CB Adding Remarks & Attachments

Adding Remarks to a Profile

Add Important Client-related remarks at the Profile Level. These remarks are not related to a
specific Trip, but good info for other advisors to know if they were helping your client.

Step 1 - Pull up the Clients profile

(or build one if needed), click on ‘Remarks’
tab and freeform remarks.

**Always Date your Remarks.

Step 2 - Click Apply to ‘Save’ remarks

Adding Remarks to a ResCard
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7.1.2020 This is Karrie Stewarts Neighbor
High-end travelers and will only stay in 5 star Hotels
Oldest Daughter, Lisa is handicapped and needs assistance when walking long distances

Add all important Trip-related conversations (including Clients, vendors, etc.) to the ResCard
Remarks. For instructions to attach email conversations, trip docs, Invoices, etc. see page 2.

Step 1 - Pull up the Clients profile
(or build one if needed), click on
‘Remarks’ tab and freeform remarks.
**Always Date your Remarks for
obvious reasons!

Step 2 - Click Apply to ‘Save’ remarks
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| | 12/156: booked flights and then had to book all hotels directly. Sabre doesn't have them ~
and Beds Online had the Parador, but now it is not available. They don't have a travel

agent way to set it up, but wanted to help the dient so bocked them anyway and sent

terms and conditions over, Sent insurance guote as well on just the airfare. Booked car

rental with Avis

12/19: booked Travel Guard. zent confirmation email of insurnace. talked about
sightzeeing options and thought best to go through hotels directy

324 sent email advsiing that Rio Celeste Hideway hotel cancelled their reservation due to
covid 19. In the email I sent to the dient I gave informatino on cancel policies for Parador
Resort {30 days prior), and Tabacon Resort is 15 days prior, adwvsd Avis car rental can be
cancelled, and advside AA will allow a full credit of ticket to use for travel booked by Dec.
11, 2020, Advsd that Travel Guard will alow a voucher for future travel bookings by
Septe. 30th ....advsd other than Rio Celeste nothing has been cancelled yet, waiting on
client to advise to go ahead or wait

13/24: Laurel replied back to go ahead and cancel reservations. emailed the Parador and
Tabacon reguesting refund

wxled Avis - no penalty, cancelled Aa flights and passengers will have credit to use
towards future travel within one year from date of issue.
putin for the travel insurance voucher as well

Inquiries & Quotes Res Cards: Please follow the same steps. Building a Res Card at the Inquiry or Quote

level is important as it allows you to Date and make Notes about initial conversations with the Client. This helps other
advisors identify who originally spoke with the client, provides Marketing opportunities, & helps you remember!




Attaching Important Documents and Communications to the ResCard:

Step 1 (saving to your desktop):

Open the email or document you want to attach to ResCard.
Click on file (top left)

Click on “Save As”

Make sure your desktop is highlighted

Make sure your filename is correct

Click “Save”

ok wnNeE

Step 2 (Attach to CB ResCard):

Go into CB

Open ResCard

Click on Attachment TAB

Click on Add

Click on “Browse for attachment”

Find the File and Double Click
Tip: Click on ‘Sort by Date’ to bring Doc to top of list

7. Press Okay
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Attaching a CB Invoice to the ResCard:

After invoicing in CB, click on the ‘Attach’
button (right hand corner). This will W s 0
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ch the invoice to your Res Card.

You will see all attachments by clicking on the Attachment Tab in the Res card.
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