

Payment Request Tool in VAX for Groups - Instructions

Once you have made a reservation in VAX, there are two easy ways to access the Payment Request email tool. 
You can either select the “Payment Request” link within the reservation list in your VAX Group Dashboard (Example 1.1) or within the actual reservation by clicking on the “Payment Request” link at the top of each reservation (Example 1.2). 
Example 1.1
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Example 1.2
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When you click on the link you will be brought to a new email modal (Example 2.1).  It will be pre-populated with default verbiage and you can edit that verbiage and/or add any additional text you’d like. 
If you have your logo loaded with VAX agency logo, your logo will also appear throughout this process.   You can preview, email and print your email just as you can for the other VAX emails (Example 2.2).

Note:  Use CAUTION not to modify the “Payment Link” text toward the bottom (not shown in the screen shots below) to ensure your email is coded properly to get the link to your client.  
Example 2.1
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Example 2.2
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When your client clicks on the “Payment Link” from the email you generated to them, they will be brought to a special reservation retrieval page that will help Funjet authenticate the customer before allowing them to make payment (Example 3.1).  
Note: The payment link is only viable for 24 hours.  If clients click on the link after 24 hours, they will receive a message that the link is no longer valid and they should contact their agent for a new link.
Example 3.1

[image: image6.png]To add payment to your reservation, piease fill out the ields below and click on the *Submit”
button to retrieve your tinerary and add your paymen(s)

Reservation Number
Lead Passenger Last Name:
DepartwreDate: (]

Enter the code shown: If you are having trouble reading the image reload it

(@ VacationAccess  Trisept/Solutions





After hitting ‘Submit’, the client will be brought to a non-navigable reservation retrieval page that will recap their itinerary and allow them to add payment (Example 4.1).  
Once payment is added, an auto-generated comment will be added to the reservation for future reference indicating the payment link process was followed.

Example 4.1
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TIP: For those of you who use the Final Payment Options and Payment Plan tools, this new functionality is a great follow-up tool to use after you receive an email reminder.  Instead of calling your client to get their payment information, you can use the Payment Request email instead. 
