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1. Dashboard 

Select the trip manager for my bookings tab on the home page. 

 

2. Modify A Trip 

Online changes on existing sectors can only take place within the trip prior to approval or 

after approval. 

2.1 Search for trip: 

Add the trip reference number and use the Search icon to locate the Trip/s. 

When you have allocated the Trip, select the drop-down arrow  to expand the Trip. This 

would enable you to view additional information and options within that trip. 
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2.2 Modify Flight: 

Select the New Consultant Message button, as indicated below.  

 

Important: Do not use the modify trip button to change flights. The tickets will be issued 

instantly without any approval. 

 

 

Type the request for change of flight in the message field. 

Documents can also be attached if needed. 

Select the Send Message tab. 
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The request will generate to the consultant to action. The consultant will do the change 

outside of AV8R and import the change back into AV8R to follow the approval workflow. 

Upon approval the ticket/s will be re-issued. 

 

3. Modify Any Other Sectors 

 

For any other changes to the trip except for flight sectors, the principle for modifying will be 

based on a ‘cancel and re-book’ basis. 

Should the user wish to change a hotel sector prior to check-in date, for example, the user 

will book the new sector and remove the old one.  

 

 

It is important to review the Vendor’s terms and conditions before the 

sector is cancelled and re-booked.  

 

 

 

Select the modify trip icon inside the trip to start the change. 
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The basket will open with all the relevant services. 

Reminder as per the above, the original service must be cancelled and a new sector added 

to modify the trip. 

Select the service icon at the top of the page that’s required to be changed. 

 
 

As per generating a new trip, the search page will open to complete. 

Make your selection from the results page. You can refer to the How to make a booking 

manual. 

After adding the updated service to the trip basket, you need to remove the original service 

from the trip. Select the Remove Sector icon.  

Follow above steps to change any other service as well. 

Once the changes have been made, use the finalise trip and send of approval button for the 

trip to follow the approval flow. 

 
 

Upon approval, the documents will be issued. 


