








2. Emails from Signature: View All Communications sent to your agency from Signature by clicking on the Emails
from Signature link within the Communications Menu OR Click Home/Admin under Communications and then
the link for Emails from Signature in the Owner/Manager Only box.

\ Welcome John Q. Smith - ABC Travel | Tuesday, Au
E Communications
Home/Admin
Blog
Bulletin Board Owner/Manager Only:
Calendar
Emails from Signature ADD News Article
Helpful Links Emails from Signature <mm—
Member List Owners Only News
News Sales Reports

Owners Only News
Signature Contacts
Signature Staff
SigNet News App
Support Documents
Young Advisors Community Bulletin Board Calendar Helpful Links

Communication

Connect with other Signature travel Events and training Websites for suppliers. news. information. Sit

View Communications sent within the last 60 days. Click Email Stats to view your agency’s stats for each email

sent.
Distribution List Mailings Successfully Completeq(last 60 days

Date Sent Subject User Stats

08/29/17  August isn't over yet, connect with your exclusive partners! Signature Connect Email Stats
08/28/17  Don't Miss Signature's Exclusive Webinars this Week Training -Signature Travel Network Email Stats
08/25/17  Brand New Offers from Our Friends at Skift Signature Connect Email Stats
08/24/17  Nolan's Weekly Sales Tip: Helping People Matters Signature Connect Email Stats
08/23/17  Heidi's Land Tips: TCS World Travel and Land Supplier Updates Signature Connect Email Stats
08/22/17  Don't Miss Exclusive Promotions & Training Signature Connect Email Stats.
08/22/17  Signature Order, Coding, and Customization Deadlines for The Travel Magazine 6th Edition and 10 Secrets of Travel 2nd Mailing Signature Marketing Services Email Stats
08/21/17  Don't Miss Signature's Exclusive Webinars this Week Training -Signature Travel Network Email Stats
08/18/17  AMessage from Alex: Owner's August Update Alex Sharpe Email Stats
08/17/17  Nolan's Weekly Sales Tip: Sugar Cane Sales Signature Connect Email Stats
08/16/17  Brian's Cruise Tips: Oceania Cruises Signature Connect Email Stats
08/15/17  Your Exclusive Partner Insight for the Week! Signature Connect Email Stats
08/14/17  Don't Miss Signature's Exclusive Webinars this Week Training -Signature Travel Network Email Stats
08/10/17  Email for Signature Owners: Update on Non-Refundable Promotional Fares Brian Holmberg Email Stats
NOIAAMT  Malaale Wianbhes €lan Tin: Toim Tinn fom Pandicn [SS— PR ST,

Once Email Stats is clicked you can view the details of the email including the open rate for your agency. Click
View Extended Report for more detailed information.

Distribution List Reports (Owner View)

Note: The numbers below represent the number of individual clients that opened or didn't recieve information during
this particular email. Tracking features are only available to emails sent out after July 19th, 2007.

Email Date: 24-Aug-17

Email Subject: Nolan's Weekly Sales Tip: Helping People Matters
Originating Agency: Signature Travel Network

Message Type: html

Total Opened: 0/2( 0%)*
2

Total Sent:

Opened Total
Overall Totals 0 0/2( 0%)
View extended repon@
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3. Member Sales Reports: Owners can view their agency sales reports by cascading the Communications menu
item and clicking the Home/Admin link and then selecting Sales Reports from the Owner/Manager Only box. You
can also find Sales Reports under Tools/Reports > Sales Reports

\ Welcome John Q. Smi
E Communications
Home/Admin
Blog
Bulletin Board Owner/Manager Only:

Calendar
Emails from Signature

ADD News Article

Helpful Links Emails from Signature
Member List Owners Only News

News Sales Reports «mmm—
Owners Only News
Signature Contacts
Signature Staff
SigNet News App
Support Documents
Young Advisors Community Bulletin Board Calendar Helpful Links

Connect with other Signature travel Events and training Websites for suppliers, news, inform

Communication

Sales Reports - Welcome

Discrepancy Reporting Sales Data Descriptions Hotel and GDS Reports International Members

Sales Reporting & Future Credits

1. To see our new illustrated PDF of 5 Dashhoard Tips, click the blue "Training" tab button.
2. To launch your interactive dashboard of preferred supplier sales and future credits, click below:

Home/Admin

Branch Graphics

Branch Listing - All

Client Survey Reports

e S\ ‘ SIGNATURE TRAVEL NETWORK

Hotel Connection 2.0

)R | SALES REPORTING

My Advisor Profile

SigNet Administration

Sales Reports Click Here to Access Reporting

From this report, you can find your TRAVELED sales. The Sales Data Description details what is counted towards
your revenue for each preferred partner. If you find there is revenue missing, please click on Discrepancy
Reporting to fill out a form to alert the Signature Team. It is a Best Practice to check your Sales Report at the end
of each quarter.
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4.

Owner Only Bulletin Board: Click Communications to cascade the submenu. Then, click on Home/Admin and
then Bulletin Board from the landing page OR click Bulletin Board directly from the cascaded submenu. Once on
the bulletin board, click the Owners link to read all owner posts. Click the link to Add a Topic to post a question
to the owner only section. Click the link to Search Bulletin Board Archives to view past articles.

Welcome John Q. Smith - ABC Travel

Home/Admin

Blog

Bulletin Board
Calendar

Emails from Signature
Helpful Links
Member List

News

Owners Only News

Q Communications

Owner/Manager Only:

ADD News Article
Emails from Signature
Owners Only News
Sales Reports

Signature Contacts
Signature Staff mmunication

SigNet News App

Support Documents
Young Advisors Community

MARKETING

TRAINING

Bulletin Board Calendar Helpful Links
Connect with other Signature travel Events and training Websites for suppliers, news, information,
consultants el international travel and more

OFFERS

HOTELS

SIGNATURE BULLETIN BOARDS- Agency Forum

Signature,
Search Bulletin Board Archive &)
Please select a forum.{ ownersPAgency @ Add Topic

ost your questi th

every way possible!

“Ignacio's Travel Scoop”
Search for Signature Member Marketplace Suppliers

by Signature Intranet hould NOT be t tted, copied or shared with Signature suppliers andor industry personnel not affiliated with Signature Travel
Network.
Date Subject (#Replies)
08/28/2017 SMALL GROUP TOURS IN ENGLAND, IRELAND & SCOTLAND (1)
08/28/2017 Tel Aviv Hotel (1)
08/28/2017 Pre booking Alilaguna in Venice - some questions (0)
08/28/2017 Maldives (2) -1like
08/28/2017 Travel brochures for Portugal (1)
08/28/2017 Luxury Hotel Granada - Spain (0)
08/27/2017 RUSH PASSPORT (1)
08/26/2017 Looking for a condo/home on or near the beach in SE USA (3)
08/25/2017 Dog Friendly land or sea tour (0)
08/25/2017 Pulau Pacifica Hotel (0)

5.

Owners Only Page: To access information that only owners or agents with owner permissions can view, you can
either cascade the Communications menu and click on the Owners Only News link OR Click the Home/Admin link
and choose Owners Only News from the Owner/Manager Only section.

Home/Admin

Blog

Bulletin Board
Calendar

Emails from Signature
Helpful Links
Member List

News

Owners Only News
Signature Contacts
Signature Staff
SigNet News App
Support Documents

Young Advisors Community

MARKETING

TRAINING

OFFERS

HOTELS

SUPPLIERS

\

Welcome John Q. Smith -

Communications

Owner/Manager Only:

ADD News Article
Emails from Signature
Owners Only News
Sales Reports

Communication

Bulletin Board) ©"VNer Only Communication

ConnectwithotherSignall  Silversea Cruises Early Booking Bonus Program
consultants Click here for more information. ..

How Allianz Can Extend Your Brand & Client Satisfaction! Owners/Managers Only (Recorded webinar) oscs: XT3

Overview of how Allianz helps agency partners and their clients. New updates on tools to make selling easier.

News

Signature, suppliersan  Adding Insurance to your Business Plan - Owners/Managers Only (Recorded webinar).ovz¢:7 I

Build a new source of revenue when you o Guard insurance plans! Jo e share information on how to maximize travel insurance sales within your agency. .

ASTA Careers Center o«

c joband s

Dr. Bob’s Blog: Grading Your PBOT
This is the first quarterly blog by Dr. Rober

itator of the Travel Agency Management Solutions (TAMS). ...

selyn, Advising Consultan

Signature Business Update (Recorded webinar)

Join Alex for the Signature Business Update Webinar for Ow d Managers. ..

California Seller of Travel Law - March 2017 Update ca/20:7
ASTAMember Notice...

Questions: techsupport@signaturetravelnetwork.com

Page 6 of 51
REVISED: 7/28/20




MARKETING

Owner/Manager Only: Some of the Marketing items can be found in the cascaded Marketing Menu as well as by clicking
on the Home/Admin link and then within the Owner/Manager Only section.

COMMUNICATIONS :
[l Marketing Marketing Settings [

CRUISES marketing@signaturetravelnetwork.com
emarketing@signaturetravelnetwork.com

DESTINATIONS

Tools - Marketing: Owner/Manager Only:
HOTELS
Agency Specific Marketing Agent Marketing Setting
NG Signature Travel Network: Logos, Graphics and Usage Information Approvals Website
Social Network Reporting ClientBase EMC SYNC Reports.

Home/Admin

Agency Marketing
Approvals Website i i
Client Reach List Services

Clients with EMC Codes not in CB
Facebook Mini-Apps

Digital Publications Marketing Order Forms
E-Marketing Calendar Transfer EMC Clients Tool
E-Marketing Center

Infographics and Value Tool = N "
List Services = E-mail Marketing Update Preferences

Marketing Order Forms

Microsites

Publications & Direct Mail Client Reach E-Marketing Calendar E-Marketing Center

Public Relations Tools Client email messaging program Email campaign schedule Look-up clients, generate campaigns, access

Signature Promotions reporting and more
Travel Videos

MOBILE APP

OFFERS = Print Marketing Update Preferences ‘

1. Approvals Website: The Approvals Website link is where an owner can review the custom information that will
print for their agency. To access, cascade the Marketing menu item and select Approvals Website. This link is
also accessible from the Marketing Order Form.

OKipsu[KIIEl © oo va B

Welcome John Q. Smith - ABC Travel | Tuesday, July28,2020 | Signout  ¥¢ 4

Approvals Website
Make a selection from the agency list below to open the Approvals site for that location.

This company information will print as currently posted if changes are not submitted via the approvals site. If changes are submitted, you will be notified via email
when the changes have been made and reposted for review. It is then once again your responsibility to ensure the changes are accurate and the information is
approved.

Click here for guides and tutorials

Select Agency to View For Approvals Site:

== Select Agency == $

Questions: marketing@signaturetravelnetwork.com

2. Marketing Order Forms: Owners can access the Marketing Order Form under the Marketing Menu or by
selecting Home/Admin and Marketing Order Forms from within the Owner/Manager Only section.
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emarke
DESTINATIONS

Tools - Marketing: Owner/Manager Only:
HOTELS

Agency Specific Marketing Agent Marketing Setting

Signature Travel Network: Logos, Graphics and Usage Information Approvals Website

Social Network Reporting ClientBase EMC SYNC Reports

Home/Admi
lome/Admin Clients with EMC Codes not in CB

Facebook Mini-Apps
List Services

Agency Marketing
Approvals Website
Client Reach
Digital Publications
E-Marketing Calendar Transfer EMC Clients Tool
E-Marketing Center

Infographics and Value Tool = " "

List Services = E-mail Marketing

Marketing Order Forms Marketing Order Form
Microsites

arketing Order Forms

Signature Publications

Publications & Direct Mail

Public Relations Tools
Signature Promotions

Travel Videos

Cickhareto ccesdeaka regarding theorderform,

Total # of Samples Sentto

Preferred Zip SENLD  ouspaperinsert  #of Indicia/Post
MailQty | LstOrderQty  Samples gt Multiple vty nsertLocations Chante Service "L customization
sentto Offce Locations
he Travel Magazine (view detaled pricing)
Travel Magazine, 15t Editon;
NA NA B
Theme: New Horizons (i) 3
he Travel Magarine, 2n
o eneraniy e
T Travel Magazine, 3rd
NA NA
dton; Theme: Adventure
The Travel Magazine, dth
A NA v
Editon; Theme: Cuise : ()
The Travel Magazine, 5th
NA NA &=
Edition; Theme: Europe L i
he Travel Magazine, 6th
diton; Theme: Celebration NA NA @
Travel
10 ecrets of Travel (vew detaied pricing)
10 Secrets of Travel Brochure,
st Maling NIA NA ® ¥
10 Secrets of Travel Brochure,
N N

3. Customize Client Form: Owners can customize the Client email form which can be found by cascading the
Marketing Menu and selecting E-marketing Center. From the Customization dropdown, select Customize Client
Form.

lcome Sighet Demo (OWNER) - ABC Travel | Wednesday, November 19,2014

o B

+ 00

SIGNE

Signature E-Marketing Center

DESTINATIONS

Clients*  Market Segments*  Campaigns ® m Emarketing Chlendar  Agency Campaign Selections

Customize Client Form £— v
1§ new emarketing clients to ClientBase and they will sync to

“The Add Link has been remaved becsuse your agency is synced
Signature within 24-48 hours. Questions: Email Emarketing@sigp Email Campaign Custom
Comments

Lookup A Client Record By :
Customize E-mail Footer
First Name:
Confirmation Email

Last Name : Special Block

Compan:

Name:

Templates =

E-Mail Address:

Signature Client ID
Note: The Signature Client 10 field requires a numeric entry

myTravelSite Username:

State/Province ; N/A hd

Zip Code:

Marketing Partner ID:
OFFERS Note: For more than

ne marketing partner ID use 3 comma seperated list

® Must match one or more partner ID's

Must match ALL partner ID's

4. ClientBase EMC SYNC Reports: In this section, members can view the results of the daily Client Connection sync,
including client updated, imported and any clients that did not import due to errors in ClientBase or the sync
process.

Page 8 of 51
REVISED: 7/28/20







COMMUNICATIONS

CRUISES

DESTINATIONS

HOTELS

Home/Admin

Agency Marketing
Approvals Website

Client Reach

Digital Publications
E-Marketing Calendar
E-Marketing Center
Infographics and Value Tool
List Services

Marketing Order Forms
Microsites

Publications & Direct Mail
Public Relations Tools

E Marketing

Tools - Marketing:

Agency Specific Marketing
Signature Travel Network: Logos, Graphics and Usage Information
Social Network Reporting

marketing@sig
emarketing@sig

Owner/Manager Only:

Agent Marketing Setting
Approvals Website
ClientBase EMC SYNC Reports
Clients with EMC Codes not in CB
Facebook Mini-Apps

List Services

Marketing Order Forms
Transfer EMC Clients Tool

Client email messg

EMC Move Clients

Move Client List From ( - Select Agency To Move From -

o
—J

Attach From Agent

[ -Select agency to move from first- ¥ ]

Move Client List To (- select Agency To Move To - )
Attach to Agent [ -Select agency to move to first - #]
Move

Questions: emarketing@signaturetravelnetwork.com

7.

the Marketing Menu and select Client Reach from the submenu.

COMMUNICATIONS

CRUISES

DESTINATIONS

HOTELS

A ETING

Home/Admin

Agency Marketing
Approvals Website

Client Reach

Digital Publications
E-Marketing Calendar
E-Marketing Center
Infographics and Value Tool
List Services.

Marketing Order Forms
Microsites

Publications & Direct Mail
Public Relations Tools
Signature Promotions
Travel Videos

MOBILE APP

OFFERS

SUPPLIERS

Client Reach: The Client Reach link is where Owners can manage their Client Reach Settings. To access, cascade

Welcome John Q. Smith - ABC Travel | Tuesday, August 29,20

Manage Client Reach Settings  (acTravel-272, )

o[

ADashboard Home | R MessagesByRescard | MAllMessages | @Excluded Rescards

Settings/ Tools

Client Reach is LIVE and all messages will be sent as they appear in the queue.

o Reporting
o View Member Reservation Cycles
o Client Reach Branch Participation Settings
o Client Reach Consultant Participation Settings
o Manage Custom Message Types
o Customize Message Type Settings.
o Customize Message Text
o Customize Message Banners
o Global Member Reminder Settings
o Consultant Reminder Settings
o Timeline Rules:
o Cruise Vacation Messages
o Land/Tour Vacation Messages
o Hotel Vacation Messages
o Non-preferred Cruise Vacation Messages
o Non-preferred Land/Tour Vacation Messages
o Non-preferred Hotel Vacation Messages

o General Messages

i General Messages

@Excluded Profiles | # Settings/ Tools |

Questions: cr@signaturetravelnetwork.com
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SUPPLIERS

1.

Performance Incentive Earning Opportunity Report: This link provides access to the Performance Incentive
Earning Opportunity Report. You must read and agree to the confidentiality clause before downloading the file.
To access, cascade the Suppliers Menu and then click Performance Incentive OR select Home/Admin and then
click the link for Performance Incentive Opportunities from within the Owner/Manager Only section.

CCOMMUNICATIONS

Suppliers

CRUISES

DESTINATIONS
HOTELS Owner/Manager Only:
MARKETING

MOBILE APP

SUPPLIERS
Air

Home/Admin Air consolidator supplie

ABC Global Services

A

Business Services

Carflimo

Cruise

Destination Specialists Hotel &Resorts.

Hotels &Resorts Signature Hotel &Resort pr

Insurance

Land/Specialty

Search for Suppliers
Thor Hotel Program
Tourism Boards

= Resources & Guides

Performance Incentive Opportunities
Supplier Display Settings
OFFERS

Download File From Signature Travel Network

File to Download: Performance Incentive Earning Opportunity
Report

All of the following information is considered to be highly sensitive
and proprietary. It is acknowledged that such information
constitutes trade secrets and must be held in confidence to allow
Signature to compete effectively in the marketplace. You agree that
you will not use any such information, under any circumstances, nor
will you provide, directly or indirectly, such information to a third
party, without the prior written consent of Signature.

Name:  JohnQ.Smith
Company: ABC Travel
Date: 08/29/2017
I have read and understand the confidentiality clause as listed above.

Submit and Download File

Supplier Display Settings: This section allows owners to hide specific Cruise and Tour suppliers from Signature’s
list. Click the link at the top to change between cruise and land suppliers. Uncheck any you do not want to show.
To access, cascade the Suppliers Menu and then click Home/Admin and then the link for Supplier Display Settings

from within the Owner/Manager Only section.

COMMUNICATIONS = Suppliers

CRUISES
DESTINATIONS
HOTELS Owner/Manager Only:

MARKETING
Supplier Display Setting

MOBILE APP

OFFERS

SUPPLIEF

Air
Air consolidator suppliers

Home/Admin

ABC Global Services
Air

Business Services
Car/Limo

Cruise

Destination Specialists
Hotels & Resorts
Insurance
Land/Specialty
Reference Guides

Hotel & Resorts

Signature Hotel &Resort program

Performance Incentive

Performance Incentive Opportunities

Manage Agency Supplier Display Settings

Cruise Suppliers Settings | Tour Suppliers Settings | Destination Specialist Settings
Land Tour Rating Settings

(Cruise Suppliers
Carrent

AmaWaterways
Aqua Expeditions
Azamara Club Cruises”
Celebrity Cruises”
Travel | Crystal Cruises®

Cunard® Line

BN

Disney Cruise Line

Holland America Line

M)

Hurtigruten Voyages of Exploration
Insight Vacations

Lindblad Expeditions

Norwegian Cruise Line”

Oceania Cruises

Paul Gauguin Cruises

Princess Cruises”

Quark Expeditions

RN BN

Regent Seven Seas Cruises”
Royal Caribbean International”

Seabourn

[<J]

SeaDream Yacht Club

<]

Questions: techsupport@signaturetravelnetwork.com
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Creating Agency Cruise Offers:

The process has never been easier. You can now simply DUPE (duplicate) any cruise offer in the Signature database to
create your own Agency Cruise offer for that ship and sailing date.

In the past, when Signature had an amenity sailing (Signature Collection offer), you were not able to DUPE that offer.

You would have had to locate a similar offer for the same ship, duplicate that offer, then make the necessary
modifications to the offer.

Step 1 - Locate the Offer You Wish to Duplicate

Go to Suppliers > Cruise Suppliers > click on the Supplier name for the cruise line you desire > click on the Ships link at
the top of the Supplier’s profile to access the list of ships for that supplier.

On this page, you see a column that indicates the number of Valid (Live) offers and a column that indicates the number
of Incomplete offers. The Incomplete offers count shows the number of pending agency offers that await activation.

Oceania Cruises

| General | Ships | Destinations | Avid Traveler | News | Promas | Multi-Offers | € Contacts (27) | {8} Documents (6) | Agency Notes (0) | Agency Memo | Supplier Listing | Update Supplier Pricing | Training

| Signature's Oceania Cruises website

Insignia 56 0
Marina 66 0
Nautica 43 0
Regatta 52 0
Riviera m 0
Sirena 66 0

When you create an Agency Offer, it will always be “Incomplete” until you have reviewed the offer, made any
necessary modifications and then marked it as “Complete.” Only once an offer is marked as “Complete” will it show up
on your agency’s website and within CruiseFinder for your agents to see.

PLEASE NOTE: Agency offers will show side-by-side for agents on the Signature Intranet within CruiseFinder when
doing a search that results in the agency offer matching that search’s criteria. However, when a consumer does a
search on your agency website, the agency offer has precedence and any Signature offers for the same ship and sailing
date will be suppressed from

consumer view.

Click on the ship name to access the list of offers. The list of offers is grouped by Valid Offers, Incomplete Offers, Dropped
Offers and Sold Out Offers. Valid Offers and Incomplete Offers are what we will be addressing in this lesson.

Oceania Cruises: Insignia

Valid Offers (56) | Incomplete Offers (0) | Drppd. Offers (30) | Sid. Out Offers (0)
| Ship Info | Request Ship Review ] Costomize & Eman IS SNIp PrICING

ADD A NEW OFFER |
| Agency Batch Pricing Upload Tool |

Set default to view all - View All <<prev (1] 2 3] Nexts>
Valid Cruise Offers Type Key: GEN (Generic Offer); SIG (Signature Collection]; HOST (Hosted Sailing); AGCY (Agency Offer)

D Tme DepDate  Title

1237354 GEN  09/30/17 10-nij tline ing OLife Choice, a Limited Time Package on 2017 Insignia Departures.

1237355 GEN 10/10/17  10-ni
1237356 GEI

1020117 100 i 3 Adding Oife Choice, a Lim
1242111 GEN  10/2017 2! aboan t Adding OLife Choice, a
1237357 GEN 10830017

1237362 GEN 11/1417 1

1237368 SIG  11/24/17
1237369 GEN  12/01/17

X
LB 6 LT enities Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures.
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Locate the offer that you wish to duplicate — ensure the sailing date and cruise length match the offer you wish to create.
Click DUPE for that offer.

Valid Cruise Offers Type Key: GEN (Generic Offer); SIG [Signature Collection); HOST (Hosted Sailing); AGCY (Agency Offer)

0 Tye DepDate  Title Dupe  Del
1237354 GEN 09/30/17  10-night Capitals & Coastlines Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Dupe  Del
1237355 GEN 10/10/17  10-night Capitals & Coastlines Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Dupe  Del
1237356 GEN 10/20/17  10-night Capitals & Coastlines Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Dupe Del
1242111 GEN 10/20/17  25-night Seaboard Sojourn Vayage Ask About Adding OLife Chaice, a Limited Time Package on 2017 Insignia Departures. Dupe  Del
1237357  GEN 10/30/17  15-night Stars ta Shores Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Dupe Del
1237362 GEN  11/14/17 10-night Panoramic Caribbean Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Dupe Del
1237369 GEN 12/01/17  T-night Timeless Cuba Voyage Ask About Adding OLife Choice, a Limited Time Package on 2017 Insignia Departures. Del

Once you click DUPE, one of two things will happen.

1) If you have selected a generic cruise offer that has no amenities and is not part of The Signature Collection,
you will be prompted to confirm your selection to duplicate the offer for the sailing date shown.

Duplicate offer: 7-night Timeless Cuba Voyage

Date 12/1/17

Duplicate Offer!

2) If you have selected an offer that is part of The Signature Collection (with special amenities) you will be
shown the following notice. Should you wish to continue, you will then see the prompt to confirm your
selection to duplicate the offer for the sailing date shown (as shown above). PLEASE NOTE: If you choose to
Cancel, you will exit the offer duplication process for that sailing. The only way to create the offer is to
acknowledge the removal of the Signature amenities.

You are about to duplicate a Signature Collection offer. By
choosing to continue, you acknowledge that any special
amenities, booking instructions and fares listed within the
ariginal Signature Collection offer will not carry over to your
agency offer. Do you wish to continue?

Cancel OK

Step 2 — Modifying Your New Agency Offer

After you confirm to duplicate the offer in question, your page will refresh and will display your new Agency
Cruise Offer. Should you close the offer, you will locate the offer in the Incomplete Offers section as shown in
Step 1 on Page 2.

Your newly created Agency Offer will show the status as Incomplete and will have been assigned its own
respective Offer ID number. You can now use the links in the Admin section to update your offer.

then contacting suppliers.

2 OFFER ID: 1285363
Overview

7-night Timeless Cuba Voyage

Itinerary

Pricing & Staterooms

Ship Info +

Reviews
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A Admin -

Clicko toggle the following 0ptions  add / Edit Offer ttinerary
Best Value OFF

Confirm & Delete Entire Itinerary
Hot Offer OFF

Hide Shere Excursion Group Link

Block offer for agency family
Block offer for this agency

Add / Edit Stateroom(s)
Confirm & Delete All Offer Pricing
ecords

Mark Offer as Complete
Edit Offer Info
Set Cruise Destinations

Edit Your Offer:

To simplify the process, the following items, managed from the Edit Offer Info link, have been carried over
from the original offer:

1)
2)
3)

4)

5)
6)

7)

The offer title

The departure date and drop date (the drop date is the date that the offer will no longer show in the database)
The Itinerary Description (this is the starting port and ending port for the itinerary). It is important that

this remain as simple as possible (Port A/Port B) or (Roundtrip Port A) as this information also shows on

the cruise search results page within CruiseFinder.

The Length (in nights). Regardless of how the cruise line shows their sailings, we always show the length in
nights. Also, when calculating the length for voyages that include a travel date from the USA, we do not
include that travel day and begin to calculate the length based on the first “on cruise” or “on cruise tour” date.
Cruise Inclusions — we have a standard set of inclusions for each line. You may use this field as-is or change the
verbiage to reflect your specific inclusions.

Available Add-Ons - we have a standard set of add-ons for each line. You may use this field as-is or change the
verbiage to reflect your specific options.

Remarks — these are the standard Terms and Conditions for the cruise offer. We recommend that you keep
these as close to what we have posted as possible, should you need to make modifications, to ensure that

all bases are covered.

The following fields would be where you list your Agency Cruise Group specific information that is visible to

CONSUMERS:

1) Cruise Inclusions — if different than what is listed in the Signature offer.

2) Co-branding logo — this is a new field which allows you to select a photo file saved on your computer and load it to
the offer. Example — Group’s logo, radio station logo, etc. Can be .jpg or .gif format.

3) Amenities: enter your group specific amenities here

4) Theme Type/ Theme / Theme Additional Info (if applicable)

5) Port Charge Remarks: if you know the amount of NCFs and wish for this amount to display in the default
statement, enter it here and it will update the default port charge amount in the Fees Statement. Otherwise
enter it as part of your Fees Statement verbiage and override the default.

8) Commission & Fees Text & Override Default Text check box: This field manages the statement that shows

under the pricing table that speaks to topic of NCFs (port charges) and other fees. If you wish to override the
default text, enter your desired information here and make sure to check the “Override Default Text” box.

Page 14 of 51
REVISED: 7/28/20




B T - Theme Type
Edit Existing Otfer: Insignia

Consumer & Agent Viewable Data

Theme

Theme Additional T T "

Length (Nights) Port C

Cruise Inclusions

Co-branding Logo

The following fields would be where you list your Agency Cruise Group specific information that is visible to
AGENTS ONLY:

1) Group: enter your group number here

2) Bkng. Instructions: this is probably the most important field. This is where you list the full details on how to
book the cruise and obtain the amenities in order to ensure that your client is getting what is offered.

3) Group rate code: (use if applicable) enter the group rate code that may apply.

4) Mktng Info: (if applicable) enter any Marketing Information that would be pertinent for your agents to
know — such as if the offer was featured in a newspaper ad or email campaign.
5) Special Features / Exclusive Amenities: set this to YES if your offer has exclusive amenities
6) Cruise Availability — All Agency Customers OR Affinity Groups.
1) Select All Agency Customers if you want anyone searching your website to access this offer.
Select Affinity Groups if you do not wish for this offer to be searchable within your cruise offer database.

Provide your Affinity Group with the Offer ID number and they will be able to locate the offer on your
website via an Offer ID Search box.

[BgentOnly Viewable Data)

Bkng. Instr. B I UlE= F

Mitng.tnfo  Wp T Uz "

GrowpRatecods |[B 1 uii = ® Special Features

Exclsv. Amen.
Cruise Availability

© All Agency Customers
Affinity Group

Step 3 — Cruise Destinations and Itinerary Admin

The Cruise Destinations for your Agency Offer have been carried over the the Signature Offer. The Cruise
Destinations link is where you manage the “searchable” destinations for the respective offer. For example, a cruise

on Seabourn to the Mediterranean would be set to display if a consumer searches for Europe, Mediterranean or
Small Ships.

The Itinerary for your Agency Offer has also carried over from the original Signature Offer. Should you wish to edit

the itinerary (add a detailed description for a day’s activities, notes on a particular port you may do so by using the
Add/Edit Offer Itinerary link.
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Both options listed above are located in the Admin Section under Add/Edit Offer Itinerary:

b Print  Sabre Cruises  BookingInfo  CustomerView ntTools - NS

Add / Edit Offer Itinerary
Confirm & Delete Entire Itinerary
Hide Shore Excursion Group Link

Best Value OFF
Hot Offer OFF

Block offer for agency family
Block offer for this agency

Add / Edit Stateroom(s)
Confirm & Delete All Offer Pricing
ecords

Mark Offer as Complete
Edit Offer Info
Set Cruise Destinations

Stateroom Description & Pricing Info For Offer: 7-night Timeless Cuba Voyage (Departs: 12/08/2017)
Cruise Destinations Add Cruise Destination
Destination Delete Select One
Caribbean Delete. Submit
Cuba

Itinerary

—
sort|]  ArrivalDate Departure Date Port Arrive Depart Edit Leg Delete Leg
0 12/08/2017 12/08/2017 Miami 6:00 PM Edit
0 12/09/2017 12/09/2017 Havana 200PM m
0 12/10/2017 12/10/2017 Havana 7:00PM m
0 12/11/2017 12/11/2017 AtSea m
0 12/12/2017 12/12/2017 Cienfuegos T:00AM 400 PM m
0 12/13/2017 12/13/2017 Santiago de Cuba 12:00 PM 6:00 PM m
0 12/14/2017 12/14/2017 AtSea m
0 12/15/2017 12/15/2017 Miami 8:00AM m
UpdateSort | Resetsort I

Use the Edit Leg link to make changes to that particular itinerary entry. Use the Delete Leg link, to delete that
itinerary entry. The system shows the itinerary in date order then time order. If there are multiple ports on the
same date, as long as a timeframe is set for each port, it will show in the correct order. The “Sort” column is used
to manually set the port order for cruises that show multiple ports on a single day, however do not list port times.

Once you have completed any necessary edits, click Itinerary Complete to return to the offer page.

Again —what was copied over from the Signature offer should suffice for your Agency Offer, so edits to the itinerary
may not be required.

The Confirm & Delete Entire Offer Itinerary button, does just that. It is a quick link to completely delete the listed
itinerary.

Print  Sabre Cruises  BookingInfo  Customer View  Agent Tools - [RSSINIT

Add / Edit Offer Itinerary

Confirm & Delete Entire Itinerary
Hot Offer OFF
Hide Shore Excursion Group Link

Block offer for agency family
Block offer for this agency

Add /[ Edit Stateroom(s)

Confirm & Delete All Offer Pricing
LEIGH

Mark Offer as Complete

Edit Offer Info

Set Cruise Destinations

Step 5 — Pricing Admin

Your new Agency Offer will not show any categories or pricing carried over from the Signature Offer. You will need to
manually enter the categories and fares you wish to display to your clients. Do this by clicking the Add/Edit Staterooms
link. Below is a screen snap of the offer BEFORE any pricing and staterooms have been assigned to the Agency Offer.
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Overview

tinerary

| Crsngessterooms

Ship nfo

ship:

DepartDate: 12/08/2017

oFFERID: 1285363
7-night Timeless Cuba Voyage

© ABCTRAVEL EXCLUSIVE AMENITIES

ABC Travel's Salsa Dancers of the World Group Amenities:

« amenity2
« amenity3

Offer 10: 125363

REMARKS.

CRUISE INCLUSIONS.

AVAILABLE ADD ONS.

o+ o+

GROUP INFORMATION

OFFERID

1285363

gle t
Best Value OFF
Hot Offer OFF

Admin ~

Add / Edit Offer Itinerary
Confirm & Delete Entire Itinerary
Hide Shore Excursion Group Link

Block offer for agency family
Block offer for this agency

Add / Edit Stateroom(s)

Confirm & Delete All Offer Pricing
Records

Mark Offer as Complete

Edit Offer Info

Set Cruise Destinations

Below is the view of the Add/Edit Staterooms tool. Select the stateroom (you can ignore the number before the
category/stateroom name as that is an internal code.

Stateroom Descril + 7-night Ti vage
Current staterooms
Delete. Room Type Air Included Price Agency Group Price Edit
Add staterooms
Room Type

Air Inclusive Pri

Agency Group price
Per

s

Special Notes

Highlight the category on the list, then enter your price in the Agency Group Price Per Person field. If you wish to
feature a stateroom without pricing (as a reference for consumer to click on and see the room details), select that
category from the list and use the default “999999999” code for the price. This will then show the category on the
offer as “Call For Pricing”.

Stateroom Description & Pricing Info For Offer: 7-night Timeless Cuba Voyage

Current Staterooms

Agency Group Price Edit

$3,999.00-AGENCY. m

Delete Room Type Air included Price

A2 Concierge Level Veranda

§999,999,999.00

Add Staterooms

Room Type

Use the Special Notes field to add a short note about the stateroom category pricing, if applicable.
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If you make a mistake adding the fares, you can use the Edit or Delete links for that category.

Note — if you wish to display air-inclusive pricing, it MUST include ALL fees/taxes/service charges. D.O.T. strictly
enforces this regulation and issues hefty fines upon those who do not comply. For this reason, we set the default
Air-Inclusive fare to “999999999” so the offer will say “Call for Pricing”.

When you’re done loading the pricing, click/tap “Back to Offer”:

 Stateroom Price Created.

Stateroom Description & Pricing Info For Offer: 7-night Timeless Cuba Voyage

Current Staterooms

Delete Room Type Air Included Price Agency Group Price Edit

D Ocean View Stateroom $999,999,999.00 $2,999.00-AGENCY
A2 Concierge Level Veranda $999,999,999.00 $3,999.00-AGENCY Edit

Add Staterooms

Room Type

Step 6 — Offer Review

You now have an Agency Offer that is ready for review. Please go over the offer completely to ensure that all items are
entered as desired — especially the rates. Check each of the sections for your new offer:

Offer is incomplete

The offer ID number is an internal Signature reference number - Please do NOT refer to the offer ID when contacting suppliers.

OFFER ID: 1285363

7-night Timeless Cuba Voyage

Overview

Itinerary

Pricing & Staterooms
Ship Info .
Reviews
© ABC TRAVEL EXCLUSIVE AMENITIES
Ports: Roundtrip Miami
P ABC Travel's Salsa Dancers of the World Group Amenities:

Cruise Line: Oceania Cruises * Amenity 1

« Amenity 2
Ship: Insignia o Amenity3
Depart Date: 12/08/2017

Booking Instructions:
Please click here to access full booking instructions.

There are certain areas of the offer, such as the “Consultants” section on the overview page and the “Group
Information” section on the Pricing and Staterooms page.

Once you have completed your review and are certain that all items are correct, you are now ready to publish your
Agency Offer.

Step 7- Mark Offer as “Completed”

This is the very important final step. In order for your Agency Offer to show up in CruiseFinder and to be visible and
accessible via an Offer ID search, you must Mark the Offer as Completed. You can do this from the Offer Admin panel
within the offer or from the Incomplete Offers listing within the Ship’s listing.
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Tools & Reports menu and then select Home/Admin. Click Agent IDs from within the Owner/Manager Only
section.

COMMUNICATIONS Tools & Reports
CRUISES

DESTINATIONS

HOTELS Owner/Manager Only
MARKETING Agent IDs

Agent Markethgettings
MOBILE APP Branch Graphics

ClientConnection Agent

OFFERS ClientConnection Branch Matc}
Emails from Signature
SUPPLIERS Offer Data File

Social Networks - by Agent
Style Sheets Manager
Transfer EMC Clients Tool Agent IDs - ABC Travel

: Web Content Contact
Branch Graphics

Branch Listing - All | AgentiD Agent Na';'r
s TR - . 31854 Agent Profile User
0n iar
HotelConnection Bookings 11322 Alisa Morgan
My Branch Profile Branch Graphics 34676 alisa testinger
My Copsultact Profle 32014 BethanytestAddUser TestUser
31989 Bridget Maloney
22761 Bridget TestUser
23896 Bridget TestUserName
34652 Brock Test
26769 Crtestericn
33201 Diana Manzo
4579 Diana Manzo2
34616 Diana Test
34622 DL TestDL
— —

8. Agent Marketing Settings: Owners can edit the settings used to determine customization options for Signature
marketing activities. To access, cascade the Tools & Reports menu and then select Home/Admin. Click Agent
Marketing Settings from within the Owner/Manager Only section.

Please review the details under the Agent Marketing Settings link for details.

Welec

CCOMMUNICATIONS

Tools & Reports

CRUISES

DESTINATIONS

HOTELS Owner/Manager Only
MARKETING Agent IDs

Agent Marketing Settings-
MOBILE APP Branch Graphics

ClientConnection Agent Match
OFFERS ClientConnection Branch Match

Emails from Signature
SUPPLIERS Offer Data File

Social Networks - by Agent
Style Sheets Manager

Transfer EMC Clients Tool Agent Marketing Settings
Web Content Contact

Home/Admin

beused

| pirect Mail izati Last Name, Email,

B = Profile & Settings e Ifthe field the printed
Engagement Report

nnection Bookings

: IMPORTANT: Lasth licable), nt:
Branch Graphics ol (i o agent's
Agency o
Contractor marke i name, Karryn Christopt com, or 800.339.0868 ext
104, to create i i agent.
Update  PgentFirst Pirectwai ndepends w
entLasthame pgenc
gl ool o ey oW ==y et
[ inside Preferedgent ReCTravl [N %) fesoto
utside YES_pgent hecTravel No % 5 fesoo
utside N0 pgent hecTravl ( T b oo
b o e T (omie——9)  fuone
isa organ hecTravl [fo3) fe=ono
hary Smitn,CIC_ B Travel o % Tonouse Agent T fesoo
Sgrature [N hemberengagement Gohossergent——3)  jesoo
Update Agents.

9. Branch Graphics: The Agency Graphics link is where owners can add/edit all their agency graphics which appear
in various areas throughout SigNet. To access cascade the Tools & Reports menu and then select Branch
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Graphics.

Click on the “Tools & Reports” menu item to cascade the submenus and then click on Branch Graphics OR click
the Home/Admin submenu item and then on the tools & reports landing page select Branch Graphics from the
Owner/Manager only section OR from the Profile & Settings section.

Rl Al Tools & Reports Tools&Reports sttings [

CRUISES

Inetwork.c

DESTINATIONS

HOTELS Owner/Manager Only
MARKETING Agent IDs
Agent Marketing Settings
MOBILE APP Branch Graphics
ClientConnection Agent Match
OFFERS ClientConnection Branch Match
Emails from Signature
SUPPLIERS Offer Data File

Social Networks - by Agent
Style Sheets Manager
Transfer EMC Clients Tool
Web Content Contact

Branch Listing - All
Client Su

= Profile & Settings Update Preferences |
r—
HotelConnction Bookings
Branch Graphics Branch Listing - All Locations My Branch Profile My Consultant Profile - Edit

Web Content Contact

TRAINING Travel Consultant Profiles

Once you’ve clicked on one of these links, you will see the various graphic specifications (detailed below)

IMPORTANT NOTICE REGARDING AGENCY PRINT GRAPHICS: To update a new logo or make changes to your customization, please visit the Approvals Website located within
the MARKETING section.

ABC Travel: Graphics

Banner: “This header is used on "

ABC SPECIAL OFFER
TRAVEL

Add/editimage  Delete Image  Add/Edit HTML Banner

Offer Banner"..

ABC Travel the world with us!
TRAVEL

Add/Editimage  Delete Image

Spot Logo: (Must Be 150 pixels wi igh against whi This logo will be used for

ABC
TRAVEL

Add/Editimage Delete Image

Use logo on Expert sites?@Yes o | Update

ABC
TRAVEL

Please review the following overview of the types of graphics utilized for customization of Signature’s online tools. You
will need to upload the applicable graphics as show above.

Special Offer Banner:

Recommended size 530 pixels wide x 60 pixels high. This header is used on "Customize Print and E-mail" functions and
may be placed on top of consumer viewable offers. Images must be in RGB format to render properly on the Internet.
Notes: Required for “Customize Print and E-Mail” and also shows on the consumer view of offers for member websites
utilizing Signature’s standard content links.

ABC Travel the world with us!

General Banner:

Recommended size 530 pixels wide x 60 pixels high. This header may be used when creating Emarketing campaigns
instead of using the "Special Offer Banner". Images must be in RGB format to render properly on the Internet. Notes:
Optional for E-marketing campaigns.

Page 21 of 51
REVISED: 7/28/20




ABC Travel the world with us!
- TRAVEL 1-800-555-1212  1-310-574-0883

Spot Logo:

Must Be 150 pixels wide and up to 100 pixels high against white background. This logo will be used for spot placement
on consumer viewable documents. Images must be in RGB format to render properly on the Internet. Notes: Required
for Emarketing and also used for as default for Microsites if no other graphic is uploaded in Microsites section below.

ABC
TRAVEL

Cruise Booking Engine Logo:

Must be a horizontal banner 320 pixels wide x 50 pixels high and a “png” file. If these conditions are not met, the image
will be rejected. This graphic will display in mobile apps. Images must be in RGB format to render properly on the Internet
and on mobile devices. Notes: Required for SIG Cruise Pro.

ABC Travel...it's easy as 123

EMC Template Header - Standard Format (optional):

HTML or Graphic - Graphic must be 614px wide x approx. 60 - 150px high. HTML content will be restricted to a 614px wide
container. Notes: This graphic appears at the top of your email campaigns, so Signature strongly suggests that you
include your logo, website and phone number on this banner. Images must be in RGB format to render properly on the
Internet.

I\ RISl Flanning Your Dream Vacation

www.abctravel.com

EMC Template Header - Wide Format (optional):

HTML or Graphic - Graphic must be 800px wide x approx. 75 - 150px high. HTML content will be restricted to an 800px
wide container. Notes: This graphic appears at the top of your email campaigns, so Signature strongly suggests that you
include your logo, website and phone number on this banner. Images must be in RGB format to render properly on the
Internet.

Planning Your Dream Vacation

ABC Travel

www.abctravel.com

EMC Footer Graphic (optional):

HTML or Graphic - Graphic must be 530px wide x approx. 60 - 110px high. HTML content will be restricted to a 530px wide
container. Images must be in RGB format to render properly on the Internet. Notes: This graphic appears towards the
bottom of your email campaigns and serves as an additional (optional) branding opportunity.
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ABC Travel the world with us!
- TRAVEL 1-800-555-1212  1-310-574-0883

Microsite Header:

HTML or Graphic - Graphic or HTML content must be 960px or less. This banner will display on the microsites that you
choose. Images must be in RGB format to render properly on the Internet. You will need to select the sites to apply this
banner to. Notes: Optional graphic for Microsites if you want to use a different graphic than uploaded for the “Spot
Logo”.

ABC Travel Planning Your Dream Vacation

www.abctravel.com

10. ClientConnection Agent Match: This tool has been created to assist in streamlining the information between
ClientBase and the Signature emarketing and marketing databases. This matching process will enable Signature
to systematically customize direct mail and emarketing campaigns at the agent level and allow the consultant to
participate in Client Reach.

11. ClientConnection Branch Match: This tool has been created to assist in streamlining the information between
ClientBase and the Signature emarketing and marketing databases. This matching process will enable
Signature to customize printed marketing materials at the agency, branch or DBA level depending upon your
company's marketing strategy. Clients in branches in ClientBase that are not matched to a SigNet profile will
not receive marketing or be eligible for Client Reach.
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