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PAYMENT LINK AI Supplier

Go to the “Book Travel” Section in your back office then the “booking payment link” section.

Select “New 

payment link”

Only ONE link is needed

per booking, never create

a second link for the same booking.

This single link will be used for

deposit, partial payments or balance.



PAYMENT LINK AI Supplier

If the customer or booking 
already exists, select by 
customer name or email. 

If it’s a new customer or 
booking select “add new 
customer record”



PAYMENT LINK AI Supplier

Enter new customer

details, then “add

& select”

Always ensure you

enter these correctly

as the link will be

Sent to the customer 

email for payment

If all details are 

correct, click

“continue”



PAYMENT LINK AI Supplier

Select the booking type (i.e. 
vacation/package)

Choose AI preferred partner 
from the drop box.

Always enter the gross price 
of the trip and the amount due 
at this time. This programmes 
the link into the system in 
preparation for sending to the 
customer.

This is just a quote at this 
stage!

Enter all trip details, then 

“continue” (bottom right)



PAYMENT LINK AI Supplier

Review all details for accuracy

Click “send payment link” 

(bottom right)

This link is now sent to your

customer for payment

Your booking is currently in 
the “Awaiting Customer 
Payment” tab.



PAYMENT LINK AI Supplier

The customer will receive an email

with all trip details.

The customer should click “book your 

trip” to open the payment portal.



PAYMENT LINK AI Supplier

The customer should enter all details

to complete the payment

Note-your customer MUST tick the payment 

terms to complete the transaction.

This indicates they have agreed to all

payment and conditions applied to this

booking



PAYMENT LINK AI Supplier

Your customer has paid!

Here is a copy of the customer payment 
receipt, also received by the travel advisor.

Now you can proceed and confirm the 
booking with the supplier. (Make sure you 
keep a record or screen shot of the 
supplier booking ID as you will need this 
for the next stage)

Hit the refresh button and your booking 
will move to the “Ready to Book” tab.



PAYMENT LINK AI Supplier

Click “add confirmation”.

Enter all supplier booking information as 
per your screenshot. 

This should be entered in full, excluding 
any gap, slashes, dashes or punctuation.

AI will not recognise the booking ID when 
the confirmation arrives, if the details are 
not accurate.

You are now ready to ensure your booking 
ID is uploaded. 

The booking is now in the “Pending 
Documents” section.



PAYMENT LINK AI Supplier

Some suppliers may provide 2 or more 

booking references (i.e JTA). This may occur 

if a number elements form part of the 

trip.

You may add additional booking references

Click “add another booking identifier”

Click on arrow ( green tick)

Now click Continue



PAYMENT LINK AI Supplier

Your booking is now in the 
“Pending Documents” tab. 

Hit refresh to upload the 
documents automatically



PAYMENT LINK AI Supplier

This is your review step, and if all is accurate

Click the green button to “save and confirm”

You will be informed if your booking is 

incomplete in any way-by a message in yellow.

Continue



PAYMENT LINK AI Supplier

The booking has now moved 
from  “Pending Documents” 
tab to the “Finalize 
Registration” tab.

Now you can register your 
booking.

Click “register booking”

Then click “next”



PAYMENT LINK AI Supplier

Make sure all these fields are completed,

including destination, customer email

and customer telephone number



PAYMENT LINK AI Supplier

This is your final booking summary

review. Click “next”

Click Next to view the booking summary.



PAYMENT LINK AI Supplier

If satisfied, click “confirm and 

Register the booking”.



NEW PAYMENT LINK AI Supplier

You’re are done! Now select “ 
quit” to exit.

Refresh the screen and your 
booking moves to the 
“Registered bookings” tab.
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PAYMENT LINK Non-AI Supplier

Follow all steps from the previous slides until you reach have confirmed the booking with 
the supplier. Take a screenshot of the confirmed booking as proof of the transaction

You are now ready to ensure your booking is 
uploaded. 

Enter booking ID and Click “add confirmation”.

Enter all supplier booking information as per 
your screenshot. 



PAYMENT LINK Non-AI Supplier

Your booking is now in the 
“Pending Documents” tab. 



PAYMENT LINK Non-AI Supplier

As this is a non-AI supplier, 
you will need to manually 
upload the booking details.

Your booking is now in the 
“Pending Documents” tab. 

Select “upload manually” 
button

Attach the screenshot of the 
booking.

Click “upload”



PAYMENT LINK Non-AI Supplier

This is your review step, and if all is accurate

Click the green button to “save and confirm”

You will be informed if your booking is 

incomplete in any way-by a message in yellow.

Continue



PAYMENT LINK Non-AI Supplier

The booking has now moved 
from  “Pending Documents” 
tab to the “Finalize 
Registration” tab.

Now you can register your 
booking.

Click “register booking”

Then click “next”



PAYMENT LINK Non-AI Supplier

Make sure all these fields are completed,

including destination, customer email

and customer telephone number

 



PAYMENT LINK Non-AI Supplier

This is your final booking summary

review. Click “next”

Click Next to view the booking summary.



PAYMENT LINK Non-AI Supplier

If satisfied, click “confirm and 

Register the booking”.



PAYMENT LINK Non-AI Supplier

You’re are done! Now select “ 
quit” to exit.

Refresh the screen and your 
booking moves to the 
“Registered bookings” tab.


	Slide 1:  PAYMENT LINK
	Slide 2: PAYMENT LINK AI Supplier
	Slide 3: PAYMENT LINK AI Supplier
	Slide 4: PAYMENT LINK AI Supplier
	Slide 5: PAYMENT LINK AI Supplier
	Slide 6: PAYMENT LINK AI Supplier
	Slide 7: PAYMENT LINK AI Supplier
	Slide 8: PAYMENT LINK AI Supplier
	Slide 9: PAYMENT LINK AI Supplier
	Slide 10: PAYMENT LINK AI Supplier
	Slide 11: PAYMENT LINK AI Supplier
	Slide 12: PAYMENT LINK AI Supplier
	Slide 13: PAYMENT LINK AI Supplier
	Slide 14: PAYMENT LINK AI Supplier
	Slide 15: PAYMENT LINK AI Supplier
	Slide 16: PAYMENT LINK AI Supplier
	Slide 17: PAYMENT LINK AI Supplier
	Slide 18: NEW PAYMENT LINK AI Supplier
	Slide 19:  PAYMENT LINK
	Slide 20: PAYMENT LINK Non-AI Supplier
	Slide 21: PAYMENT LINK Non-AI Supplier
	Slide 22: PAYMENT LINK Non-AI Supplier
	Slide 23: PAYMENT LINK Non-AI Supplier
	Slide 24: PAYMENT LINK Non-AI Supplier
	Slide 25: PAYMENT LINK Non-AI Supplier
	Slide 26: PAYMENT LINK Non-AI Supplier
	Slide 27: PAYMENT LINK Non-AI Supplier
	Slide 28: PAYMENT LINK Non-AI Supplier

