Client Self-Payment Option

Payments may be applied to your clients’ reservations at any time between the deposit and balance
due dates. You can also send your clients a payment request that will allow them to apply payment
to a reservation themselves and immediately receive a message to confirm the payment.

Creating a Payment Request

1. Retrieve the reservation on ALGVacations.com by hovering over the Reservations menu and
clicking Retrieve Reservation. Enter the booking number to open the reservation.
2. At the top of the reservation, click the Payment Request link.

Reservat I'O n # - R84 10 3SA Eligible Air Exchange/Waive Penalty | Price Match | Payment Request

MONTAGUE/ROMED
PVR/11May24

@ Traveler Information

Traveler # 1 - Adult

First: ROMEQ  Middle Initial/Name: Last: MONTAGUE  Gendert M
Date of Birth: 11Jul1955  Primary Mumber: 5555555555  Email:
rpaul@algvacations.com  Mabils Number:

Traveler # 2 - Adult
First: JULIET  Middle Initial/Name: Last: CAPULET  Gender: F
Date of Birth: 04Feb1958

& Itinerary Summary Total Package Price® $3,524.05

or Pay Monthly from $163/mod®

3. An email pop-up window will open.
a. Enter the recipient’s email address in the To field. To add more recipients, click the
Add Another Recipient button.
The From field will be populated with an un-editable address.
Enter your email address in the Reply To field.
Customize the Subject Line
Optional: Customize the default email body and closing texts. Your client's name and
reservation number will auto-populate within the email body.
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Note:
The email body text contains a payment link. Do not alter or edit the payment link in any way as it is coded to
facilitate payment acceptance. It is best practice to avoid editing the email body text at all and just customize

the closing text.

Email Your Payment Link
To

Add another recipient
From:@

Reply To: @
rpaul@algvacations.com

Subject:
Reservation Payment Request -

VAKX MACATIONACCESS TRAINING

MILWAURKEE, WI1XD0C0000000
(414)924-2200

Southwests

Vacations

Email Body
Hello ROMEQ MONTAGUE.

Payment is required on reservation R841035A. Please follow the link below to enter a credit card, gift card or
travel credit payment. I

On the entry scresn, only enter the lead passenger’s last name into the name field ithis must match the .
reservation exactly}
fie ni

k. leocd T " Tuicl Ans S £ 4k, b ol ]

Closing:
Thank you again, Russ Paul

4. Review the content of your email by clicking on the Preview button.
5. Click Edit to make any changes or click Email to deliver the payment request.

Note:
The payment link will only be active for 72 hours from the time the email is delivered. If no payment is received
before the link expires, you will need to re-issue another payment request. If your client clicks the link after 72

hours, they will receive a message that the link is no longer valid and they should contact you for a new link.

If your agency’s logo is loaded in VAX, it will appear at the top of your payment request.
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Applying Payment through a Payment Request

1. When your client clicks on the payment link within the body of the email, a reservation
retrieval page will open. For added security purposes, your client will be required to

enter their reservation number, lead passenger’s last name, departure date, and
CAPTCHA code.

Southwests

Vacations

To add payment to your reservation, please fill out the fields below and click on the *Submit” button to retrieve your itinerary and add your payment(s).

Reservation Number: Lead Passenger Last Name: Arrival Date: @

DvaiT

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

2. After clicking the Submit button, the client’s reservation page will open. The page looks
similar to an agent’'s Checkout page view, with itinerary details and fields to enter
payment details.

3. Your client will complete the payment information fields, check that they agree to the
terms and conditions, and then click the Add Payment button to complete the
transaction.

Note:

Your client will not be able to navigate to any other page in VAX from the reservation retrieval page.

Your clients’ self-payment action will include the acceptance of the Terms & Conditions of the
reservation to assist in providing protection from any future chargebacks.

Payments that are made through a payment request will be noted in the comments section of the
ltinerary Tools panel within your client’s reservation. A payment confirmation will be sent to the
email stored within the reservation immediately following payment from their device.

The ALG Vacations brands are not responsible for errors or omissions. Bookings are subject to the current [Brand] terms and conditions
[Brand] materials (including, but not limited to, names, trademark, service marks, logos, marketing materials, etc.) shall not be used,

reproduced, transmitted, or distributed in any way, except with the express written consent of the ALG Vacations brand. CST #2139014-20.
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