Advantage

EXTERNAL TRAINING MANUAL

TRAVEL AGENT

Travel Agent user

A Travel Agent user would have access to the invoices of pre-specified card numbers/ suffixes as determined by the
company. The company will decide to allocate access to their travel management company.

FUNCTIONALITY
= Update their profile
= View monthly invoices and interim statements on card suffix belonging to them

= The company gives the individual travel agent access to that specific card suffix
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MENU OPTIONS
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_ Travel Agent Menu Optlons
Trwusel Appeenid
* Monthly Invoices
+ Interim Statements
MEMBER SERVICE CENTRE
DEEU-DINERS
127 11 350 0406
Disclaimer | Contact Us
This is the functionality
of the Travel Agent.
Travel Agents are set up by
a Diners Club representative -

however they are allocated
access from the Account

Administrator at the company.
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MONTHLY INVOICES
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_ Monthly Involces
Trise! Ageenid
Select criteria to retrieve invoices :
# Monthly Invoices
= View invnice for
AL CARD MUMBER.  CARD HOLOER NAME 10 HUMBER CARD STATUS |
MEMBER SERVICE CENTRE | & NONE ACTIVE
DBED-346377 |~ OHE ACTIVE
$2701250 0405 | HUNE ACIIVE
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Select the card(s) for
\ which you want to
generate an invoice.

Disclaimer | Confdct Us

The Travel Agent user is
able to view the invoices of
the card(s) that have been

assigned to them by the
company.

Select the month
for which you want
the invoice.

Click here to
generate the invoice.




Adv¥antage

EXTERNAL TRAINING MANUAL

Travel Agent user

INTERIM STATEMENTS - It is the same procedure for the interim statements.

0 Diners Cluby
International
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Trmueel Ageerid
* Monthly Invoices
] In wiew activity an:
Lol CARD NUMBER  CARD HOLDER NAME 10 HUMBER CARD STATUS
MEMBER SERVICE CENTRE | & MONF ACTIVE
U8ED-346377 | . HOHE ACTIVE ]
$2714.350 BA0G | -~ HUNE ACIIVE :
For acinAly on on eocount { card 3ncc your the st monthly nwvoecs, chok the Generatc Interim Statement button,
Generate Interim Statement
Disclsimer | Contact Us.
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