
Add/Send a Payment link to Customers to complete their booking 
1. Enter search criteria for the destination of the trip.   

 

 



2.  Select the location.  
 

 
 



3. Select a booking, then click ‘Add to Cart.’ 
 
 

 
 
 
 



4. Click ‘Add to a Trip.’ 
 

 
 
 



5. Click ‘Create New Trip.’  
 

 
 
 
 



6. Click ‘Checkout’, if no other bookings are needed for the trip. 
 

 
 
 



7. Fill out the Customers/Travelers Information, click ‘Proceed to Payment.’ 
 

 



8. On the Payment screen, check the box- ‘Invite and Get Customer Payment Details.’  
 

 



 
9. Once the box is checked, click the blue ‘Invite’ button to send an email payment link to the Customer.  

 
 

 



 
10. A green box- ‘Email Sent Successfully’ and ‘Sent’ in gray will display next to the Customer’s email. Do not close out this 

page, you will reference it later. 
Side Note- Also Advisor can ‘Copy Link’ to send to the Customer, this will also give them access to payment screen for the 
booking. 

 

 



11. The Customer will receive an email for them to click the ‘Book Your Trip’ to complete Payment screen.  
 

 
 



 
12. Customer will be directed to ‘Customer Payment’ screen for them to enter their payment Information and click ‘Book 

Now’. 
 

 



 
13. Once Customer clicks the ‘Book Now’ button, they will receive a Confirmation page. 

 

 



 
14. On the Advisor’s checkout screen, a green box will display and “Paid” in blue will display next to the Customer’s email to 

verify that the Customer has paid for their trip.  
 

 
 
 



15. Advisor clicks on ‘My Trips’ on the top right hand corner, click ‘View Details’ of the trip they just sent to their Customer.  
 

 
 
 



16. Click ‘Booked Itinerary’ and the confirmation page will display for the Advisor’s reference.   
 

 


