance Management

Payment Summar; Manage Expected Income Amounts
This booking still has outstanding payments in the amount of £3 The amount that has been paid so far is£625.00 {exc. charges).

@

Referrers

Based on the expected income total, the total amount paid must be £4,005.00.

Item Amount
Products 4,000.00 GBP . . .
o l_JE These expected income amounts are for the amount being paid to you, the merchant. It excludes the
\ Booking Fees SO0GBP (it card charge amounts. The total sum of the expected income must match the product costs plus
Subtotal: 400500 GBP _ hooking fee cost

Scroll down to Create New Payment

( Create New Payment

Payment Gateway [Choose a payment gatewa v]

[ v]

Copy Details From  Note: Not all data will be copied as payment gateways
remove some data relating to the previous payment.

Suppress Emails (] Do not send acknowledgement or confirmation emails for this payment.

Customer Inputted Information

Payment Value
Payment Sub Total |3380.00 GBP

GBP

Card Charge
Calculated card charge (exc. booking fees): 0.00 GBP

GBP

Gateway Charge )
Calculated gateway charge (exc. booking fees): 0.00 GBP

Payment Total

(inc.charges) 90 GBP

Automatic Auto Pre-Auth
Processing Auto Post-Auth

\ @ Create New Payment.

Taking a part payment on an existing booking
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Taking a Delayed Payment on an existing
booking

When taking a delayed payment on Vibe, select Payments.

Booking Balance Management

Payment Summary

N
4 B )
W —
= Q9 9 v ( =9 B @O ¢ @
TaskList  Products Contact Details  Additional Fees Payments tions Emails

I This bookingstill has outstanding payments in the amount of £265.50.

Support Tags MNotes  Attachments ATOL (

Manage Expected Income Amount
The amount that has been paid sofaris

\

i  —— x Based on the expected income total, the
Products 2463.00GBEP . _— 5 .

. ese expected income amounts are for the amo
Booking Fees 2.50GeP credit card charge amounts. The total sum of the
Subtotal: 265.50GEBP booking fee costs.

Gateway Fee (Payment 1) 0.00GBP

B Due Date Expect]
Payment 1 Pending -100.00 GBP
Balance remaining: £265.50 2024

]

4

Total:

J

Scroll down to Create New Payment and select Delayed Payment
Link

\_

e

Create New Payment

Payment Gateway [Choose a payment gatewa hd

Choose a payment gateway
‘our Travel Card (YourTravelCard)
est - Decline (TestGatewayD)
Credit/Debit Card (Travel Admin) ITA (SecureTrading)

Delayed Payment (Pay By Link) (DelayedPayment)

Copy Details From

Suppress Emails (] Do not send acknowledgement or confirmation emails for this payment.
Customer Inputted Information
Payment Value

Payment Sub Total |2464.00 GBP

GBP
Calculated card charge [exc. booking fees): 0.00 GBP

y Charge 1090 GBP

Calculated gateway charge (exc. booking fees): 0.00 GBP

Card Charge

Taking a Delayed Payment on an existing booking
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From here add the amount that you want to take from the client and
select Create New Payment.

/ [ Create New Payment
Payment Gateway |Delayed Payment (Pay By Link) (DelayedPayment) W

[ V]

Copy Details From Note: Not all data will be copied as payment gateways
remove some data relating to the previous payment.

Suppress Emails (] Do not send acknowledgement or confirmation emails for this payment.

Customer Inputted Information

Payment Value
Payment Sub Total |2464.00 GBP

GBP

Card Charge X
Calculated card charge (exc. booking fees): 0.00 GBP

0.00 GBP
Calculated gateway charge (exc. booking fees): 0.00 GBP

y Charge

Pa_yment Total 0.00 GBP
(inc. charges)

Automatic Auto Pre-Auth
Processing Auto Post-Auth

\ @® Create New Payment j

Please note that “Payment Sub Total” is the only place any figures
need to be added to. Once you have created the payment the task list

will look like this

e ' ' ™

Booking Time THU 15FEB2024 16:56:11 GMT Customer Lindsay Miller
Storefront Inspire - Homeworkers Email Seen None
Booking Status _ First Travel Date n/a
Booking Total @ £1,230.00 Last Travel Date n/a
Handoff Status Pending Post-Auth Balance Remaining £1,230.00 (Due Date: 15FEB2024)
/A Overdue payment!

= Y9 2 T O 8 o0 ¢ a9 + &£ @

Tasklist Products Contact Details Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL CurrencyRates Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Nt - T
Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

This is a Delayed Customer Payment. An email has been sent to the customer (lindsay.miller@travelbyinspire.co.uk) with instructions on how to complete the payment. If the email needs to be re-sent, re-start

this task.

- J
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This will stay the same until the client has completed the payment,
the client will receive the below.

-

Dear Lindsay Miller,

.

We are currently processing your booking. There is currently an outstanding payment of £123.00 against your booking.
Please click here to make the payment.

Please note that we cannot guarantee the prices shown here until your tickets have been issued, your payment has been
cleared and you receive your final booking confirmation email.

Please do not reply to this email with queries about your reservation, as this email address is not monitored.
To contact us regarding this reservation, please use our contact us page.

If you need to arrange any additional services, or have any problems or queries, please do not hesitate to contact our Customer Service
department on 0161 440 6743. At this stage can we also draw your attention to the need to ensure you and all members of your party
are adequately insured for your journey and for the duration of your time away from home.

May we take this opportunity to wish you a very pleasant trip.
Inspire Customer Services
Inspire - Homeworkers Customer Services

J

Once they have clicked “click here” they will be taken to the following

screen

-

Booking Reference: KBBS3FHK

There is still an outstanding balance to pay against your booking Please use the form below to complete your payment

Payment Due:
£123.00 &) Apayment is now due

Finally, please provide us with your payment details. Please be re-assured you are submitting this information fo a secure server.
Please click here if your paymant card is registered to a diffarent address

Card Type * | (select your card type)

Card Number * [ l

Mame on Card * l Lindsay Miller I
Expiry Date * | v v

CV2/Security Number * D What's this?

MasterCard. Vegieiep

SecureCode by VISA The next screan you view may be part of a credit card verification process

Pay Balance

To contact us regardmg this resarvation, please usa our contact us page

Taking a Delayed Payment on an existing booking
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Once they have added in their information and selected Pay Balance
the screen will show like this

e —

Booking Reference: KBB53FHK

Total Payment . 3
£123.00 G Your payment i walling 1o be processed

To contact us ragarding this reservation, please use our contact us page.

This will stay the same until you have refreshed your screen on Vibe.
Once you have refreshed your screen your Task List will show as
Green.

J You currently have the lock on this payment attempt untll 17:07:53 (43 seconds),
Renewing lock in 9 seconds.

Booking Time THU 15FEB2024 16:56:11 GMT Customer Lindsay Miller
Storefront Inspire - Homeweorkers Email Seen Mone
L r——
Booking Total @  £1.23000 Last Travel Date n/a
Handoff Status Pending Post-Auth Balance Remalning £1.230.00 (Due Date: 15FEB2024)
£y Overdue payment!

= QY o T A2 @O ¢ 0 + & @

Tesklist Products ContactDetalls Additional Fees Payments Actions Emalls Support Tags Motes Attachments ATOL Currency Rates Handoff  Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Past Auth
Not it Perdrgatrcsonerceurs)  Bendngpedns P

Booking Task List

The system will automatically process the next task in its task list if the previous task was suc cessful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

This s a Delayed Customer Payment. An email has been sent to the {lina: inspl uk) with instructions on how to complete the payment. If the email needs  Show Previpus Status
o be re-sent, re-start this task.Ok (0)

ReTry Manual

Cannot confirm booking uniil dataentry has been completed,

* Not Started e S Start | Maraal
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Adding an ATOL Fee

Once you have added the payment details, you will then move down
to ATOL certificates, for this booking we will be adding a Single
Contract Package as below

ATOL Protection

ATOL Certificate Type: |Single Contract Package V|

If for some reason the ATOL fees have not added at the time of

booking, please follow the below instructions to add the ATOL fee on
and create the certificate.

Select Additional Fees
P

= p
= 0" 2 UEE'E}E@E}}EF
Fardh Lt Prandealni wilai] Durmls \ Bobdihod Fada J o i Eralle  Saapyd Teidi bl Al
Baociking Foos
Iaim Cimid Lala fale Waiom Chaaslily Talal £ ind P dnibend € Cimila
There are nohooking less

- Rinphidagg Mo Tt Catmt Q100 Ol j

From here add in the below information and press Save.

Adding Fee

MName: Cost of Sale:

ATOL

Sale Walue: Cuaantity: Total Cost:
250 ®x 2 = 500
Product Code: Supplier Code: Reason Code:
ATUL|

=

—_———
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Once you have created the additional costs, please refresh your
screen to add the additional costs.

Once you have added the fee, you will need to create the certificate
to do this follow the below steps

—_ a 5

@9 &8 ® "D 2 0Ot ¢ @ + & o
[yt Products  CondactiDetale  AddtiorniFees  Paymenty  Actiow  [ewlbh Suppord Tamn bofes  Abacheents | AFOL | Corvency fates  HwdoH  Beferrer
ATOL Certificates

ATOL Type: | hione Original ATOL bype:

Preview ATOL Certificates

Toecraatis s visw 2 now Dt Rcate Tor this Booking now. sy ues this DETONE bakew:

Camtifcats Frps: Mans |

(Piane nihe ity pererpted ATOL oot icates vell not be smved on the setate only perb bt meneryted wéwr 3 corfrmatasn s by e will b e,

- J

Once you are in the ATOL section, you then need to go to ATOL Type
and select Single Contract Package.

g‘" ﬁ@jﬂbgﬂﬂ“@ﬁ+%)

Products  ComtactDetals  AdcitioralFocs  Pavme Actiors  Emalh t Tags Mobes Asischeenis CurrencyRates Mo

ATOL Certificates

ATOL Type: | Mene v [T Criginal ATOR Broe:

Ths bidberaiiia b P W Rt bz
| Wil el v a1 Pk
MDL'E! Lk T ol By it 23 [A8min Contarmer Gonsrated] (TUR J0JAN00 D203 GMT)

Proview ATOL Cortificates
T crmasfe pred vy mmey gmrk S st Ins Hhs Booking now, pless ipe the nphiors bebee:
Comtith stm Typm: Horm w

Qﬁm rabas S Bty Birte B ATOIL 0 i 5tirs will A Bl S A Ul welBERE, Srtly EOPTNEInE SUndr S5 i § Soefr mBElen Bmal I sar wil B L, j

The table on the next page indicates which products are loaded under
each category. Remember you can tick multiple boxes at the same
time.

If you are booking a flight, a hotel and a transfer manually outside of
Vibe you can select all 3.
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Product Type When to Use

Use this for any Flight Only Bookings made directly
with an airline or these main suppliers:

e Aviate

e Virgin Flightstore

e Lime Management

e Travelfusion

Flight Only

Hotel Only Any Accommodation Only with any supplier or bedbank

Car Hire Any Car Hire booking with any supplier

NOT CURRENTLY IN USE. FOR CAR PARKING

CarParking | BOOKINGS LOAD UNDER GENERIC

Transfers Any Shared or Private Transfer booking for any supplier

NOT CURRENTLY IN USE. FOR TOUR BOOKINGS

Tour LOAD UNDER GENERIC

NOT CURRENTLY IN USE. FOR ANY ATTRACTION
BOOKINGS LOAD UNDER GENERIC

NOT CURRENTLY IN USE. FOR ANY RAIL BOOKINGS
LOAD UNDER GENERIC

Attraction

Rail

This option covers a wide variety of products:
All Cruise Bookings with any supplier or operator
All Tours and Escorted Tours

Tailormade and Multi-Centre ltineraries

Airport or Port Car Parking

Airport Lounge

Airport Hotel and Parking

Attraction Tickets/Excursions

Generic
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Using Vibe to book external products

External Products relate to options that you have booked away from
vibe, either directly with a supplier through LastPass or over the
phone with a supplier.

Dynamic Packages

Log in to Vibe and once logged in select Book > External Product

dook General Bookings Support Content Settings Statistics

Flight

Call our call centre team on 0161 440 6620 for 3rd party deals including free child pl
Open Jaw
Hotel Zoho Ticketing You are not logged in as an affiliate
Flight & Hotel

Car Hire

Inspire Magazine Holidays T

Car Parking
Transfers

Insurance

Rail
B —~— - oo
Attraction N . i " %
| WS | Hotels Flights Flight + Hotel Car Hire
External Product § X!
—_——— g1 s -

L

Once you have selected External Product you will be taken to the
below screen.

4 N\
Products

Please tick the preducts you want in this new booking.

O Package Holiday
[ Flight Only

[) Hotel Only

[ car Hire

[ Car Parking

[ Transfers

O Tour

O Attraction

O Rail

[ Generic

You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only" aptions.

Product Details

\ You have not yet selected any products to create a booking. Please use the menu on the left to tick the products you wish to book. j
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For this example, we are going to be loading on a Dynamic Package

with one hotel, flights and transfers.

-

Products

Please tick the products you want in this new booking.

[} package Holiday
Flight Only
Hotel Only

O Car Hire

[J Car Parking
Transfers

O Tour

[J Attraction

O Rail

[ Generic

You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel haliday, tick both the "Flight only" and "Hotel only" options.

\ Dradiict Dataile

J

The costs that you add into Vibe are the costs that you are charging
to the client and NOT how much we are being charged by the

supplier.

4 Product Details

General
Corporate Profile
Flight
Number of passengers Adults: YoungAduIts: Children: Infants:
Adult Fare: 500.00 Tax: 0.00
O DoMark-Ups
Arriving at:
Currency:
Total Charged to Customer: 0.00 GBP
Booked On: |An External Supplier ~

Booking Reference:

Hotel
Total Charged to Customer: 3000.00 |GBP
Enable Opaque Pricing
Transfer
Total Charged to Customer: 40.00 GBP

When you have completed all the relevant information on the data entry forms above, you can proceed to the booking page by clicking the "Add Product” button.

Enteran IATA code or select an option from the auto-suggest results.

If the supplier you booked with is available on this
list, we can automatically import the booking data.
If this flight was booked via a supplier in the list
above, please enter the booking locator here.

This will hide the individual costs of a flight and a hotel and will show it

J
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Once you have added in the cost select Add Product, you will be then
taken to the below screen, as this is a Dynamic Package you will need
to add in an ATOL Certificate under DP, the ATOL certificates are per
person. Add the quantity in and then select Update Additional Fees

4 )

. .
l ‘You can now add another product to this booking. Booki l'Ig Deta

To hook with more than one credit or debit card please call the above phone number.

Save this Itinerar]
5 Want to save your

e e any time.

Additional Fees * Changes are pending update

Name Type of Fee Cost Quantity Total Create a Quot

ATOL Certificates - Flight Only Per Passenger 2.50GBP 0 0.00 GBP (1]

Products: Flight

ATOL Certificates - DP Per Passenger 250GBP 2 500GBP @ Hotel Details|

Products: thr_\t This hotel booking is a

EasylJet Holidays Insurance Per Passenger 0.00GBP o] 0.00 GBP (1)

products. Details for th
has been pre-authorise
5.00 GBP Holiday Quote

. . N . This is a hotel quote on
(Warning: This will refresh the page with the new booking a Update Additional Fees submitted after bookin
fee values)

Pending Data Ent

Products:

-

You will then continue to add in the clients details including names as
per they are on their passports and take the payment.

Before taking your payment you will need to make sure that you have
selected the below for your ATOL certificate.

YERITTED
[ Securefode. by VISA The next screen you view may be part of a credit card verification process. \
ATOL Protection
ATOL Certificate Type: Single Contract Package v
None
Flight Only
Terms & Conditions Single Contract Package
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Once this is completed and you have your Vibe reference you will
then enter the details into the folder.

Always make sure that your top line is green before you make any
payments to suppliers as this means that we have the money pre
authorized from the client.

Once this line is green you are able to make your booking with the
supplier.

Travel by Inspire UK (v2)

ontent  Settings Statistics

]V Renewing lock in 10 seconds.

Booking Time TUE 10SEP2024 13:31:51 BST Customer Linz Miller
Storefront Travel by Inspire UK (v2) Email Seen None
Booking Status Pending First Travel Date nfa
Booking Total® £3,045.00 Last Travel Date FRI02JAN197000:00 UTC
Handoff Status  Pending Post-Auth Balance Remaining £3,045.00 (Due Date: 105EP2024)
/A Overdue payment!

= Q9 2o T b 2 @O ¢ a4 + & @

TaskLlist Products ContactDetails Additional Fees  Payments Actions Emails  Support Tags Notes  Attachments ATOL CurrencyRates  Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action

Task List 1

Manually completed by Lindsay Miller Show Previous Status

Start | Manual
Start | Manual

Start | Manual

Start | Manual
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Once you have made the booking with the supplier you will need to
add the details to your folder, to do this select “Products”

N
= T oMl 8 @O ¢ a4 + |

Task ist T Coptact Details ~ Additional Fees  Payments  Actions Emails  Support Tags Notes  Attachments ATOL  Currency Rates H

General Information

Storefront | Travel by Inspire UK (v2) Branch Code Corporate Profile
\ Als fie Dol Licer (Select proy

From here you will select “Submit Flight Details”
You will then be presented with the below screen.

As per the Flight Only step by step guide, when complete it should be
filled out as below.

4 N\
Product Details

You need to fill in all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Hotel

Pending data entry.

Flight

Supplier: ‘TUI (Thomsonfly) ~ |You need "Module Management" permissions to configure data entry suppliers.
ATOL Carrier: If this flight was booked via an external supplier, please enter the ATOL carrier details here,
Round Trip: {untick for one-way)

Number of Legs: 1 Outbound Leg(s)|1 Return Leg(s)

Ticketing Deadline: DDMMMYYY HHMP If time field is empty 23:59 will be taking as time with the ticketing deadline date.
Ticketed:

Outbound

Leg 1: MAI TER IBZ TER LS 123 CLAS 01JUN2025 0800 01JUN2025 1030

Baggage: Units: 1 =~ Weight: 22 Kg (Per Bag)

Return

Leg 1: IBZ TER MA| LS 456 CLAS 08JUN2025 1730  08JUN2025 200
Baggage: Same baggage as first leg

Number of Passengers
Adults: 2 YoungAdults: 0 Children: 0 Infants: O

Pricing  Advanced Pricing

Fare (exc Comm) Taxes Charged Commission Markup Total Charge
\Adult: 45000 GBP 0.00 GBP 500.00 GBP GBP 50.00 GBP 1000.00 GBP /
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You will then add the total cost of the flight into the Fare section
and mark up under Flexi Mark up, add the clients names as per their
passports and add your flight reference number. Once you have
completed this select “Submit Product Details”.

-

\_

Number of Passengers

Adults: 2 | YoungAdults: 0 = Children: 0 Infants: 0
Pricing  Advanced Pricing
Fare (exc Comm) Taxes Charged
Adult: 450.00 GBP 0.00 GBP 500.00 GBP
Youngadult: GBP GBP 0.00 GBP
Child: GBP GBP 0.00 GBP
Infant: GBP GBP 0.00 GBP
Passenger Details
Name
Adult1 Mr v Lindsay Miller
Adult 2 Mr v Christopher Miller

Airline Locator 1234567

Fare Rules

4

Commission Markup Total Charge
GBP 50.00 GBP 1000.00 GBP
GBP 0.00GBP 0.00GBP
GBP 0.00GBP 0.00GBP
GBP 0.00GBP 0.00 GBP

Total Actual Charge to Custos

Total Quoted to Custor

Date of Birth
25NOV1986

275EP1985

‘When you have completed all the relevant information on the data entry forms above, you must click the "Submit Product Details" button to save.

mer:  1000.00 GBP

mer:  0.00 GBP

Ticket Number
Ticket Number

Ticket Number

 Submit Product Detail

J

N

Once this has completed you can check your flight details under the
Products section.

-

\_

Mg &4

Hotel Flight  Transfer

E}} Flight Request (Advanced

Booked By [LM1

Price Visibility

Passengers
. & @cmmren @Infan(s
[ © MarkFlightasCancelled BookingModule [ DataEntry v]
. Round Trip ® Round Trip O O
reprice L Supplier Code [ Thomsonfly | CTL/) ound Trip %7 One way
Product Code: O";‘l‘;:ﬁg [ db5431ed-616f-11ef-981-56¢7d3c01 72|
PETSY NI B Re-Enter Data
SearchSource® | | Opaque Product | ‘
Request ID:
DeviceType @ | ‘ ATOL Operator @ | |
User Agent® | J COyKgTotal@ | ]
Qutbound Flight
D From Terminal Date Time %Perawr Carrier Codeshare Flight Num Supplier
[Man— ] | | [o1][06][2025] [os ][00] FJ.et .com ¢ | ] [123 ] [Thomsonfly ]
e To Terminal Date Time Class Cabin Fare Type Fare Basls
el ez | [ot][os][2025] [10][20] Fare | I [ I W |
Seats No pre-booked seats selected BrandName | |
Baggage AdultEnga
(connection) \ Add out leg 2 below
’ R (I auto-update is placing legs into the wrong direction, ensure
Ut iound st Pestination: this destination field is set correctly and auto-update again.) /

~

[0] Adults

@\mungAduns(u—ﬁ)@
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You will then repeat the process for the Hotel as below

t Content Setti

Booking's Passengers

Type Name Date of Birth Products
] adult Mr Lindsay Miller 1986-11-25 Elight
O adult Mr Christopher Miller 1985-09-27 Elight

LU EG RS e Note: This will not change the data for each of the selected passengers. It will only link them as being the same passenger.

M3 &9

Hotel Flight  Transfer

Hotel Request ID db5431ed-6f6f-11ef-b98f-56c7d3c0f72f View 10 Log | Original Booking

This Hotel booking is pending data entry. Please click the "Submit Details" button to provide the data for this booking.
This booking cannot be completed, or post-authed until all data has been entered.

x Money taken for this product: £3,000.00

£ Submit Hotel Details

Mark Hotel as Cancelled

(" Fiight S ’ ) )

Flight Details
Outbound
From: Manchester (MAN) To: Ibiza (IBZ) Departing: Sun, 1Jun 2025 08:00 Arriving: Sun, 1 Jun 2025 10:30
Return
From: Ibiza (IBZ) To: Manchester (MAN) Departing: Sun, 8 Jun 2025 17:30 Arriving: Sun, 8 Jun 2025 20:00

Passengers
Adult 1 Mr Lindsay Miller - 25/11/1986
Adult 2 Mr Christopher Miller - 27/09/1985
Hotel
Hotel Details
Supplier | Stuba (Stuba) hd |You need "Module Management" permissions to configure data entry suppliers.
Hotel Name Hard Rock Hotel Ibiza
Star Rating 1-5
Hotel Image
Address Address Line 1

City

County / Area

Postcode

| Spain v
Room Details
Check-in Date 01JUN2025
Check-out Date 08JUN2025
Num Rooms 1

All hotel rooms must contain at least one adult.

Number of Guests Room Type Board Basis Board Name
Room 1 2 00 Hard Rock Suite Board Name (Blank for default)

\ - y,
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You add the rate from the supplier into the Room Rate and any Mark
Up in as Mark Up as below

4 )

01JUN2025

08JUN2025

1

All hotel rooms must contain at least one adult.

Number of Guests Room Type Board Basis Board Name

2 oo Hard Rock Suite Board Name (Blank for default)
Pricing
Room 1 Fees - Fee Name Type Display As Cost Currency
Room Rate (exc. Commission) roomrate roomrate 2000.00 GBP \f’
Commission (positive amount) commission roomrate 0.00 GBP rd
Markup markup roomrate 1000.00 GBP ra
Flexi Markup fleximarkup roomrate 0.00 GBP \f’
Travel - Package Markup (Hotel) fleximarkup roomrate 0.00 GBP ra

Total Actual Charge to Customer: 3000.00 GBP
Total Quoted to Customer:  3000.00 GBP

- J

Once complete select “Submit Hotel Details”. Once this has been
completed you can check your hotel under the Products section.

( H 3 &9 )

Hotel  Flight = Transfer

Hotel Request (Advanced

Price Visibility Booked By [LM1 | Number of Rooms [1
(maximum of 3 rooms)
[T @ Mark Hotelas Cancelled Booking Module ‘ Data Entry v ‘
Is Opaque ‘ Yes
' - Supplier Code [ Stuba |
TR Tl Q Re-Price Search pp Opaque Flight ‘
.| db551536-6f6f-11ef-b98f-56c7d3c0f72
" Product Code: ESquestine
o T CLSESrch forAlternative Opaque Product
Search Source @ ‘ ‘ RequestID: ‘
DataEntry [EELGRUCIEVEIE] -
Device Type ® ‘ ‘ Occupancy Adults Children Infants
Room1 [2 | [o | [o
User Agent @ ‘ ‘

CO KgTotal® |

Booking Details - Hard Rock Hotel Ibiza

[ Edit Data Entry Hotel Information
Hotel Hard Rock Hotel Ibiza [ Change Hotel Supplier DataEntry (Stuba)

Supplier Voucher | |
URI

Hotel Address

Supplier Reference | |

Hotel Image

Voucher Reference | 1234567 |

Check-in Date

[7 |
nights (Check out on 08 06 2025)

Payable By

Num Nights

1 |

\ Number of Rooms /
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Next you will add all the details in for your Transfers.

4 )

Booking's Passengers

Type Name Date of Birth Products
a adult Mr Lindsay Miller 1986-11-25 Hotel, Flight
] adult Mr Christopher Miller 1985-09-27 Hotel. Flight

(Ul e Note: This will not change the data for each of the selected passengers. It will only link them as being the same passenger.

A 3 (&9

Hotel Flight = Transfer

Transfer Request 1D db559680-6f6f-11ef-b98f-56¢7d3c0f72f View |O Log | Original Booking

This Transfer booking is pending data entry. Please click the "Submit Details" button to provide the data for this booking.
This booking cannot be completed, or post-authed until all data has been entered.

x Money taken for this product: £40.00

£ Submit Transfer Details

ransfer as Cancelled

From here you will add in all the information for your Transfers, all of
these can be found with the supplier when making the booking.

Product Details

You need to fill in all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Transfer

Transfer Details

Transfer Type @ Return O One Way
| Holiday Taxis (Holiday Taxis) v ‘
Supplier You need "Module Management" permissions to configure
data entry suppliers.
Transfer Code TRANSFER CODE
Outbound vehicle Private Transfer
Return vehicle Private Transfer
Booking reference HT-123456
Arrival/Departure Airport 87
(IATA)
Arrival Resort Playa D'en Bossa
Arrival Flight L5123 01JUN2025 1000
Departure Flight L5456 08JUN2025 1730
Accommodation name Hard Rock Hotel
Accommeodation address Platja d'en Bossa, s/n, 07817 Ibiza, Balearic Islands, Spain

Transfer SMS Mobile Number 07777777
Extra information EXTRA INFORMATIONS
Transfer Instructions TRANSFER INSTRUCTIONS
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You will then add the cost to the Cost Section (ex Comm) and add any
Commission paid by the supplier to the Commission box, however
most transfers we do not make any commission on so you will need

to add your Mark Up into “Flexi Mark Up”.

Add the names for your clients in and select “Submit Product Details”

/ Fees

Number of fees 1
Cost (exc Comm) Commission Charged Markup Flexi Markup
Costing 1 3000 (GBP COMMI{ GBP 40.00 GBP 0.00GEP 1000 | GBP

Total Actual Charge to Customer: 40.00 GBP

Total Quoted to Customer:  40.00 GBP

Passenger Details

Number of passengers: 2 ||C I
Adult1 Mr Lindsay Miller ~ |or click here to add a new passenger
Adult2 Mr Christopher Miller v |or click here to add a new passenger
\ ‘When you have completed all the relevant information on the data entry forms above, you must click the "Submit Product Details" button to save. = Submit Product Details /

~

You can then check your Transfer details on the folder to make sure
they are all correct, by going into Products and selecting Transfers.

s Support Content Settings Statistics Travel by Inspire UK (v2)

B =z 8

Hotel = Flight = Transfer

9 Transfer Request (Advanced)

Price Visibility Booked By ‘ ™1 ‘ Number of Adults ~ Number of Children ~ Number of Infants

2 Ilo J[o
(STl o8 ® Mark Transfer as Cancelled Booking Module ‘ Data Entry v\
Data Entry Re-Enter Data Supplier Code ‘ Holiday Taxis ‘

Product Code:

Search Source ® | ]

Device Type @ ‘ ‘

User Agent @ ‘ ‘

General Information - Private Transfer - Airport to Resort

Transfer Code ‘ ‘

Booking Reference ‘ HT-123456

Reference

Trip Type ‘ Round Trip

|
Confirmation ‘ ‘
\
\

Transfer SMS Mobile ‘ 07777777
Number

Flight Information Accommodation/Resort Information

Arrival/Departure ‘ 1BZ ‘

Resort |[PlayaD'enB
Airport (IATA) Bl Pavz Den o= |

5 a Accommodation
Arrival Airport ‘ ‘ e ‘ Hard Rock Hotel ‘

\ Arrival Flight No. [L5123 ] Accommodation | Platjad'en Bossa, s/n, 07817 Ibiza. Balearic ‘
Address | Islands. Spain
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Once you are happy that all the details are correct, you will need to
post authorise your payment, you do this by going to “Task List” and
selecting Start on the Grey Post Auth line.

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next task in its task Iist If the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

Manually completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller

Data entry completed by Lindsay Miller

Data entry completed by Lindsay Miller

- J

Your booking is now complete.

END
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Flight Only

Log in to Vibe and select Book > External Product

General Bookings Support Content Settings Statistics
L Call our call centre team on 0161 440 6620 for 3rd party deals including free child places, |
Open Jaw

Hotel Zoho Ticketing You are not logged in as an affiliate

Flight & Hotel
Car Hire . . .
Inspire Magazine Holidays T
Car Parking
Transfers

Insurance

Rail

=

Flight + Hotel Car Hire

Attraction

, al Product

Once you have selected External Products you will be taken to the
below screen.

Zoho Ticketing You are not logged in as an affiliate Speak to a travel expert on: 0161 440 6620

. .

‘.MP‘&Q Inspire Magazine Holidays TravelCard Manage Booking Ab

Products
Please tick the products you want in this new booking.

(] Package Holiday
(] Flight Only

(] Hotel Only

O Car Hire

O car Parking

O Transfers

O Tour

O Attraction

O Rail

(] Generic

‘You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only" options.

Product Details

\ L ot caloctod ucic b i baald I+1) b tholoftioticloth, ot ichiobogl /
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For this example, select the Flight Only option and add in the amount

that you are charging the client.

( Please tick the products you want in this new booking.

[ Package Holiday
Flight Only

] Hotel Only

O Car Hire

O Car Parking

O Transfers

O Tour

O Attraction

O Rail

[ Generic

‘You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only" options.

Product Details

General
Corporate Profile
Flight
Number of passengers Adults:
Adult Fare: 400.00 Tax: 0.00
Do Mark-Ups
Arriving at: Enter an IATA code or select an option from the auto-suggest results.
Class:
Currency:
. - If the supplier you booked with is available on this
Booked On: ‘ An External Supplier hd list, we can automatically import the booking data.
. . If this flight was booked via a supplier in the list
Booking Reference: above, please enter the booking locator here.
\ ‘When you have completed all the relevant information on the data entry forms above, you can proceed to the booking page by clicking the "Add Product" button. /

Once you have added in the cost select Add Product, you will be then
taken to the below screen, on a flight only you do not need to add in

an ATOL fee.

-

-
l ‘You can now add another product to this booking.

To book with more than one credit or debit card please call the above phone number.

Additional Fees + Changes confirmed
Name Type of Fee Cost Quantity Total
ATOL Certificates - Flight Only Per Passenger 2.50GBP 0 0.00 GBP (]
Products: Flight
ATOL Certificates - DP Per Passenger 250GBP 0 0.00 GBP (1]
Products: Flight
EasyJet Holidays Insurance Per Passenger 0.00GBP 0 0.00 GBP @
Products:

0.00 GBP

(Warning: This will refresh the page with the new booking
fee values)

~

Booking Details

Save this Itinerary

E Want to save your basket for later? Creaty
any time.

Flight Details

This flight booking is a shell purely for quoting]
products. Details for this booking will need to
has been pre-authorised.

Flight Quote

This is a flight quote only. All data regarding thy
submitted after booking.

Pending Data Entry
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You will then continue to add in the clients details and take the
payment.

Once this is completed and you have your Vibe reference you will
then enter the details into the folder as below.

Always make sure that your top line is green before you make any
payments to suppliers as this means that we have the money pre
authorized from the client. Once this line is green you are able to
make your booking with the supplier.

t Content Settings Statistics

You currently have the lock on this payment attempt until 12:3%:09 (41 seconds).
Renewing lock in 7 seconds.

Booking Time TUE 10SEP2024 11:5%:56 BST Customer  Linz Miller
Storefront Travel by Inspire UK (v2) Email Seen None
Booking Status Pending First Travel Date n/a
Booking Total ® £479.00 Last Travel Date n/a
Handoff Status Pending Post-Auth Balance Remaining £479.00 (Due Date: 10SEP2024)
/\ Overdue payment!

= 9 o T MMl o0 ¢ a9 + &£ @

TaskList Products ContactDetails Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL  Currency Rates Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

Manually completed by Lindsay Miller Show Previous Status

Start | Manual

Start | Manual
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Once you have made the booking with the supplier you will need to
add the details to your folder, to do this select “Products”

Travel by Inspire UK (v2)

t Content Settings Statistics

You currently have the lock on this payment attempt until 12:40:19 (41 seconds).
Renewing lock in 7 seconds.

Booking Time TUE 10SEP2024 11:5%9:56 BST Customer Linz Miller
Storefront Travel by Inspire UK (v2) Email Seen None
Booking Status Pending First Travel Date n/a
Booking Total @ £479.00 Last Travel Date n/a

Pending Post-Auth Balance Remaining £479.00 (Due Date: 10SEP2024)
/A Overdue payment!

T " 8 @O ¢ a + & @

Products ContgtDetails Additional Fees Payments Actions Emails Support Tags Notes  Attachments ATOL CurrencyRates Handoff  Referrers

General Information

Storefront | Travel by Inspire UK (v2) Branch Code | | Corporate Profile
Alternative Booking ‘ ‘ User (Select profile userV | SElE
Ref.

e

Flight

Flight Request ID 1c098a2f-6f63-11ef-b98f-56c7d3c0f72f View 10 Log

This Flight booking is pendi

This booking cannot be completed, or post-authed until all data has been entered.

From here you will select “Submit Flight Details”

ﬁask List Products ContactDetails Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL  Currency Rates Handoff  Referrers \

Booking Details

General Information

Storefront ‘ Travel by Inspire UK (v2) Branch Code ‘ ‘ Corporate Profile
Alternative Booking ‘ ‘ User (Select profile userv [ LIS
Ref.

L

Flight
Flight Request 1D 1c098a2f-6f63-11ef-b98f-56c7d3c0f72f View IO Log

pending data entry. Please click the "Submit Details" button to provide the data for this booking.
Thic ooking cannof be.. "mpleted, or post-authed until all data has been entered.

x Aoney taken for this produc. : £47%.00

£ Submit Flight Details

Mark I “ght as Cancelled

Search Fliaht + Hotel | Search Hotels | Search Fliahts | Search Car Hire
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You will then be presented with the below screen, the areas

highlighted in Yellow are the only ones you need to add information
to.

4 )

Product Details

You need tofillin all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Flight

Supplier: ‘ v |You need "Module Management" permissions to configure data entry suppliers.
ATOL Carrier: If this flight was booked via an external supplier, please enter the ATOL carrier details here.

Round Trip: (untick for cne-way)

Number of Legs: 1 Outhound Leg(s) 1 Return Leg(s)

Ticketing Deadline: DDMMMYYY HHMP If time field is empty 23:5% will be taking as time with the ticketing deadline date

Ticketed:

Outbound

Leg1: Froi | Terr, To | Terr| Carri FlightNur Class DDMMMYYY HHMPFN DDMMMYYY HHMbD

Baggage: Units: 0 = Weight: 25  Kg (Per Bag)

Return

Leg1: Frot Terr| To | Terr Carri FlightNur Class DDMMMYYY HHMFM DDMMMYYY HHMRM
Baggage: Same baggage as first leg

Number of Passengers
Adults: 1 YoungAdults: O | Children: 0 Infants: O

Pricing

\_ J

Once you have added all your flight information it should look like
this.

Product Details

You need to fillin all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Flight

Supplier: |TUI (Thomsonfly) +~ |You need "Module Management" permissions to configure data entry suppliers.
ATOL Carrier: If this flight was booked via an external supplier, please enter the ATOL carrier details here.

Round Trip: (untick for one-way)

Number of Legs: 1 OutboundLleg(s) 1 Return Leg(s)

Ticketing Deadline: DDMMMYYY HHMP If time field is empty 23:59 will be taking as time with the ticketing deadline date.

Ticketed:
Qutbound

leg1: MAI| TER| | PMI | TER TOM 123 CLAS 01JUN2025 0800  O01JUN2025 1030
Baggage: Units: 1 =~ Weight: 20 | Kg(Per Bag)

Return

legL: PMI TER| | MA| TER TOM 456 CLAS 08JUN2025 1730 08JUN2025 2000
Baggage: Same baggage as first leg

Number of Passengers
Adults: 2 | YoungAdults: 0 Children: 0 Infants: O

Pricing

- J
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You will then add the total cost of the flight into the Fare section
and mark up under Flexi Mark up, add the clients names as per their
passports and add your flight reference number. Once you have
completed this select “Submit Product Details”

you the correct amounts.

& AdultFees - Fee Name

Fare

Tax

Flexi Markup

TBI Flight Markup (not Easyjet)

Travel - up to 600 Markup (not Easyjet)
Staff Loss

System Error

Passenger Details

Name

Adult1 Lindsay

Adult2 Christopher

Airline Locator 1234567

Fare Rules

Miller
Miller

Type

fare

tax
fleximarkup
fleximarkup
fleximarkup
discount
discount

7

Display
fare
tax
fare
fare
fare
fare
fare

Total Actual Charge to Customer: 479.00 GBP

Total Quoted to Customer: 479.00 GBP

As

Cost

200.00
0.00
39.50
0.00
0.00
0.00
0.00

& per Adult Total: 239.50 GBP

Date of Birth
25N0OV1986

27SEP1985

‘When you have completed all the relevant information on the data entry forms above, you must click the "Submit Product Details" button to save.

/\nurder to specify a commission amount by percentage you must edit and save the Fare and Tax fee using the wrench icon below. Then when editing the commission fee and choosing to enter a percentage it will shoh

Currency

GBP
GBP
GBP
GBP
GBP
GBP
GBP

Ticket Number
Ticket Number

Ticket Number

THEHREHSS

" 'Submit Product Details

Once this has completed you can check your flight details under

Products.

(5

Flight

B‘,)D Flight Request (Advanced

Price Visibility
for L =l ® Mark Flight as Cancelled

Booked By [LM1

Booking Module | Data Entry

Passengers

[o] Aduits

[o]

Young Adults (12-15)®

[o]chitdren [o] Infants

Reprice Supplier Code |Thumsonﬂy ‘ Round Trip @ Round Trip © Oneway
BT Product Code: 0“;1:3.::‘,3 ‘ |
Search Source ® | | Opaqueproduct | |
Request ID:
DeviceType ® | | ATOL Operator @ | |
User Agent® | | CO,KgTotal @ | |
Outbound Flight
Depart From Terminal Date Time Operator Carrier Codeshare Flight Num Supplier
— U fon ]| f ccomm— e r—
- To Terminal Date Time Class Cabin Fare Type Fare Basis
e ] Fere | | N N |
\ Seats No pre-booked seats selected I == /
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Once you are happy that all the details are correct, you will need to
post authorise your payment, you do this by going to “Task List” and
selecting Start on the Grey Post Auth line.

= & = T == W O & L) g = ™
-jst Products  Contact Details ~ Additional Fees ~ Payments Actions Emails  Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action

Task List 1

Manually completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller

Start | Manual

. J

Once selected your folder will look like this and confirmation will be
sent to your client

( | ' )

Booking Time TUE 10SEP2024 11:59:56 BST Customer Linz Miller
Storefront Travel by Inspire UK (v2) Email Seen None
Booking Status _ First Travel Date SUNQ1JUN202508:00 UTC
Booking Total® £479.00 Last Travel Date SUN08JUN2025 20:00 UTC
Handoff Status  Manually Skipped Balance Remaining £0.00

= @ & ®E m LhhBEB oo e a + &L e

Tasklist Products ContactDetails Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

Manually completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller

Manually completed by Lindsay Miller Show Previous Status
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Cruise and Generic product

For this example, we are going to be loading a Generic Product on,
this could be anything from an Attraction, a Cruise, a Multi Centre
Package Holiday with multiple hotels, a Tour and add in the amount

that you are charging the client.

4 Products

Please tick the products you want in this new booking,

[ Package Holiday
[ Flight Only

O Hotel Only

O Car Hire

O Car Parking

O Transfers

O Tour

O Attraction

O Rail

Generic

You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only” options.

Product Details

. . . :

General
Corporate Profile
Generic
Total Charged to Customer: 4000.00 GBP
Product is an Additional Payment: (0 Additional Payment If this box is ticked, the external product will require no data entry as part of the payment process.
This feature should be used if you're only taking a payment from a customer and do not require baoking
details to be added against this Generic product.
Description: If this is an additional payment, the description field should be filled now, otherwise it can optionally be left
until the data entry screen.
Note: The data entry screen will have a large text entry section where you can place full details of this
product.
‘When you have completed all the relevant information on the data entry forms above, you can proceed to the booking page by clicking the "Add Product” button. + Add Product

~

J

Once you have added in the cost select Add Product, you will be then

taken to the below screen.

4 L

Booking Details

o fou can now add another product to this booking.

To book with more than one credit or debit card please call the above phone number. Save this Itinerary
5 Want to save your basket for later? Create a quote and retrieve it at
Additional Fees  Changes confirmed any time.
Name Type of Fee Cost Quantity Total Create a Quote
ATOL Certificates - Flight Only PerPassenger  250GBP o 000GBP
Products: Flight
ATOL Certificates - DP PerPassenger  250GBP o 000GBP  ©

e Generic Details

EasyJet Holidays Insurance PerPassenger  0.00GBP 0 000GBP  © This generic booking is a shell purely for quoting externally booked
Products: products. Details for this booking will need to be provided after payment
has been pre-authorised.

Generic Quote

Thisis a generic quote only. All data regarding this product must be
submitted after booking.

Pending Data Enf £4,000.00

(Warning: This will refresh the page with the new booking
fee values)

Contact Details

Email Address * Company Name Debit/Credit Card Fee: £0.00
Total: £4,000.00
Phone Number * Address Line1*
\ Vouchers

W Inspire Magazine Holidays TravelCard Manage Booking AboutUs Contact Us

~N
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You will then continue to add in the clients details and take the
payment.

Once this is completed and you have your Vibe reference you will
then enter the details into the folder as below.

Always make sure that your top line is green before you make any
payments to suppliers as this means that we have the money pre
authorized from the client. Once this line is green you are able to
make your booking with the supplier.

/" Booking Reference KH70QAQB N\

View Action Logs | Payment Attempt ID 3be830b7-678-11ef-b98f-56c7d3c0f72f

You currently have the lock on this payment attempt until 14:32:01 (41 seconds).
Renewing lock in 7 seconds.

Booking Time TUE 10SEP2024 14:26:06 BST Customer Lindsay Miller
Storefront Travel by Inspire UK (v2) Email Seen None
Booking Status Pending First Travel Date n/a
Booking Total @ £4,000.00 Last Travel Date n/a
Handoff Status Pending Post-Auth Balance Remaining  £4,000.00 (Due Date: 10SEP2024)
A\ Overdue payment!

= 9 2 T OBy 8 o0 ¢ a9 + &£ @

TaskList Products ContactDetails Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL  Currency Rates Handoff  Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth

Booking Task List

The system will automatically process the next task inits task list if the previous task was successful. [t will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

Manually completed by Lindsay Miller

Once you have made the booking with the supplier you will need to
add the details to your folder, to do this select “Products”
N\

z@"\% T oM 2 O M ¢ a8 = & @

kLlist = Products ContfctDetails Additional Fees Payments Actions Emails Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers

Bo¥ing Details

General Information
e i L) | 2 b Cad |_Corporate Profile
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From here you will select “Submit Generic Details”

-

.

= Y9 ¢ T ¥y =5 @ © @

@

e = L @

Tasklist | Products ContactDetails Additional Fees Payments Actions Emails Support Tags Notes Attachments ATOL CurrencyRates Handoff Referrers

Booking Details

General Information

Storefront | Travel by Inspire UK (v2) Branch Code |

Alternative Booking I
Ref.

o |
Mt
Generic

Generic Request ID efc2abe2-6f77-11ef-b98f-56¢7d3c0f7 2f View 1O Log

This Generic booking is pending data entry. Please click the "Submit Details* button to provide the data for this booking.
This booking cannot be completed, or post-authed until all data has been entered.

X Money taken for this product: £4,000.00

¢ Submit Generic Details

Mark Generic as Cancelled

| Corporate Profile

] User (Select profile userv | 21/

J

You will then be presented with the below screen, from here you will
be able to free type your details in the highlighted box, you can copy
and paste from your invoice or free type.

For this example we have used a cruise but you can add anything to
Generic as detailed as above

-

Product Details

You need tofillin all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Generic Product

Product Details

Supplier v You need "Module
Description DESCRIPTION
Details
/
Location:
Start Date/Time DDMMMYYY| HHMM
End Date/Time DDMMMYYY| HHMM
Booking reference BOOKING REFERENCE

Passenger Details

Last Name

Number of passengers 100
Adult1 Mr v FirstName
Cost Details
Fare (exc Comm) Taxes Charged Commission
Pricing Fare  |GBP Taxes  GBP 400000 GBP Commiss GBP
Total Actual Charge to Customer: 4000.00 GBP
Total Quoted to Customer:  4000.00 GBP.
Whenyou allthe relevant i you must click the "Submit Product Details" button to save.

ta entry suppliers.

Markup Flexi Markup
4000.00GBP Cost | GBP

* Submit Product Details
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Once you have added all the information it should look like this.

-

Generic Product
Product Details

Supplier
Description

Details

Location:
Start Date/Time
End Date/Time

Booking reference
Passenger Details

Number of passengers

\_

Adult 1
Adult 2
Cost Details
Fare (exc Comm)
Pricing Fare GBP

Product Details

You need to fill in all the product details on this page. Once completed, you'll be taken back to the booking administration page.

| Royal Caribbean (Royal Caribbean)

‘Western Caribbean and Perfect Day Cruise

Cruise Itinerary: -
28 JAN ORLANDO (PORT CANAVERAL), FL

29 JAN PERFECT DAY COCOQCAY, BAHAMA

30 JAN CRUISING

31 JAN COZUMEL. MEXICO

01 FEB ROATAN, HONDURAS

02 FEB PUERTO COSTA MAYA, MEXICO -
03 FEB CRUISING

Port Canaveral Cruise Ter

2B8JAN2025 0800

v | You need "Module Management” permissions to configure data entry suppliers.

04FEB2025 0800
1009201
First Name Last Name
First Name Last Name
Taxes Charged Commission
Taxes GBP 4000.00 GBP Commiss GBP

Total Actual Charge to Customer: 4000.00 GBP

Total Quoted to Customer: 4000.00 GBP

Markup Flexi Markup
4000.00 GBP Cost

GBP

You will then add your clients' names and the cost as below.

-

Passenger Details

Number of passengers

Adult 1 Lindsay
Adult 2 Christopher
Cost Details
Fare (exc Comm) Taxes Charged
Pricing 3000.00 GBP Taxes GBP 4000.00 GBEP

Total Actual Charge to Customer: 4000.00 GBP

Total Quoted to Customer:  4000.00 GBP

Miller

Miller

Commission
300.00 GBP

When you have completed all the relevant information on the data entry forms above, you must click the "Submit Product Details" button to save.

Markup Flexi Markup
0.00GBP 700.00 GBP

ez
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Once this has completed select Submit Generic Details you can now

check your details under Products

,

.: Generic Request (Advanced

Price Visibility Booked By | LM1 ]

Booking Module | Data Entry v]

[T & Mark Genericas Cancelled

Data Entry Re-Enter Data Supplier Code ‘ Royal Caribbean ‘

Product Code: CRUIS

Search Source @ |

Device Type ® | ]

User Agent® | |

Description Western Caribbean and Perfect Day Cruise ‘

Cruise Itinerary:

28 JAN ORLANDO (PORT CANAVERAL), FL
29 JAN PERFECT DAY COCOCAY, BAHAMA
30 JAN CRUISING

31 JAN COZUMEL, MEXICO

01FEB ROATAN, HONDURAS

02 FEB PUERTO COSTA MAYA, MEXICO

.

Detall 03 FEB CRUISING

04 FEB ORLANDO (PORT CANAVERAL), FL

Wonder of the Seas

7 Nights

Guaranteed Cabin

Dining Time 1945
Location: Port Canaveral Cruise Terminal
Start Date [28 J[o1 |[2025 ] [oz [ 00
End Date [o4 J[02 |[2025 ] [os [ 00
Booking Reference [1009201 |

J

Once you are happy that all the details are correct, you will need to
post-authorise your payment, you do this by going to “Task List” and

selecting Start on the Grey Post-Auth line.

Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration
Task List 1

Manually completed by Lindsay Miller

Data entry completed by Lindsay Miller

Start | Manual
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Once selected your folder will look like this and confirmation will be

sent to your client

= @ & T @ LM OO e o + & @

TaskList Products ContactDetails Additional Fees Payments Actions Emails  Support Tags Notes  Attachments ATOL  Currency Rates Handoff  Referrers

Booking Stages

Hold Booking Pre-Auth Fraud Check Complete Booking Post Auth
Booking Task List

The system will automatically process the next task in its task list if the previous task was successful. It will not start tasks in other task lists.

Task Status Start Time End Time Duration Action
Task List 1

Manually completed by Lindsay Miller Show Previous Status

Data entry completed by Lindsay Miller

Manually completed by Lindsay Miller Show Previous Status

END
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Package Holidays

Below is a step-by-step guide to follow when loading a booking made
with an external supplier.

—

Welcome, Lindsay Miller
: Stafl Mews
3 TE sty Tede

=

J

Load on to the correct storefront, from here select Book and then
External Product in the drop-down box.

You will then be taken to the below screen, from here you will select
your products, once you have done this please add how much you are

charging the client in the box.

4 inapise _ “ N

Products
et L 0 0 RS W R by e g

..........

S ———
Product Details
Package Holiday
R ——
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Once you have done this please select Add Product.

When booking a Package Holiday, you do not need to add an ATOL
fee as this is provided by the supplier. For the contact details you add
in all the clients’ details in all the sections.

If you would like to proof your data before sending to your client, add
your Inspire email address first so that you can proof the details and
then resend after booking.

e
1 o el e st i i Booking Details

Additional Fees o Dhanges conhrred Bave This ftinerary
[ Typa ol Fex [y Chasioy Toskald '*F:WHAUW“M_F'G#E!MFU'F‘"H"
AN Ciortiaates - Flaght iy PesPsenger  TAOGIS [ aGE @ —
S 1 ==
AN Cotilaten - DF L —T B amGE @
Prsatata Fight
Farep o Hatckryn Imrarce o Psarger QOOGRE B aGE @ Holiday Detalls
[Totr ol g Dy L g i el g by B i g o ey vy e I
e oadkaci s, et For s, Excanicing vodll s B bkt o i S5y
Fibdsrwarg; i wsill s the e wanh et v g sl b b, [ 8- g P
few o Holiday Guate
hinin 2 holaiey Quobe cnily A
tatared bured sy -:--,-
Contact Details Prsding Data Entry £1.900:00
Ervud Bkfress Aafdiress Line 1°
. = J

Once you have completed the details, you will then select Continue
to Deposit.

Contact Detalis Panding Do Eatry I N\
[Ermall Blieusi * Eaiieeni v 1°
[SERE SR LR ST ST i Pk Lew
Tt o L300
Phicrs Kumbar " Al wn Lirsk T
GIs1STRIETS
[ — City* Vouchers
irachiey Pl Snaipn P 3 o o, iphariar @Sy i b 50 ety e e,
i
Pt cude
e i
ity *
et red Warpideam, L
R el o har sbaest u”
i bl L) W
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After selecting this option, you will then add in the amount of deposit
the client is paying. In this instance this will be the deposit that the

operator are charging us.

/ Special Requirements L] \
Deposit Vouchers
B gy, e iy g 0 sty chepuecd sl vy ] e Bl bl e Lk s bt dor mne el iy e e
® Pay Dapoult Aemoumt Pary Full A _
Py s 000 P Full Pyt Ao L3000
Pslielae  EROO0  GEPO
oo I i v Belore v
i 15V Feb ¥ BV
Prstee &
Elmrat (1l e
Trum g, Sel Sl s thii srourt
o

This will then take you to the option to add in deposits, as a general
rule we do ask that all balances are paid 14 weeks prior to departure

and 16 weeks for cruise deposits.

Once you have actioned the deposit and you are happy with the

amounts, please select Continue to Payment Details, from here you

will be given a range of payment options.

If you select Credit/Debit Card you will see the below, here you will

add in the clients’ card details.

4 Payment Details Er3 )
Multipe Card Payments
I o winh 0 ek rultple Cnd pawnonts, plsss snder the coaiomes detal in Shis form. The St oust oo
vl vy it [ et DL ik vyl i o T S b e, e ol s D e v
o o B g, OO cosboimui i b i usymaint ey kbertan frors s o oo,
Magnbes of Payeenn. Eoansl puryrrst. D100 i
Mo el daticiewny
Ranatry W rchuy millergerrakyioapere I 5500
Expctid Tolsl £L080
® Py b Card P g s et Woar Trowd el
Card Payrent
Plgass pelect your peetered Payreant method
W Lol Db Candl [ Teavall Acdming 118
Dirtsyec Pyt (P By ik
o Trawesd Ll
Peswsar (i v vOur Clveend £l i rewisterec] o & e ey ey
il T * nhn0] i i Ty
Tl Mt *
ki I Pack li
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Add the clients' card details as below.

K voua Teaved L \
Ve i hard i v seherant Laed i gt ad e i S el s il
Card T * s [k e ———
AL ISR EE S
Pt o L~ | rwrory e
gy Dt ™ lani0l] W 2003V
ot 180 EEE
el ad H
# B T Th sl -y s iyl i sl Bl Gl e s
ATOL Protection
AP Cowtitaste Typse o -
\ Termd & Conditions aens amplins Dagemars fur s j

Once you have added these details, then select Continue to Terms

and Conditions.Once you have inputted the correct details then

please select Continue to Terms and Conditions.

As we are loading in a Package Holiday on these instructions, we do
not need to select the ATOL Certificate Type as this is being actioned

by the supplier.

Once you have run through both Inspire's and supplier terms and
conditions select Pay Now - Make sure that the amount to take from

the client is the correct amount in the highlighted box.

Terms & Conditions

e iy e gy

Adrministration Optio
i Tk g it i bt )

W T i I T e A T R,

o airy s i el g ey o Beomsirng. Tl racet s il by agopopir e vt oF Ll

\ AiLig h b o

=
="
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Once you have pressed Pay Now you will be taken to this screen,

this is your Order Acknowledgement page and gives you your Vibe
Reference.

You can now add all your details to the booking by selecting “booking
administration” as highlighted below.

LT ol e T A Y

- J

After you have selected the above link you will be taken to the folder,
once you open the folder the first line should always show as GREEN
if paying by a Credit or Debit Card, as this will mean that the we have

pre authorised the payment and have the funds held to make the
booking with the supplier.

( &J vy s WS R e e LELE L T TPt \

kg Time: That) | SAIRITOA Tdida GarT Gt | sy e
Sarrbme e - by [
L | it Tl Gt 5
Byl ® dlw0O00 0 umTesDee e
HaPckor Mt Poalegd Binl &l Bhsaracs Rasmamarng 1730000 T Dt 190 BRI

I 0% T (W) G 1 (S 7 S P I (Y e )

Ecirag Spe

[T Fip P stk [ Pt by

e e A S e e

Erinpinirng Tirsn L
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Now that we have the funds from the supplier we can now make the

booking with the supplier.

For Jet2Holidays bookings

if we are using Jet2Holidays, please see the instructionsfor the
downloader tool in the next section of the manual.

For other suppliers

If loading any other Supplier, select Products and then Submit Holiday

details.
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Once you have selected Submit Holiday Details, you will be taken
to the following screen, from here you will only need to submit
information in the boxes that have been completed below.
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In the pricing, your FARE is the nett price that the supplier is charging

you, the commission is how much they are paying to us. If you are

adding any additional mark up, this will then add the difference to the

folder as below.
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Once you are happy with the cost you will add the reference to the
Confirmation ID as highlighted above and the select Submit Product
Details. Once you have submitted the details the task list will now

look like this:
[ Bogking Time THU 13 DBZ024 1achi]] G Cantomes  |incssy Mlles \
Skarefront  Irmare  idreesiken il Seen More
Borshuireg Status  Pradirgg First Toamosl Dt SAT 01 AUNTOM OO0 UTC
mqmq: E1Iu00 st Tewsl Dt FR1 7 P00 08000 UTIC
Handoff Status  Pending Post Auth Balnce Remaining £ 1.730 00 (Dus Date: 15FEB2004]
i O s papyrren !
i — -
= @ & W cen 0P ¢ a4 + & @
Tmkllt | Prodxcts  Costsct Detsln  AddSionaiFees Payment:  Actions (malh  Support  Tap Nobes  ABischmersn  ATOL  Commencylistes  Basdiol  Aeferers
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From here you will select START to complete the payment.

Once you have pressed this the booking will be completed and all of

the task list will be GREEN.

This will be the same if you use the option of Credit or Debit Card.

Your booking is now complete.

If you have any additional notes that you would like the

Administration Team to be aware of, add them in booking notes.

These do not display to the client.

Booking Reference KBDBI785
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If you are adding a discount to your booking, refer to the 'How to Add

a Discount' section later in this manual.
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Once your booking has been completed you can view and send your

confirmations.
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Your confirmation will look similar to the below. Your booking is now

complete and you can now move on to the next one.

-

Thank you for booking
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Jet2 and Hoseasons Downloader

If you have made a booking on the Jet2 or the Hoseasons website,
your next step is to open Neo, you can find this under Inspire Links in

your browser.

(>G(G

L3 Inspirelinks [ Spreadsheets @ Inspire Call Monitori..  # INTERNAL - Refund...

<Y Advantage Travel Partnership
@ Bright HR
@ Enett

O Hyve

@ Mimecast Portal

€ Neo

O outlook web

Q. search Google or type a URL $
@ secureTrading
3 sharePoint Sites

@ Trainin g Hub

@ Traveltraction CRM Web Store Add shorteut
ik

Once you have opened Neo you will see screen below. Select

TRAVEL and then the relevant Downloader Tool. For this example we

use Jet2Holidays, although they both work the same way.

FINANCE LOYALTY OFFICE TOOLS TRAVEL USERS

Hoseasons Download

. . @ @ Jeu Dowrload

Dur Values Integrity Nurture Supportive

he principles and priorities We know and do what is  We nurture our employee  We provide encouragement

at guide our actions. right. We lead by example and customer relationships  and embrace an attitude of
and communicate openly and through valuing ouremployee acceptance, genuineness and
honestly. and customer experiences, empathy.

s

O © &
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You will then be presented with the below screen, add the details that
it is requesting then select DOWNLOAD.

- J

Once you have Pressed Download you will be presented with the
below screen, add the information and select SUBMIT, once you have
done this you will have a green box that says Success as below.

. .
W HELP FINANCE LOYALTY OFFICE TOOLS TRAVEL

Jet2 Booking Download

Enter the booking details below to download the booking.

Success The booking has been successfully downloaded.

Booking Reference

14572905/524H

Lead Passenger Surname

willis

Lead Passenger Date of Birth

22 ~ October > 1981 ~

DOWNLOAD START AGAIN
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Now you will go back to your Vibe Folder. Here you will go to

Products and then down to Holiday (for Hoseasons it will be loaded
as Hotel) You will then select Submit Holiday Details.

") &

Products

ntact Details

B b8 @O0 ¢ a

Additional Fees

Payments  Actions  Emails

Support  Tags  Notes

Aftachments  ATOL

Currency Rates

& @

Handoff  Referrers

Booking Def

General Information

Storefront [ Travel by Inspire UK (v2)

BranchCode [

Booking's Passengers
Type

| Corporate Profile

User

e B

Name Date of Birth Products
adult Lindsay Miller 1986-11-25 Holiday
adult Chris Miller 1985-09-27 Holiday,

wfD 599ab1a5-d23a-11ee-badf-56c7d3c0f72f View |0 Log | Added to booking at FRI 23FEB2024 10:58:45 GMT

This Holiday booking is pending data entry. Pleasa click the "Submit Details” button to provide the data for this booking.
This booking cannot be completed, or post-authed until all data has been entered.

x Money+ .«<&n for thisp, ~duct: £1,234.00

£ St bmit Holiday Detz Is

.

~

J

This will take you to the next screen, from here add your Jet2Holidays
or Hoseasons reference to the box that says Reference as highlighted

below.

Zoho Ticketing Barclays Login Youare not logged in as an affiliate

Speak to a travel expert on: 0161 440 6620

Inspire Magazine

Prod

You need toffll in all the product details onfhis page. Once completed, you'll be taken back to the booking administration page.

Reference: you have any stored requests loaded, you can enter a reference or passenger name to pull in the stored data.
Packa

Supplier: 4

~|You need “Module Management” permissions to configure data entry suppliers.

ATOL Carrier: If this flight was booked via an external supplier, please enter the ATOL carrier details here.
Package Inclusion Text:

(optional)

Number of Legs: 1 OutboundLlez(s) 1 ReturnlLes(s)

Quthound Flight

Les1: Frot Terr | To | Terr Carri FlightNun| Class | DDMMMYY* HHM! DDMMMYYY HHMM
Baggsge:  Units: 0 Weight: 25 Kg(PerBag)

\ Returp Elight

Holidays TravelCard Manage Booking AboutUs (]

@ Cot
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After adding the reference number from Jet2Holidays or Hoseasons
you will see your customer's name as an option to select.

4 . I
Product Details

You need to fill in all the product details on this page. Once completed, you'll be taken back to the booking administration page.

Reference: Jet2_Holidays_14527213/524h If you have any stored requests loaded, you can el
Stored 23rd Feb 2024
pa Cka g Lead Passenger: Amanda Frecker
Supplier: " + | You need "Module Managd
ATOL Carrier: If this flight was booked via an external supplier, please enter the ATOL carrier detail
\ Package Inclusion Text:

On selecting the reference all the information will auto-fill.

f You need to fill in all the product details on this page. Once completed, you'll be taken back to the booking administration page. \
Reference: Jet2_Holiday: Ifyou have any stored requests loaded, you can enter a reference or passenger name to pull in the stored data.
Package Holiday
Supplier: ‘ Jet2 Holidays (Jet2 Holidays) | You need "Module Management"” permissions to configure data entry suppliers.
ATOL Carrier: If this light was beoked via an external supplier, please enter the ATOL carrier details here.
Fac_kage Inclusion Text: (1) Free Child Place -
(optional)
Your Booked Seats Are: ~
4
Number of Legs: 1 OutboundLeg(s)|1 |Return Leg(s)
Outbound Flight
Leg1: LBA PMI LS 257 25SEP2024 0700 25SEP2024 1045

Baggage:r  Unitss 1 Weight: 22 Kg(PerBag)

Return Flight

Leg1: PMI LBA Ls 258 020CT2024 1140 020CT2024 1330
Baggage: [ Same baggageasfirstleg Units: 1 =~ Welght: 22 Kg(Per Bag)

Accommedation Details

Hotel Name VIVAEden Lago

Star Rating 4
Alcudia ]
Majorca

Address

Cancellation Policy:

Room Details

\ Check-in Date 25SEP2024 j
Checlgut Date 020CT2024

If you have added a markup, this will automatically add in below.

e () Per Passenger
s @ PerProduct

Fare Taxes Charged Commission
Holiday 1290.85 GBP GBP 1508 GEP 21715 GBP
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If you have added in a discount, then please follow the step-by-step
guide to add on a discount.

How to add a Discount

To add a discount, select additional fees and then Add Booking Fee.

(= : ~
= Q" 9 B o8 00 ¢ a4 + & @
TaskList Products ContactDetails = Additional Fees  Payments  Actions Emails  Support Tags Notes  Attachments ATOL  CurrencyRates  Handoff  Referrers
Booking Fees
Item Cost of Sale Sale Value Quantity Total Cost Product Code Reason Code
There are no booking fees.
Booking Fee Total Cost: 0.00 GBP ® Add Booking Fee

Once you have selected add booking fee, please fill in all the
information as below and select SAVE

Adding Fee

Name: Cost of Sale:
Discount

Sale Value: Quantity: Total Cost:
-100.00 x 1 = -100.00

Product Code: Supplier Code: Reason Code:
DISCO|

Close without saving

Only the boxes in this example need to be filled in.

Once you have added the DISCOUNT and have saved it, REFRESH
your screen and it will update the costs.

This is the only area that Discounts should be added.
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Adding External Product to an existing booking

To add a product to a booking, you will firstly need to open the folder
you wish to add the product too. Once you are in the file select
Actions.

[ Booking Time THU 15FEB2024 16:56:11 GMT Customer Lindsay Miller \
Storefront Inspire - Homeworkers Email Seen None
Booking Status _ First Travel Date SAT 01JUN2024 08:00 UTC
Booking Total ® £1,353.00 Last Travel Date FRI07JUN2024 08:00 UTC

Handoff Status  Sent Balance Remaining £1,253.00 (Due Date: 15FEB2024)

/A Overdue payment!

= ®@ & ¥ "N =HEgeoeoMr ¢ a = & @

TaskList Products ContactDetails Additional Fees yments  Actions  Emailsyl Support Tags Notes  Attachments ATOL Currency Rates Handoff Referrers
Booking Stages
\ Hold Bogkine Pre-Auth Eraud Check Camplete Boaking Post Auth /

Select Add a Product to this Booking.

@ & E oMy 2 o0 ¢ @ + & @ )

TaskList Products ContactDetails Additional Fees Payments Actions Emails Support Tags Notes Aftachments ATOL CurrencyRates Handoff Referrers

Booking Actions

Mark as Cancelled This is a live booking. However, you can mark this booking as cancelled by clicking the following button. The booking will still exist in the same state and will ® Mark as Cancelled
be available via the booking reference or on the list all bookings page.

Marking this booking as cancelled will not cancel any supplier reservations, nor cancel or refund any money. These actions must be done manually, outside of

the Vibe system.
Add Product to You can add products to this existing booking by clicking the button below and then booking a product. "W Add a product to this
Booking You will know if this is working properly when you go to the payment page and can see a message stating that you are adding this product to an existing booking
booking.

Note: Clicking this link will redirect you to the home page.

\_ J
Once you have selected Add a product you will see the below screen.

Support Content

Manage Booking

W Home Inspire Magazine Offers Zoho Tickets

Login :w

Multi Centre

Al m o

Any products you book via this search form will be added to your existing booking (KBB53FHK).

If you would like to start a separate booking please click the button below.
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Hover over on Book in the left-hand corner and then scroll down to
External Product.

Book Support Content Setting
Flight

Opei

Home Inspire Magazine Offers

Trans . & X -

&‘__ﬁ

~

Insurance
Rail

Attraction

. . i}
External Product . . .
B Flight + Hotel Hotels Flights Car Hire Transfers Tours Cruises
\ f

Any products you book via this search form will be added to your existing booking (KBB53FHK).

If you would like to start a separate booking please click the button below.

Once you have selected External Product you will see this screen,
here you will select what you want to add to your booking.

. Content Settings Statistics

MAPM Horme Inspire Magazine Offers

Products

Please tick the products you want in this new booking.

[CJ Package Holiday
[ Flight Only

) Hotel Only

[JJ Car Hire

] Car Parking

[ Transfers

O Tour

(] Attraction

[ Rail

) Generic

You can book multiple preducts in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only" options.

Product Details

You have not yet selected any products to create a booking. Please use the menu on the left to tick the products you wish to book.
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For this example we will use Hotel but you can add any additional

product to the booking, once you have selected your product you will

then tell the system how much you are charging the client. You will
then select Add Product.

-

.

Products

Please tick the products you want in this new booking.

() Package Haliday
) Flight Only
Hotel Only
() Car Hire
() Car Parking
) Transfers
Tour
O Attraction
O Rail
0 Generic

“You can book multiple products in the same booking by ticking more than one box.

For example, to book a flight & hotel holiday, tick both the "Flight only" and "Hotel only" options.
.
Product Details

Hotel
Total Charged to Customer: GBP

When you have completed all the relevant information on the data entry forms above, you can proceed to the booking page by clicking the "Add Product” butten.

~

J

Once you have done this you will be taken to the below screen. Vibe
will remind you that you are adding to an existing booking and you
can check here that it is the right reference.

-

.

You are adding to an existing booking!

]E\elga‘:':;‘:\i)Thls will refresh the page with the new booking & Update Additional Fees

an now add another product to this booking. Booking Details summary (7

Save this Itinerary

‘Want to save your basket for later? Create a quote and retrieve it at
any time.

Create a Quote
Make A New Booking

purchase your Hotel booking will be added to booking reference KBB53FHK. If you wish to

make a separate booking click the button below.

Hotel Details

Add i onal Fees O ETiEL This hotel booking is a shell purely for quoting externally booked
Name Type of Fee Cost Quantity  Total products. Details for this booking will need to be provided after
ATOL Certificates - Flight Only Per Passenger 250GBP 000GBP @ payment has been pre-authorised.

Products: Flight Hotel Quote
ATOL Certificates - DP Per Passenger 2.50GBP 000GBP @ This is a hotel quote only. All data regarding this product must be
Products: Flight ) : submitted after booking.

EasyJet Holidays | PerP. 0.00 GBP 0.00GBP @ .
poy < noaays insurance FEsEgEr ID Pending Data Entry £123.00

0.00GBP

Total: £123.00

~

J

From here all the details will be the same as your original booking.
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Taking an additional payment

If you are taking an additional payment from the client you will add it
here:

-

Name Email Address \
Lindsay Miller B 1230

Expected Total £123.00

@ Pay by Card O Pay by Card and Your Travel Card

Card Payment

Please select your preferred Payment method
® Credit/Debit Card (Travel Admin) ITA
© Delayed Payment (Pay By Link)

© Your Travel Card

Please click here if your payment card is registered to a different address.

\ Card Tune *

[select vonr card fune) S /

Dummy Payment option

If your client is not making an additional payment please add in a
“Dummy Payment” as below

[ Please select your preferred Payment method \
® Credit/Debit Card (Travel Admin) ITA
© Delayed Payment (Pay By Link)
© Your Travel Card
Please click here if your payment card is registered to a different address.
Card Type * MasterCard v
Card Number * A4A444555544445555
Name on Card * Inspire
Expiry Date ® Jan(01) v 2026w
CV2/Security Number * 128 [What'sthis?
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You will then select continue to terms and conditions. Before clicking
PAY NOW please scroll down to the box that says DO NOT HAND

THIS BOOKING TO THE BACK OFFICE as circled below.

-

Pay Now: £123.00 >

Administration Options

You are only seeing this section because you are logged in to the Inspire - Homeworkers website.
Tick to override 3D Security checks for this booking.

You may also place notes against this booking. These notes will only appear to members of staff

Assign this booking to:
(Search for profile) (Select Profile)

(Current Storefront) v

Merge thi§ booking with an existing booking reference: KBB53FHK

Do not hahd this booking to the back office.

] Do not g&nd acknowledgement, confirmation or declined emails for this booking.

.

~

J

Once this has been ticked you can then go back to Pay Now, once

you have pressed the button you will see the below screen.

(Booking Reference KBB53FHK

View Action Logs | Payment Attempt ID 1f730865-cc23-11ee-ba%f-56c7d3c0f72f

ﬁ You currently have the lack on this payment attempt until 15:54:30 (41 seconds).
Renewing lockin 9 seconds.
Booking Time THU 15FEB2024 16:56:11 GMT Customer Lindsay Miller
Storefront Inspire - Homeworkers Email Seen None
Booking Status  Pending First Travel Date SAT 01JUN2024 08:00 UTC
Booking Total ® £1.476.00 Last Travel Date FRI07JUN2024 08:00 UTC
Handoff Status  Pending Post-Auth Balance Remaining £1.376.00 (Due Date: 15FEB2024)

/\ Overdue payment!

Booking Stages

Hold Booking Pre-Auth Fraud Check ‘Complete Booking Post Auth

\_ s somine s I s prois

= Y9 2o T N2 Q0D ¢ 9 + & @

Tasklist Products ContactDetails Additional Fees Payments Actions Emails Support  Tags Notes  Attachments ATOL Currency Rates Handoff Referrers
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If you scroll through the Task List you will see that your booking has
failed, please do not panic as if you have made a dummy payment this
is correct as no payment has been taken from your client. If you have
taken a payment from the client the PRE AUTH will show as GREEN

L
[ Task List 7

.

Invalid field (30000) - pan
Start | Manual

Re-Try Manual

Start | Manual

J

If you have used a Dummy Payment please scroll up to Payments
follow the instructions overleaf to set a payment to manual.

-

Booking Time THU 15FEB2024 16:56:11 GMT
Storefront Inspire - Homeworkers
Booking Status Pending
Booking Total @ £1.476.00

Handoff Status Pending Post-Auth

= 9 g
TaskList Products Contact Details Additional

e @ O F ¢

Emails Support  Tags

Customer Lindsay Miller
Email Seen None
First Travel Date SAT 01JUN2024 08:00 UTC

Last Travel Date FRI07JUN2024 08:00 UTC

Balance Remaining £1.376.00 (Due Date: 15FEB2024)

Overdue payment!

o)

Notes

Attachments ATOL  Currency Rates

+ &

Booking Stages

Hold Booking Pre-Auth Fraud Check

Not Applicable

\ Booking Task List

Complete Booking

Post Auth

J
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Voiding a payment and setting to manual

Scroll down to the payment you wish to void, this ideally will be your
last payment and select show full payment details

4 )

B3 Payment 7 - WED 20MAR2024 15:53:34 GMT

Status Pending

Payment Sub Total | 123.00 | GBP
Credit Card Charge  [0.00] GBP

Payment Gatewy m GBP

[EN] P

2 Show full payment details

affment Total (inc.
charges)

gyrfly Information Payment 7 Customer Inputted Information

Processed by Gateway Credit/Debit Card (Travel Admin) ITA Card Type ‘ MasterCard ‘
Transaction Value £123.00
—
\ Card Number ‘ 444455715555 ‘ /
Credit Card Charge 1000 Cacd numberismasked Showe full card aumber

You will then scroll down till you see the option of "Set Card Payment
to Voided and Hide from Customer"

- EXPITY Date T
/ Transaction Status | J vyyy LO1][2026 \
Gateway Fraud Status ‘ p— ‘
cv2
Address Check No Match CV2is masked. Show CV2

CV2 Check No Billing Address 1 |88 Midland Rd

Pre-Authed 2 Not Yet Processed! (shouldn't be possible)

Billing Address 2 |

Pre-Auth Message

Pre-Auth Code | ‘ Billing City | Stockport

Post-Authed Not Yet Pro#Essed.

Not Voigled.
Voided Set card payment to Voided
Set card pdyment to Voided and Hidg From Customer

Billing Post Code ‘ Sk7 3dt

Billing Country ‘ United Kingdom

Dolphin Other FOP Reason

\ Code & ‘ SEC

|
|
|
Billing County | |
|
|
|

J

Payment 1P 515199933100

Once you have done this the TASK LIST will show as voided and you
can MANUAL this payment

Invalid field (30000) - pan

Complete Booking

Hotel Pending Not Started Not Complete
Post-Auth .
121300 Pending Not Started Not Complete
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The pre and post-auth will turn green and acknowledge manual
completion.

Task List 7

Manually completed by Lindsay Miller Show Previous Status

Start | Manual

by Lindsay Miller Show Previous Status

Once this is done, go to products you will see your additional product
showing and waiting for you to enter the data.

(= @9 2 ® oy 9 0O ¢ & = & ® )

Task List = Products ContactDetails Additional Fees Payments Actions Emails Support  Tags Notes  Attachments ATOL Currency Rates Handoff Referrers

Booking Details

General Information

Storefront ‘ Inspire - Homeworkers Branch Code | | Corporate Profile :
Alternative ‘ | User
Booking Ref.
Booking's Passengers
Type Name Date of Birth Products
O adult Lindsay Miller 1986-11-25 Holiday. Hotel

O adult Chris Miller 1985-09-27 Holiday, Hotel

AR alse s Es s Note: This will not change the data for each of the selected passengers. It will only link them as being the same passenger.

o & [

Holiday = Holiday = Hotel

Hotel Request ID 944a86e8-e6d0-11ee-ba%f-56c7d3c0f72f View 10 | og | Added to booking at WED 20MAR2024 15:53:34 GMT

ing data entry. Please click the "Submit Details" button to provide the data for this booking.
mpleted, or post-authed until all data has been entered.

x Joney taken for this produ t: £123.00

£ Submit Hotel Details

Mark . lotel as Cancelled

Once you have entered all the details the product is now added.

Please add booking notes and email ITA.admin@inspireemail.co.uk
asking for the back office to be updated.
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Adding an Attachment to Vibe

Attachments can be added to your client bookings in Vibe and they
are an excellent way to send documents and/or information to your
clients.

The attachment can be added during the initial booking process for
things like itineraries, confirmations or vouchers from tour operators
or third party suppliers. But they can also be added after the booking
has been made, again for vouchers or boarding passes that can’t be
collected until nearer the departure date.

In order to add an attachment, the files that you’d like to attach must
be saved in your documents folder.

To add the attachment simply click on the attachment header on the
home page of your booking.

ask List Products ContactDetails Additional Fees ~Payments Actions Emails Support  Tags L CurrencyRates Handoff Referrers

/~ \
Csz@ S = EJL}B®E>Nl§“A<?A s & @
"

You will be taken to this page.

(= @ &8 ®B @ B2 0O0@F & 8 + & @)
Task List  Products Contact Details  Additional Fees Payments Actions Emails  Support Tags Notes = Attachments ATOL Currency Rates Handoff Referrers
Booking Attachments
To add a customer visible attachment to this booking, please use the form below. Attachments will be visible as downloads on the confirmation email and booking management page.
No attachments have been added.
No file chosen
\- J
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Click Choose File, and this will open up the documents on your PC
from where you can find the document you'd like to attach.

MName

% This PC

_J 3D Objects @ Dawson Mewcastle Lounge

I Desktop B @ Dawson Dubai Lounge Pass 01.12.24
R TrETiE September 2024 Commission

& Downloads @ O'Connor Marella Luggage Tags

D Music = Commission Partal August 2024

@ Wallace DLM-NCL 11.10.24
= Pictures @ Wallace NCL-DLM 04.10.24
B videos @ Park MAH-NCL 04.10.24

% Local Disk (C)

= claire.nicholsan.l

G Park Transfer

G Park NCL-MAH 27.09.24

Vouchers Menorca

Date mod‘ified

10/09/2024 19:00
10/09/2024 18:54
10/09/2024 18:34
10/09/2024 16:06
10/09/2024 15:02
09/09/2024 19:28
09/09/2024 19:28
06/09/2024 18:32
06/09/2024 16:32
06/09/2024 16:08

Type

By

Microsoft Word
Chrome HTML [
Microsoft Excel
Chrome HTML [
Microsoft Excel
Chrome HTML [
Chrome HTML [
Chrome HTML [
Chrome HTML [
Chrome HTML [

=~ Inspire Drive (L;) @ O'Connor TUI Boarding Passes LGW-DBV 05/09/2024 09:05 Chrome HTML [
vl
= MIR (M:) “ <f [ TR ‘ B - TS
File name: Nicholsan TUI Boarding Passes.pdf| V| ‘AII Files V‘
‘ Open Cancel |
- J

In this example | want to attach boarding passes for clients Nicholson,

which have been saved to the PC Documents Folder.

Click Open and you will see that your file is now waiting to be added

/

Choose File I Nicholson TU...ing Passes.pdf

.

® Add Attachment

Click Add Attachment to complete the action.

Adding an Attachment to Vibe
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If you want to add multiple attachments, for example Outbound and
Return Boarding Passes, or multiple Hotel or Transfer Vouchers, just
repeat the process.

If you are adding attachments to a new booking the attachments will
automatically be emailed with the confirmation once the booking has
been Post Authed.

If you are adding an attachment to an existing booking you will be
given the option to Resend the Confirmation to the clients, which will
show what you have added.

4 I
Title: (optional)
All Checked In

Content: (optional)

Boarding Passes Attached

EdResend Confirmation [sge:lales]
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Aftersales

Cancelling a Full Booking on Vibe

If you need to cancel a full booking (not just part of a booking) you
need to cancel the booking with the supplier and then in Vibe select
the "Bin this booking" option.

( Booking Time WED 17JAN2024 12:13:01 GMT Customer Lindsay Miller \
Storefront Inspire - Homeworkers Email Seen None
Booking Status _ First Travel Date n/a
Booking Total @ £123.00 Last Travel Date FRI02JAN1$7000:00 UTC
Handoff Status Pending Post-Auth Balance Remaining £123.00 (Due Date: 17JAN2024)

£\ Overdue payment!

= oY &8 ¥ D 8\looP ¢ 64 + & @

Tasklist Products ContactDetails Additional Fees Pafgments = Actions Emails ] Support Tags Motes  Attachments ATOL CurrencyRates Handoff Referrers

Booking Actions

Decline Booking  If this booking will not be completed, marking the booking as declined will remove it from the standard review queue.

The booking will still be available to admins once declined, but customers will not be able to view the booking on their booking details screen.

Bin Booking If the booking should no longer be live, binning the booking will remove it from the standard review queue and reporting. Bookings will otherwise be
automatically removed from the standard review gueue when all stages of the booking have been completed.

The booking will still be available to admins once binned. but customers will not be able to view the booking on their booking details screen. If there are a
still associated with this booking then this booking will continue show up on the review queue under those tags.

Add Product to You can add products to this existing booking by clicking the button below and then bocking a product. W Add a product to
Booking You will know if this is working properly when you go to the payment page and can see a message stating that you are adding this product to an existing booking. this booking
Note: Clicking this link will redirect you to the home page.

- J

This will then cancel the folder and prevent the client from being able
to pay online. Once you have done this please add full notes to the
folder including:

- Cancellation Fees
- Reason for cancelling
- If a refund is due, how much is it for?

Once you have actioned this, please email ITA.admin@inspireemail.
co.uk to cancel the folder in the back office.

You do not need to cancel the separate Product segments.
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Cancelling segments of a booking

To cancel a booking, you will need to find you booking on Vibe and
select Products.

t Content Settings Statistics Travel by Inspire UK (v2)
Booking Total @ £4.005.00 Last Travel Date  MON 0%JUN202507:30 UTC

Handoff Status Manually Skipped Balance Remaining £3,280.00 (Due Date: 23FEB2025)

= @ & NN SE @O0 ¢ a6 + & @

Task List Contact Details ~ Additioffal Fees  Payments  Actio Emails Support Tags Notes Aftachments ATOL CurrencyRates Handoff Referrers

Booking Details

General Information

Storefront ‘ Travel by Inspire UK (v2) Branch Code ‘ ‘ Corporate Profile
Alternative Booking ‘ User (Select profile user |
Ref.

Booking's Passengers

Type Name Date of Birth Products
@] adult Mrs Linz Miller Hotel, Flight
[m] adult Mr Chris Miller Hotel, Flight

(AR5 et i Note: This will not change the data for each of the selected passengers. It will only link them as being the same passenger.

Hotel Flight

. — J

Scroll down to “Mark Hotel as Cancelled”. Please note this will not
always cancel the booking with the supplier and you will need to do
this manually, and check any fees from the supplier.

I pire.co.uk/admin.php?a=bk_view&id=1d08e757-6f5¢c-11ef-b98f-56c7d3c0f72f @ ¥

s & Inspire Call Monitori.. % INTERNAL - Refund... (3§ Email - FHC - Outlook @ Mi
www.travelbyinspire.co.uk says

t Content Settings Statistics Travel by Inspire UK {v2)

Are you sure you want to cancel this Hotel product?
O adult Mr Chris Miller Canceling this Hotel product will NOT cancel the product in the Hotel, Flight

supplier's system. This will need to be performed manually in the
(RS PR BRI Note: This will not change the data for each supplier's system. Please make sure that if you cancel this product you ~ )assenger.

collect any cancellation fees that may be due.

e
Hotel  Flight

Hotel Request (Advanced

Price Visibility Booked By [LM1 [[——— 1 |
(maximum of 3 reoms)

(e IL LB R () Mark Hotel as Cancelled Booking Module ‘ Data Entry A |
Is Opaque | No |

[YSPEMAN O Re Price Search Supplier Code ‘Bedsonh’ne | .
P Op:q“e F""fg‘, [ ee484c59-615b-11ef-b98f-56¢7d3c0f72f |
- Product Code: equestib:
[T 9\ [ T Tl QL Search forAlternative Opagque Product ‘ |
Search Source @ ‘ | Request ID:
PREYUN B Re EnterData ) o Adults Children Infants
Device Type @ ‘ |
[2 | [o | [o |

Room 1
User Agent® | |

\ €Oz Kg Total @

J
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Once done, you will select “Mark Hotel as Cancelled”.

ts @ Inspire Call Monitori.. % INTERNAL - Refund..

rt Content Settings Statistics

@R Email - FHC - Outlook @ Michael Gill [l LastPass - SignIn @ Agent Portal

Travel by Inspire UK (v2)

B =

Hotel  Flight

Hotel Request (Advange]

Price Visibility
Cancel Product O ETGIEEH eI
(TS \" Re-Price Search

Rebook Alternative | o =i Momsesin |-

Data Entry Re-Enter Data

Booking Details - Hotel A

[ Edit Data Entry Hotel Information
\ Hotel HotelA

ooy ‘ L1 | Number of Rooms | : ‘
(maximum of 3 rooms)
Booking Meodule ‘ Data Entry v |
IsOpaque [ No |
Supplier Code | Bedsonline "
| ! O";q“e F"'ﬂ: [ ee484¢59-6£5b-11ef-b98f-56c7d3c0f72f |
Product Code: equestiD:
Opaque Product [ ‘
Search Source @ | | Request ID:
Device Type @ ‘ | Qccupancy Adults Children Infants
Room1 [2 | [o ] [o |
User Agent® | |

[l Change Hotel

COKgTotal®@ |

Supplier DataEntry (Bedsonline)

Your Vibe Folder will now look like this, and the amount will be

removed from your Total Cost.

port Content Settings Statistics

=
B =

Hotel  Flight
Hotel Request (Advanced

CANCELLED at TUE 10SEP2024 15:32:29 BST

This request will not show on emails.

Price Visibility
Cancel Product
Rebook Alternative

Data Entry Re-Enter Data

Booking Details - Hotel A

\ [# Edit Data Entry Hotel Information

x This preduct has been marked as cancelled. Please ensure it is also cancelled with the supplier and any cancellation fees are collected from the customer.

Booked By [LM1

Travel by Inspire UK (v2)

Hidden

[1

‘ Number of Rooms

(maximum of 3 rooms)

Booking Module ‘ Data Entry

v]

Is Opaque ‘ No

Supplier Code | Bedsonline

Opaque Flight

‘ ee484c59-6f5b-11ef-b98f-56¢7d3cOf72f ‘

Product Code: Request ID:
Opaque Product
Search Source ® | ] Request ID: [ |
Device Type ® \ ‘ ] Adults Children Infants
Room1 [2 ] [o | [o |
User Agent® | |

COyKgTotal @ |

J

Once you have completed this on Vibe, email ITA.admin@

inspireemail.co.uk with full details of what has been cancelled so that
the team can update the back office.
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In-resort issues

Please ensure your client has followed process by contacting the
emergency number in the first instance.This allows the supplier to
investigate and assist your clients on the spot.

If the issue is not resolved or your client is unable to reach the
supplier there is a 24hr Inspire emergency contact number:
03330 323410

We can then look into resolving the issue as quickly as possible.

Special Requests

If you need to add a special request for your client that does not
need to be guaranteed, (e.g. high floor or quiet room) these can all
be added on the suppliers website when you locate the confirmed
booking.

You can add a note of any requests you have made for the customer
to see in the important information section on your product page.

Important Information

This is an exclusive video game hotel. Hotel request to provide e-mail for the clients in advanced to be able to do their checking online if possible. No amendments or cancellations will
be accepted once bookings are made under this non-refundable promotionCity tax 12.5% from total stay needs to be paid on spot.IN REGARDS OF NO SHOW: Please be aware that
in regards of no show, the booking will be cancelled as of 10:00 o"clock the following morning. Estimated total amount of taxes & fees for this booking:12.50% payable on arrival.
LGTBIQ friendly.Check-in hour 15:00-02:00.Car park NO.Online check-in.Self check-in.
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Adding on additional extras

When adding on additional extras with a supplier for example In
Flight Meals, Seats, Baggage etc.

You will add the costs to the supplier segment as below:

/Adult Baggage Allowance \
Units Onl v

Holiday Price Breakdown
Product Fees - Fee Name Type Display As Cost Currency

[fare |[ fare I 1200.00][ GBP |

‘Fars

[ Tax [tax |[ tax I 0.00][ GBP |

‘Commission ‘commissw‘on H fare H 200.00 || GBP‘

‘ Markup ‘ markup H fare H 0.00 || GBP‘

. Add Product Fee Product total: 1400.00 GBP

Fare Mark Up Taxes Extras Total
&2 Passengers 1,400.00 GBP + 0.00GBP + 0.00GBP + 0.00GBP = 1,400.00 GBP

-

Additional extras must always be added to all bookings and full
payment taken for at the time they are added, as they are a non-
refundable extra.

Once added, please email ITA.admin@inspireemail.co.uk so that the
back office can be updated.

END
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Finance

Taking Customer Payments

Your clients can pay Inspire for their booking by various methods,
depending on which suits them best:

By credit or Debit card

a.) Payment can be taken by you over the phone and entered
directly into vibe. This is a ‘MOTQO’ card payment, please see
below for explanation.

b.) ATrust Payments payment link can be requested by
emailing travelaccounts@inspireemail.co.uk with the vibe
reference, customer email address, customer name, and
amount to be paid, This is an ‘ECOM’ card payment, please see
below for explanation.

A ‘MOTO’ payment does not have any verification checks with the card
holder, so is not ‘3D Secure’, which means the card holder can action a
Fraud Chargeback against the payment, citing fraudulent use.

An ‘ECOM’ payment must be completed by the card holder and is subject
to verification checks, to ensure that it is the card holder who is using it.
This means a Fraud Chargeback cannot be actioned against this payment
by the card holder, as the payment is classed as ‘3D Secure.

We accept Visa, Mastercard and Amex. However, the Amex charge is cur-
rently 1.9%, so this is reclaimed out of the margin in the booking. If you
know that your client is paying by Amex, we advise you to increase your
margin by approx. 2% to cover this, as so you do not lose out on commis-
sions.
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By Bank Transfer (BACS)

If your client would like to pay by BACS, they can transfer the money
into Inspire’s Bank directly, using the details below:

Inspire Europe Ltd

Barclays Bank PLC

Account Number 90973092
Sort Code 20-54-66

Please ask them to include their Inspire Booking Reference so the
monies can be allocated to the correct booking

By Direct Debit

We offer a Direct Debit payment option with London & Zurich. This is
very simple to set up, please see the instructions in the ‘Direct Debit'
Section.

By Inspire Gift Card, accepted Travel cards & One for All cards

Please see vibe section on how to redeem a gift card
By Cash

Your clients can also pay you in cash. This can be paid into any
Barclays Bank with a paying in book, or at a Post Office with a paying
in card. If you would like a paying in book or a Post office card, please
email accounts@inspireemail.co.uk to request one.

After the booking has been made, and initial deposit taken, your
clients can pay balances securely through the ‘Manage My Booking’
page on the website. You do not have to take the payment yourself.
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Protection from Fraud

As technology continues to improve, and more and more transactions
are carried out electronically, it becomes harder and harder not to fall
victim to Fraud, where a stolen card is used to pay for a holiday.

There are certain steps, however, we can all take to minimize the risk.
Fraudsters are continually evolving, and we must be on the lookout
for all signs. These include, but are not exclusive to:

e Wanting to travel within a month of the current date

e Putting you on hold when you ask for personal information

e Asking someone in the background for personal information like
dates of Birth

e Wanting you to book and take payment urgently

Of course, not everyone wanting to travel in a short time is using

a card fraudulently, many are genuine clients who just want a last-
minute getaway. However, for any client travelling within a month of
booking, a payment link MUST be requested from
travelaccounts@inspireemail.co.uk, CC’ing in
fiona.grundy@inspireemail.co.uk, who will pick up any out of hours
requests.

Once Finance have confirmed that the payment has been made and
is secure, your booking can be confirmed.

This process is to safeguard you and your commissions, as if the
process is not followed, and a fraudulent use charge back is received
by the company, the booking agent is liable for the full cost.
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Supplier Payments

Suppliers can be paid in different ways, often dependent on our
commercial agreement with them, and their own T&C’s. Some
examples of forms of payment are:

On Statement

This means that we have an agreement with the supplier, and they bill
us for all our bookings, made or due, that week/month (depending on
contract) on one statement. Finance will then pay the supplier in full
for the statement. Examples of suppliers that are paid in this way are
tour operators, such as Jet2Holidays & EasyJet Holidays, and most
Bedbanks, such as Bedsonline, Stuba and Expedia EAN.

By Direct Debit

We have a DD set up with certain suppliers, at their request, which
means that we receive a statement, and the payment is taken
automatically from our Bank. A few examples of suppliers we pay by
DD are TUIl Holidays, Holiday Extras, Stena line, & Aviate.

By Virtual Credit Card (Precision Pay)

Some suppliers require immediate payment by credit card for a
booking. In this case, the booking agent raises a virtual Card and pays
the supplier direct. (Please see section on Precision Pay for details

on how to create a card) Some examples of suppliers who will need

a card on booking are Hotels booked direct, Holiday Taxis, Viator,
certain airlines if you add on seats/meals, and Disneyland Paris.
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‘Ad hoc’ invoices

There are suppliers who require Inspire to pay them by BACS transfer
for deposits on booking and then balances. We pay these on request
and with an invoice. It is impossible to list all the suppliers who we
pay in this way, but as a guideline, they tend to be the more ‘niche’
suppliers, who we do not pay weekly in the above ways.

Foreign Currency

Some suppliers require payment on Foreign Currency, such as USD
or EUR. This can easily be done, but if you know the supplier you are
using needs to be paid in a currency other than GBP, we advise you
to increase your margins by 3 or 4%, to act as a buffer against any
exchange rate adjustments we might have to make when we actually
pay the supplier, as exchange rates vary continually.

When booking, most suppliers will make their payment terms clear.
For those suppliers who require a BACS payment, please forward the
supplier invoice to travelaccounts@inspireemail.co.uk as soon as you
receive it. This means we can pay any deposit due and know when
the balance is due to be paid.

Please remember that Finance are here to help you in any way we
can, so please just email travelaccounts@inspireemail.co.uk, cc’ing
Fiona.grundy@inspireemail.co.uk if you are unsure of anything.
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Customer Balance Due Dates

All suppliers have different payment terms for when Inspire must pay
them by. Generally, we advise to set the customer Balance Due date

as 14 weeks before the date of departure. This is flexible, if you need
it to be. To secure your booking, the customer balance due date must
be no later than 7 days before we pay the supplier, or for Bedbanks /
pay on departure suppliers, at least one month before departure.

We will always be flexible and do what we can to help you avoid
cancellations, but also to safeguard you and your commissions.

If unsure or need any advice on Balance Due Dates, please contact:

travelaccounts@inspireemail.co.uk

fiona.grundy@inspireemail.co.uk

END
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Customer Deposits

When making a booking and deciding on how much deposit to take
from your client, you must take at least the amount of money Inspire
are having to pay suppliers,

For Example:

a. Jet2 Package Holiday, Jet2 deposit £480.00, so a minimum of
£480.00 deposit must be taken of your clients

b. For bookings with flights, all flights booked through ‘GDS’
(Galileo), and low cost flights are all full payment at time of
booking, so please factor this in when deciding how much
deposit to take

c.  Suppliers’ deposits can be variable, but it will be made clear at
time of booking, what deposit payment a supplier requires

It is entirely your decision, how much, if anything, you take over and
above the minimum deposit requirement.

END
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Taking Payments in Vibe

Taking payments in vibe can seem bewildering to begin with, but we
are all here to help, and there really isn’t anything that can’t be fixed.

To realise what you need to do next when something happens, you
need to understand how vibe and Trust Payments ‘talk’ to each other,
then the processes start to make sense. ‘Trust Payments’ is our credit
& Debit Card acquirer, which is similar to a bank, and they process
and take the payments, not vibe.

Vibe only "talks" to Trust Payments when the pre-auth is
automatically started, and then again when the post-auth is
automatically started. They do not communicate in any other way or
between these steps if you make changes.

After you have taken the card details, and press ‘start’ vibe sends the
information to Trust Payment, who process the transaction, and if all
ok, will come back with this notification in vibe:

[ Pre-Authed ' Pre-Auth Successful ]

This means that the payment has effectively been ‘ring fenced’ and
the booking can be completed. Once you finish the booking, vibe will
then send Trust Payments a message to complete the transaction:

[Pﬂﬁt—ﬂuthed " Post-Auth Successful ]

Which means the money has now been taken, and the transaction
is complete. The monies are only held at the pre-auth stage, and not
actually taken until the post-auth stage.
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Quick Help Guide

Sometimes, things don’t always go to plan, and the ‘manual’ button
can be pressed accidentally at either stage. So here is a quick guide
on what to do, and how to fix it.

1.) If ‘Manual’ is accidentally pressed on pre-auth:

(Pre—ﬁ.uthed + Pre-Auth Successful (Manual) )

If this happens, no signal has been sent from vibe to Trust payments,
and no money has been taken. You need to void the payment in vibe,
and hide from customer.

Mot Vaoided.
Voided Setcard payment to Voided

Set card payment to Voided and Hide From Customer

You then need to input the card details again.

2.) If pre-auth was successful, but you accidentally press Manual on
the post-auth:

( Pre-Authed " Pre-Auth Successful ) ( Post-Authed " Post-Auth Successful (Manual) )

Trust Payments have already secured the payment but will not settle
it. All you need to do is email travelaccounts@inspireemail.co.uk with
the reference and ask them to settle the payment for you, nothing
else needs to be done, and you do not need to void anything.
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3.) If you accidentally void a payment after successful post-auth

If you accidentally void a payment after the post-auth has been
successful, vibe does not tell Trust Payments to cancel, and the
payment will go through. All you need to do its re-enter the payment
in a ‘dummy format’, (See the previous section on dummy payments.

4.) If you void a payment after successful pre-auth

If you void a payment in vibe after a successful pre-auth, for any
reason, no availability on what you needed to book, increase in price
etc, this will not void the payment in Trust Payments, and it will sit in
a ‘suspense’ account for 7 days until it is returned to the client. In this
scenario, please contact travelaccounts@inspireemail.co.uk and ask to
cancel the payment, so it can be returned to your clients sooner.

5.) If you need to reduce a payment value

If you have entered too much to be taken off a card, and need the
value reducing, travel Accounts can do this for you, if you let them
know on the same day by emailing travelaccounts@inspireemail.co.uk
with the details. You will then need to void the payment and hide
from customer, then re-enter the payment as a dummy payment for
the correct amount.

6.) If the payment is too small

If you accidentally take too little , you can either take another
payment for the difference, or void the payment in vibe, and email
travelaccounts@inspireemail.co.uk to ask them to cancel the
transaction in Trust Payments. You can then retake the payment for
the correct amount
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Supplier not in Vibe

When making a booking in Vibe, if the supplier you are booking with
is not listed, ‘TBA’ can be used instead, so you can continue and
complete your booking.

If you have used TBA instead of the supplier name, please email
travelaccounts@inspireemail.co.uk with the vibe reference, and
the name of the supplier, so Finance can update Dolphin and the
booking, and know what supplier to pay and when.

Requesting a refund for your clients

Sometimes it is necessary for your clients to cancel and/or amend

a booking, which will result in a refund being due back to them.
There are 2 main and different scenarios for this, below is a guide for
requesting a refund in each case:

Scenario 1 - Your client cancels and/or amends a booking, resulting
in a refund being due back to them, and a refund from the supplier
being due back to Inspire

a. Amend vibe to show either the cancellation or amend, and the
refund due back to your client (please refer to the vibe section)

b. Email ITA Concierge at ita.admin@inspireemail.co.uk and request
for Dolphin to be amended and a JotForm submitted (a ‘jotform’ is
simply another name for a refund request form)

c. Please include the vibe reference and the refund due back to
your client
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Timescales for Refunds

Any ‘refund on a ‘Dynamically Packaged’ booking, which is one
where Inspire are acting as the principal, (due to the booking being
effectively packaged by you, with a flight and at least one other
product booked) will be refunded within 2 weeks.

Any refund where Inspire are acting as an agent, for example Flight or
Hotel Only, or Package Holidays booked with another tour operator
like EasyJet Holidays, we aim to refund within 4 weeks, but this is
dependent on when we receive the refund back from the supplier.

There will be situations where you need the refund back quicker than
the 4 weeks, either due to client complaints, or them wanting to rebook.
In this case please email travelaccounts@inspireemail.co.uk and CC
flona.grundy@inspireemail.co.uk and if we can possibly help resolve the
situation, we will.

Scenario 2 - Your client is due a refund due to either too much
payment being accidentally taken, or payment taken for a product
that then became unavailable, so no refund is due back from a
supplier.

a. There is no need to contact ITA concierge in this instance

b. Please email travelaccounts@inspireemail.co.uk and CC fiona.
grundy@inspireemail.co.uk in with the details, including vibe
reference, the reason and amount to be refunded, and we will
action these as soon as we can, so your clients do not have to wait
for the refund
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Marketing

Please complete these steps using a PC.

How to find Inspire Training Videos

Training videos can be found on Sharepoint - Please click the link here

Social Media Marketing 101

Everyone should watch this! Social Media Marketing - All the basics

How to find the L: Drive

Log into RDS, and go to your File Explorer. Select Inspire Drive (L:) on
the left side, or This PC > Network locations.

Click to see a video guide
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Which Social Media accounts should | use?

When starting out, we recommend primarily focusing on Facebook
and Instagram, as this is where you can reach the most amount of
people as well as slightly older demographics with a higher disposable
income.

Tiktok is recommended for selling luxury and for younger audiences,
but it's recommended to not over-stretch yourself. Start with

Facebook and Instagram first, build momentum, and you can explore
Tiktok or other platforms.

Creating Social Media Accounts

Only create a Facebook account if you do not have one already.

You can use your personal profile and create a page which is much
easier to manage and will keep your personal profile and business
page separate.

How to create a Facebook account (if you do not have one)

Go to www.facebook.com
Click Create Account.
Fill in information.

Click Sign up to create your account.
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How to create an Instagram account (if you do not have one)

Go to www.Instagram.com

Click Sign up.

Fill in information.

How to Set-up a TikTok

Go to www.tiktok.com

Click Log in - Continue with Facebook, Sign in & Create your profile
Or click Sign up and use your phone or email.

Fill in the information.

How to create a Meta Business Page

How to Video is here: Creating your Facebook page for your business

Log in to Facebook/Create an account.
On the left-hand side select - See More.
Select Pages.

Select Create a new profile or page.
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How to connect your business page to Instagram

How to Video here: How to link FB & IG

[ﬁ Q Search Facebook

Wil Ads Manager
L AdCentre
©)  Meta Business Suite

A Professional dashboard

Suggested

P Feeds B Live video (&8 Photoyvideo O Reel

Groups
\ E Holiday more; pay less - family holidays & more X j

Select your pages profile in the right-hand top corner on your home
page.

Click the profile picture again and select Setting & Privacy, then select
Settings.

Scroll down and find Permissions on the left-hand side, then select
Linked accounts.

“ ROV T5g DETRToaE
ayments Review people you've previously View and manage your activity on Choose if you want to use dark \
Manage your payment info and activity. blocked or add someone to your Facebook. mode.

blocked list

Permissions

Manage what info Facebook uses timake your exper.
90 Looking for something else?
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Learn how to manage and control your privacy across Meta products.
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Access a log of your activity and controls to manage ...
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=% Access and control n Facebook Help Centre -
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.

e about our updated settings experience on Facebook. /

Click Link Instagram & Follow instructions.
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Posting on Facebook & Instagram using the
Scheduling Calendar

How to Video: Post & Schedule Images, Videos, Reels & Story

Log into Facebook, and select your page by clicking on your profile
picture on top right-hand side.

Click Meta Business Suite on the left-hand menu.
Select Planner.

Click Schedule on the day you will post and choose the right format
A Post is for square images and videos.

A Story and Reel is for portrait videos, however stories must be under
30 seconds long.

Make sure at the top of the page both your Facebook & Instagram
page are ticked.

Add your photo or video.

Next you can add text to talk about why you think your audience will
like it & the holiday details, why and how they can book with you.

Hashtags
Add your hashtags, common travel hashtags include:

#seetheworld #beautifulplaces #roamtheplanet #adventuretime
#travelgram #instravel #travelreel #bucketlist
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Use location hashtags like:

#ronda #spain #lovespain #spaintravel #spanishholiday #spaintrip
Use activity hashtags like: #spanishcuisine #tapas #sangria #bullfight
#SagradaFamilia

On a post (square content) you can now scroll down to Scheduling
Options, make sure the toggle is on, then select a time and date.

When to Schedule

7pm is generally the best time, but after a few weeks of posting
consistently an active times button will appear which will recommend
the best time for your followers.

( Set date and time @ \
oll your is most active, or manually sslect 3
o your p
5]
© 16

= [ORT
= Active times

rivacy s

Com

&just your I wh d, in Watch @ = ”»

se3

@ Public
\ s /

If making a reel you will have the option of adding music, please
choose Royalty-free audio.

Then you will be able to select the time and date in the same fashion
as above.

When posting a story, you can add a link and the select when you
would like to schedule it for.

Click schedule, wait a couple of minutes and check your planner, you
should be able to see your post in the planner now.
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Where to find content to post - E-mail,
Facebook, and L: Drive

E-mail

Every day the marketing team sends out an email with the subject
line “Daily Offer” followed by the supplier’s name. This email includes
an offer that is selling well and competitively priced, it also contains
an image or video designed by us that you can post straight to your
social media accounts.

You can also request this to be personalised by emailing
marketing@inspireemail.co.uk

The email also contains a Canva link should you wish to make any
adjustments or personalise the content yourself.
Facebook

Join the Group Inspire Trade Partners where you can find posts from
our suppliers you can use.

Request to join the group, once in you can copy the text, but be sure
change the text so it looks different and for pictures, you can use
these too.

To do this, click the picture, then right click the picture and click Save
as... you can then save the picture and use this in your post.

Please note: Sometimes pictures are blurred in the group, do not
post blurred pictures.

Finding content to post 188



You can also share all content from any of the Inspire Facebook
accounts:

www.facebook.com/travelbyinspire

www.facebook.com/sustainablebyinspire

www.facebook.com/luxurycollectionbyinspire

L: Drive

You can find high quality images in the L Drive shutterstock
folder, located in L: > Marketing > General Marketing > Photos >
Shutterstock Photos.

If you'd like to request a non-editorial photo from shutterstock's
site, please e-mail marketing@inspireemail.co.uk with the link to the
image.
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How to personalise content

How to Video: How to personalize your post

Please make sure when using offers you are adding a bit of your own
personality to the posts, your biggest selling attribute is you are a
person, ensure that this is clear in your posts. 3 ways to do this:

1.) Begin your post with a question

Would you like to? Want to know how to save money on a holiday
to...? Do you love sea turtles? etc.

2.) Add a story or anecdote

| used to LOVE travelling to Corfu as a child, my favourite memories
include...

| had a family trip to Corfu and one of the funniest/best moments
was when my husband...

Hands down one of the best things about Corfu is the atmosphere
and the locals on the island....

3.) Talk about some of the attractions

| would recommend trying this restaurant in Corfu and the aquarium
is spectacular.

People love lists!

The 3 best things in Corfu are:
1.) Blue Caves
2.) Aquarium
3.) Monastery
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Social Media Tips and Tricks

If you want to grow quickly on Facebook and Instagram there are a
few ways that you can guarantee this.

1. Post every day & at active times

2. Utilise reels and stories, that means if you can, post all reels as a
story as well

3. Use lots of reels as these are seen by more people than other
formats

4. Don't use just reels though as this can alienate older facebook/
Instagram users

5. Spend some time before and after every post commenting, liking,
following other people, this will encourage them to do the same,
the more you do this, the quicker your following will grow

6. DO NOT POST OFFER AFTER OFFER on your socials. Please
make sure that you include a range of post to keep your followers
interested.

Try to include posts about any training you do with Inspire, your
own holiday experiences, memories of holidays, any attractions
that you would recommend and why, ask your followers to guess
holiday destinations, or if they were trapped on a desert island
what items would you bring. You can find more ideas here!
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7. Don't try to sell everything!!! Decide who your followers are or will
be and learn what holidays interest them the most think about...

- Income
- Destinations
- Who they will travel with

Make sure you are posting offers that they would be interested in
and are highlighting the details that would be of interest to them.

For a 55, higher income to Caribbean - focus on service, safety,
security, water aqua aerobics, gourmet dining, unique experience.

For a 35, mum of 2, focus on activities for the kids, entertainment,
kids clubs value for money, how easy it is to book.

For 25 year olds focus on physical activities, beautiful sights,
cultural experiences, ways of saving money.

8. If you feel that things aren’t working, book in a 1-2-1 with Sophie.
She can help you to grow you social media accounts from scratch
and can provide new ideas.
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Canva 101

To resize an image, click the resize button in the top left of your
design and select your required dimensions.

= File  w Resize &5 e nta day badge H + | i G Printwith Canva

Suggested seeall - 2 ®m

s v vy =

() 1900 x1000px

0O Facebook Profile Picture

— 20482048 px
BBBBBB by category

't custom size >

B Social media >

@ Print products > /

To upload an image from your own gallery, click uploads on the left-
hand side and then ‘upload your own file’. Canva will store whatever
you upload, so you can just drag and drop it in the future. Ideal for
uploading your logos, etc

= File « Resize

Upload files
Record yourself

Images Videos
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To add text, click the text box. This works similarly to Microsoft
Word, as you can change font and size easily. Click effects to add

things like outlines, and click animations to add movement to text for
videos. Be subtle, to keep it looking professional.

File v Resize nta day badge H + I GB Printwin
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Upload files
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Images

+Add page

For in depth lessons, the Canva site has a ‘learn’ section on the home
screen, which should a useful free resource.
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Send a Canva template link to marketing

Open your design on canva
In the top right corner, press share

On the drop down menu, click template link

File & Resize = e nta day badge
(D Brand Templates
Ask a brand designer to set u|
3 ®

Get help from a brand designer to set

up your Brand Templates.

H + il B PrintwithCanva

Share this design
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Copy link
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resent

Copy the link provided and email to marketing@inspireemail.co.uk

day badge H + 1l G PrintwithCanva Ty share

< Template link (@8

The design is shared publicly. Anyone with the link can
[% @ use this design as a template. Learn more.

https:/fwww.canva.com/design/DAGP-HMSI-M,

Delete template link

%
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Personalise posts from a template link
Open up the Canva template link that the Marketing team has sent

You will be presented with this screen, click ‘use template for new
design'

/ A template created by Henry was shared with\
you, start designing now

L —— )

L] L ]
SABIAL 1) %2’_{
Wi [

FLIGHTS & TRANSFERS INCLUDED
FROM £2629 PER PERSON

To swap out the Inspire logo for your own, you can upload your logo
by clicking Uploads, Click Upload file, Select your logo from your
computer. Then drag and drop on the last slide.
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Offline Marketing

Whilst social media is an effective tool for connecting you with other
people. Word of mouth still remains the most effective tools for new
businesses connecting to new customers.

That means do not put all your eggs in the social media basket!

Your biggest opportunities are in your local communities, particularly
if it is a small rural community. Locals want to support your business!
So please make sure you are - using flyers on local community
boards, put your logo where potential customers can see it, you
attend market stalls and networking events, and you try to speak to
as many people as possible.

Make shopping bags with your company name of it and tell all the
checkout staff what you do.

Tell the hairdresser/barber when you get your hair done.

Make sure for your first customers you roll out the red carpet and
you give them the BEST customer service to ensure they talk about
you and come back. If you face any problems, remember that any
problem is an opportunity to show your customers how dedicated
you are to delivering great service. Customers understand things go
wrong, but it's how you fix them, demonstrate to them that you are
worth putting their trust in!
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Websites

Is a website a good idea? When is it a bad idea?

A website is not a requirement. It is completely possible to create a
strong community of customers on Facebook alone.

Website can give you a place to offer additional information to your
customers and can make you look more professional and legitimate.
But the cost of running a website can be around £200 a year.

When is it a good idea?

It's a good idea when you have built a lot of followers on your
social media accounts, and you are getting customers regularly or
alternatively, if you can use your income from other work to invest
into your travel business.

It's a bad idea when you haven’t grown your followers, you are trying
to make it on a very tight budget, and you know that you struggle
with technology.

Sophie can help with websites to point you in the right direction and
troubleshoot. If you do want a website, she recommends WIX as it is
the easiest platform to use.

Youtube has some helpful guides to get you started.

https:/www.youtube.com/watch?v=TulXGQydVlo
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LateCards

LateCards or TMS (Travel Management System) is a tool we use at
head office for populating our website with offers and posting on
social media when we are short of time.

It's a brilliant tool which pulls details of offers from many suppliers.
This is latecards on our website: https://offers.travelbyinspire.co.uk/

You can also turn these offers into social media posts, it will populate
the text, images and even the hashtags for you!!

4 Create Your Post A

Social Connections o

EDITTITLE
Discover the charm of Seville! - 4* Silken Al-Andalus Palace

Below Images are included in the post

EDITPOST

Explore Seville in 2025 staying at the 4* Silken Al-Andalus il |
Palace Hotel

Set among the gardens of the Heliopolis neighbourhood and
within walking distance to the Maria Luisa Park and Plaza de
Espafia, Silken Al-Andalus Palace Hotel is a city oasis.

27 nights from £688 per person including flights

. _

Pricing (as of 2024) - Facebook and Email marketing access £25 per
month (or £35 with enhanced social media posting)

For a subdomain (like the Inspire offers page). The set up fee is £495
and £59 per month (or £69 with enhanced social media).

For any further questions or to set this up, you can reach out to
Becky at Latecards - becky@travelmarketingsystems.com
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Sales Hints & Tips

Hints and Tips - Pre-Sale

The most important part of the whole sales process is creating a
genuine rapport. The oldest line is the book is people buy people, but
there is no truer phrase.

We always recommend asking you a client for a good time to talk
about their requirements, A holiday is an expensive and exciting
purchase and shouldn’t be rushed, so take their lead on times that
they are available.

Once you have that special time in person or the telephone
remember to make them feel like the most important person at that
time and be 100% completely in the moment with them.

Ask lots of open questions, The rapport building and the questioning
should take a minimum of 10 minutes. Remember it takes someone 7
seconds to make a first impression so make it count.

After asking the obvious how long would you like to go away for,
What dates are you available, How many adults/ Children, DOB etc.
it's time for some open questions and take a great deal of care to
listen and ask any questions at the end.

"Tell me about somewhere you have been in the past that you enjoyed
and why"

"What kind of things do you like to do on holiday?"
"What are your dislikes?"

"Is there anything that would make a real difference to your holiday?"
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Towards the end of the questions ask them how much they would
like to spend on their holiday - Try not to use the word budget.

Nine times out of ten a client will come back to you with "I don’t
know" or "as cheap as possible".

With this information we recommend you saying if | don’t put any
information into the search engine it will search holidays up to £3000
per person is this ok - Quite often they will say no that’s too much,

Then you ask what their limit is. It takes a few times to be confident
with this level of questioning, but it works every time.

Imagine going to buy a new car and you saying you don’t mind any
car, any budget - How can they quote you on anything from a Robin
reliant to a Porsche and all that’s in-between? It's the same process.

When you feel you have as much info as possible, recap recap recap!
Say "l am about to go away and find your dream break based on all
the information you have provided to me."

There are now 2 questions which are a game changer in separating
the lookers from the bookers, and they go like this...

1.) “If | find you the perfect deal, is it something you are looking to
book today? “

If they say yes - Say "wonderful!", and give them an idea of how much
deposit they may expect to pay so you are overcoming any objections
before you call them back.
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If they say no / they are just looking - you know which enquiries to
give priority to, You can say | can give you an idea, but prices change
all of the time.

Once you have found that perfect break, you're going to call them
back with this opening line ..

“Hi, it's XXX from the travel agents” and then be quiet for a moment.
If they say "which one" you instantly know they are shopping around!

Now it's time to sell that dream -

2.) Ask "Are you okay to talk?" = so you can be assured of their full
attention, and wow them.

Start with all the positives, be excited, if there was something stand
out they wanted wow them that you have found a holiday with this.

If they told you they love walking for example, research some great
areas pre-phone call so you really sound super knowledgeable.

Make personal recommendations for restaurants they might like -
Tripadvisor is a great tool for this.

Blow them away with exciting details and at no point until towards
the end should you mention the price.

Hopefully by the time you get to the price the client will be so excited
this will just become the icing on the cake.

Another good tip is to have an idea of what you are going to charge.
For example, if you are thinking you are going to charge £2500 for
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the family of 4 go in with a price of £3000 then take a small pause
and gauge their rection, Then you can say "we have a sale on today and
| can offer this holiday at £2500."

Ask what their thoughts are and finally TELL them it's perfect and ask
shall we book it.

Obviously, all your clients will have different requirements and it's
great practice to remember key details from previous holidays if they
are a repeat guest. There is something quite special about people
remembering things about you and your family.

We hope that following some of these suggestions means you get not

only the first sale, but you will retain your clients for many years to
come.

END
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Hints and Tips - Post-Sale

Customer Connection Calls

As an Independent Travel Associate it is best practise to reach out to
your customers on nhumerous occasions to maintain the connection
you have already built during the sales process and to make sure
they have a smooth and enjoyable experience when using your
services. It shows that you care and can really help enhance their
overall experience which in turn will help you build your repeat client
database.

Here are a few ideas of when to check in, the below is an example
timeline for when you have booked customers in January to travel

in the summer months perhaps. If you are confirming holidays for
customers last minute or very far in advance you would need to adapt
this to suit. Plan the times in that you will reach out to each of your
customers and use a diary system to remind yourself.

Post booking, 1-2 weeks afterwards

To check they received the booking confirmation, and they are happy
everything is correct, do they have any questions?

Balance payment reminder, 14-16 weeks before departure

A great opportunity to remind them of any ancillary products if they
were not added at the time of booking, helps maximise your margin
and all services will enhance their holiday experience too. Car
parking and airport hotels do increase in price the closer you get to
departure date as spaces book up. Airport lounges are amazing value
for money when compared to the prices of food and drink in airport
bars and restaurants and so much more relaxed.
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Check in online and tickets, 2-4 weeks before departure

Do your customers have any questions, a great opportunity to check
they have got everything ready for their holiday, run through a
checklist, should just be packing left to do now, last bits of suncream
to buy.

Provide value, 1 week to go

Share helpful information like packing tips, check the local weather,
offer a couple of restaurant recommendations and/or things to do in
the area they are visiting. Be approachable and encourage questions,
let them know that you are available to assist them. Wish them a
happy holiday!!

Follow up, within 1 week of their return

Always check in to see how everything went and ask for feedback, it’s
a great opportunity to ask for a review for your Facebook page and/
or google reviews. This shows that you care about their experience,
helps improve service and positive reviews that your customers can
read will help your business succeed. This check in also creates an
opening to discuss their next holiday as we all know the only way to
get over the holiday blues is by booking another!

CUSTOMER CONNECTION CALLS

.

1-2Weeks After 14-16 Weeaks 2.4 Weeks Before Only 1 Week Within 1 Week of
Booking Before Departure Departure to Go Return
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Booking follow up

Our biggest tip for this is to contact a customer before they contact
you. Make a Happy holiday call and ensure they have everything they
need Pre travel. Some of our ITA’s offer an online check in service to
save the customer doing this themselves. At this stage you can upsell
and potentially add on extras including airport lounges, Car hire, Car
parking at the airport etc.

Some agents chose to use their own CRM system, this can be
super helpful in sharing a lot of personal information of your clients
likes and dislikes and can provide helpful reminders for Birthdays,
anniversaries etc. If they are travelling for a special occasion, you
could make it memorable and personal with a celebration card.

Provide a hints and tips document for their destination, this should
include items such as a link to the government website showing
detailed passport and visa information, a description of what currency
is best to take, an overview of the weather, items to pack for example
mosquito spray etc.

This is personal preference, but the more information you can provide
the better experience for your client.

Our recommendations:
- A coin for the luggage trolleys at the airport is a nice touch
- A guide for their chosen destination

There should be several touchpoints pre-travel. Think about your
client and how you make those touch points unique to them using
some of the ideas above.
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Welcome Home

Personal Follow up Post-Travel - There is nothing nicer that a follow
up post-travel, an opportunity to ask how the holiday went, what
were their likes and dislikes etc. and make a note of this in their
journal so you remember this vital information for next time.

You will get the most value out of this by far by picking up the
telephone, However if this isn’t feasible for you an e mail or text on
their return is also a nice touch.

Remember the best time to book a holiday is when someone is
experiencing the all too familiar holiday blues so strike whilst the iron
is hot. Ask them where is next on the travel wish list.

Some agents chose to send a tea bag with a welcome home note
and maybe a leaflet of their services so they can enjoy a drink and a
perusal of where is next.

Whichever way you chose to welcome your client’s home is fine but a
personal touch is best.

Overleaf is an example of a welcome home letter we send to our
clients post travel.

Re visit the touch points and adapt your pre-travel steps to post-
travel steps. After the welcome home call, keep in touch via their
preferred method of communication, remember their special
moments, anniversaries, birthdays etc.

They may not have a holiday booked at present but the personal
touch will go a long way!
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Thank you for giving Inspire the opportunity to make the
travel arrangements for your recent trip. We hope that you
have had a wonderful holiday with us and that you have
made many happy memories that you will cherish forever.

If you are already dreaming of your next break or still taking
in the experience you've just had, we've some great news
for you - you are now entitled to an exclusive repeat booking
discount for your next break with Inspire, including:

Free accommodation upgrades
Airport lounge access
Free in-flight meals
Free seat selections
...and much more!

Rewards cannot be used in conjunction with another gift card/grant,
standard booking T&Cs apply.

To claim your discount...

Simply call our team on 0161 440 6735 and quote your reference number
IQF85F28, and our dedicated sales agents will let you know what discount you have
unlocked.

We appreciate you choosing Inspire and we hope that you look forward to travelling
with us again - it may come sooner than you think!

Yours Sincerely,

The mAfw;e Team
¢

()
inspirewebsite.co.uk Inspire Europe Ltd & Ve 22 o .
travelbyinspire.co.uk 19 — 21 Ack Lane East ﬁ?ﬁﬁ:‘[ﬁ I\gvo Ruc? ?Af UKgl‘flggrd
info@inspireemail.co.uk Brambhall, Cheshire
T +44 (0) 161 440 6600 SK7 2BE
F +44 (0) 161 601 8604 United Kingdom Inspire Europe Ltd is a fully bonded IATA, ABTA and ATOL license holder

Registered in England and Wales. Company no.560 9301. VAT registration no GB883 6342 95
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Remarketing to existing customers

Add your clients to your database and ask can you share offers with
them. At any point you can ask us for your raw data, This data will
ensure you are marketing the right destination to the right people.
The Inspire team are here to help with these little added extras which
will ensure the retention of your clients for many years.

END
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