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Chapter 1: ClientBase Marketing Services
Introduction

ClientBase Marketing Services is pleased to provide a turnkey centralized marketing solution. ClientBase Marketing
Services is fully integrated with ClientBase®, a CRM tool. This allows marketing that is more targeted, with automated
email marketing campaigns that will be segmented by customer travel preferences and travel history.

ClientBase Marketing Services Benefits

ClientBase Marketing Services offers many benefits that enhance the marketing experience.

e ClientBase Marketing Services offers an automated ordering system for email campaigns.

¢ ClientBase Marketing Services displays your orders within a customized marketing calendar so you can keep
track of what campaigns you’ve selected and sent out.

e Agency receives a notification email prior to every email campaign launch.

e Customers’ profiles are automatically updated with mailer records in ClientBase® to reflect the promotions
they have received, opened or clicked on an embedded link to read more information on the promotion

o ClientBase Marketing Services automatically sends email campaigns on your behalf to select customers,
based on data from your ClientBase® records.

e The email templates are customized with agency branding: agency logo, agency email address, mailing
address and phone number.

e You can personalize your emails to be sent from the Primary Agent.

o Email performance analytics are provided for each campaign, including open rates and click through rates.

Preparing Your Customer Database

To ensure that your email marketing campaigns are successfully received by customers, it's important that your database
reflect quality data. Follow these steps to ensure the integrity of your agency’s customer data.

e Collect full customer name, including first and last name.
e Collect full mailing address, including city, state and zip code.
e Collect customer email address with marketing permissions and associated state.

ClientBase Marketing Services uses the marketing selection criteria in ClientBase® CRM, to automatically select
customers to receive the email campaign. In addition to the above items, there are other specific steps you should be
completing within your ClientBase® CRM:

e Create Res cards for all tour and cruise reservations.

e Enter marketing codes for every profile, including desired destinations, type of travel, client interests, and trip
budget.

o Check marketing permissions for each customer profile.



Chapter 2: Log On and Set Up ClientBase
Marketing Services

This section outlines in detail how to log on and set up ClientBase Marketing Services for your agency.

e Login to ClientBase Marketing Services
e Set Up ClientBase Marketing Services for your agency

ClientBase Marketing Services Log On

Login to ClientBase Marketing Services by going to:

http://www.clientbasemarketing.com/cbms/login.jsp

ClientBase

Travel » -
Sabre naw. | Marketing Services
part of the sabre red portfolio

Login
Email Address:
Password:
[ Reaet |
ContactUs Fm;-lwl VF'arr..c-ﬂVQrg

Step 1: Enter your Email Address and Password that you set up when registering.
Step 2: Click on the Login Button

NOTE: The password does not expire. ClientBase Marketing Services will not lock you out if the password is incorrectly
input. ClientBase Marketing Services will automatically log you out after 20 minutes of non-activity, at which time you’ll
have to log back on.

ClientBase Marketing Services Home Page

Upon log-in to ClientBase Marketing Services, the Home page appears as the default view. The main toolbar located at
the top of the site has seven (7) tabs: Home, My Profile, My Calendar, Promotions, Training, Contact Us and Logout.

ClientBase

Travel

vework. | [Vlarketing Services

part of the sabre red portfolio



http://www.clientbasemarketing.com/cbms/login.jsp

Home: Displays the marketing calendar of email pieces.

My Profile: Displays administrative items related to executing email promotions.

My Calendar: Displays the full calendar which extends past the “Next 60 Days” shown on the home page
Promotions: Displays current promotions that are selected or past promotions.

Training: Displays the WebEXx training page for future WebEX trainings.

Contact Us: Displays a form to connect you with your assigned ClientBase® Marketing Manager for any ClientBase
Marketing Services questions.

Logout: Enables you to log out of ClientBase Marketing Services.

Agency Profile Set Up

To set up your agency’s profile in ClientBase Marketing Services, you will need to follow each of the steps below. Each
step is further detailed on the subsequent pages.

Step 1: Verify Agency Profile
Step 2: Seller of Travel IDs

Step 3: Upload Logo

Step 4: Select Primary Suppliers
Step 5: Select Marketing Options

The information that you provide on any of these steps can be changed at any time. You are never locked into the
information that is initially included. The ClientBase Marketing Services administrator can make the changes.

Step 1: Verify Agency Profile

Once logged into ClientBase Marketing Services, go to My Profile| Edit Profile.
Your phone number, IATA, CLIA and agency name are used for supplier reporting. The agency information marked with an asterisk is

automatically integrated into all consumer promotions. For this reason, please ensure that the information below is accurate.

- *Agency Nama

One Big World Travel

IATAR CLIA#
555555555 1
*First Name "LastName
Lindsay Chomyn

One Big Warld Travel Profise

*E-mail Address "Websita URL
demo@trams com W trams com

E-mail From E-mall From Name
Lindsay@trams com World Wide Traved

Twitter Address Facebook Address

“Street Address
Division Of OBWT: Lindsay's Travel Shoppe

1) Review the pre-populated data from your registration. You will only need to do this one time. The main
agency information should be reflected in this section.

2) Make any corrections, if needed and scroll to the bottom for the Update Profile button. Click on Update Profile
to save your changes.

3) If all the information appears to be correct, go back to My Profile on the menu bar and locate and click on
Seller of Travel IDs.

Step 2: Seller of Travel IDs
Once logged into ClientBase Marketing Services, go to My Profile|Seller of Travel IDs.
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Onn g VWorkd Travel StatnPr i wier of 1ravel K) Misnber

Curtenfly Mese US siales anc Canatan prownces raguire Yavel S06n0es 10 reQisiel with Mem As 3 registared Seler of Travel In order for
CBMS 10 send marketing on your Dehall you neoed a Seller of Travel Liconte Number, ¥ any of the sCenaios delow are “YES for at

&l Yoo LIS your re 10 comply with 3 Saler of Travel rules
Brsh Columdia VES YES
Calfornia | YES YES
Fronga | YES | YES
Hawmm | YES { YES
lowa | VES | YES
Ontano | YES | YES
Quedec | YES | YES
Washington | YES | YES

Enter regisvadon numoers delow. Please anter only e registation numder (Example ST4564. 550000-00, #ic) Invalla entnes may prevent
CBMS from Deing abie 10 5400 0n yout behall

SlatoProvince SeSor Of Travel License Humber

6c
Ca 9999999
FL AARRREL}

The Seller of Travel information appears on email campaigns for travel agencies in five (5) states: Washington, California,
Florida, Hawaii and lowa, and three Canadian provinces: British Columbia, Ontario and Quebec. The names of the
states/provinces are hyperlinks to the sites that describe the seller of travel information and how to get the required
numbers.

The table indicates with a YES if the agency is located in State/Province and requires a number to send email in
state/province and out of state/province and YES if an agency is out of state/province and requires a seller of travel
number to send email marketing to consumer in that State/Province.

1) Enter your agency Seller of Travel number for the applicable state/province.
2) Once the information has been entered, click on the ‘Save’ button.

3) Go back to My Profile on the menu bar and locate and click Upload Logo.

Step 3: Upload Logo

To add or change your logo which appears on your email campaign, go to My Profile|Upload Logo.

Uptosd | ogo

Our 1000 system enadies you 10 NS4 your 1000 Mo Mé Jromotons automadcally. The size and lormat of your K000 1S very Imponant
DleasE ChCK 0n e Holp Loading Bak Delow fof Mese 3peciSs 204 If you would ke bogo assistance

You aiso have the abiity 10 fum e 1090 Teature o0 or OFf immadiately. To access Mis feature CiCk the Edit Image Suflon It your logo I8
umed off our system will pass rough the agency contact informalion stored in your Profile To edt your contact mformabon ek e My
Profie meny 0plon

Agent Logo Hep Loaging [ Eat image |
One

Big

World Travel

1) To add a logo, click on the ‘add logo’ button. Once updated, a thumbprint view of your logo will appear. The
format should be a .jpg or .gif file type. The width should be no wider that 500pixels, less is better. If the logo is larger



than 500 pixels, you can send it to Trams.CBMSSupport@sabre.com and we can resize it for you.

2) If the logo appears to be correct, go back to My Profile on the menu bar and locate and click on Primary
Supplier.

Step 4: Select Primary Suppliers

| To ensure automated email sends for specific suppliers, go to My Profile|Primary Suppliers.

One Big Word Travel Supplier List

Please select Primary Suppliers from the kst below

Supplier Rame Selectea Type
AMA Watsrways v River Cruise
Abercrombie & Kent v Tow
Adventures by Disney ' Tour
African Travel - v - Tour
Air New Zealand Vacations ' v Tour
Alpine Adventures | v Touwr
American Safan Cruise v Cruise
Amirak Vacaions - v Rail
Apple Vacabons - v - Tour
Asian Vistas v Tour
Ayalon Waterways v Rivar Cruisa
Avantl Destinations v Towr
Azamara Club Cruises v Cruise
Biue Sky Tours A v . Tour
Brendan Yacalions v Tour
CBMS [ 7 [ Other

1) Review the list of Supplier Names.

2) Once you have identified a supplier that you would like to ensure automated email sends, place a check mark
in the box under the column header Selected. You can select as many suppliers as you want to. By checking
these suppliers you are saying you want to be automatically included for any promotions related to that supplier.
You still have the option to opt out of any promotions you want. This will just load them on your calendar
automatically.

3) Click “Update Primary Suppliers” button at the bottom of the screen.

4) If all the information appears to be correct, go back to My Profile on the menu bar and locate and click on
Marketing Options.

NOTE: Email campaigns that appear in your calendar will be auto-selected based on your supplier selections. The
customers that receive emails are determined based on the marketing codes or travel history in their profile in Clientbase.

Step 5: Select Marketing Options
Select marketing options by going to My Profile|Marketing Options.


mailto:Trams.CBMSSupport@sabre.com

My Profile CBMS
Ezine

Supplier Promotions
TouchBase Program
Anniversary Emails
Birthday Emailz - Passenger emails only
Birthday Emails - Primary email for no Passenger email
Bon Voyage Emails

Holiday Emails

Paszport Expiration Emails
Supplier Triggered Email Marketing
Survey
Thank %ou for Your Inguiry
Thank %ou for Your Referral

Welcome Home Emails

A A LA AL ALRALALLY
HEEEEEEEEEDODEORRG

Welcome to the Agency Emails

Save Seftings

1) Select Supplier Promotions, if it is not already checked. You can also select Ezine if you wish to send Ezines
to your customers.

2) Click the button labeled Save Settings’.

Step 6: Manage Opt Outs/Bounces

Select options for handling Opt Outs, SPAM complaints and Bounces by going to My Profile|Manage Opt
Outs/Bounces.

Please select from the following options for handling Opt Outs, SPAM compiaints, and Bounces. You may check as many as you wish.
Recaive email when Opt Out or SPAM compiaint received )

Add Mailer record when Opt Outs, SPAM Complaints, and Hard

104
Bouncas are recened -

Automatically remove marketing permission for Opt Outs and
SPAM Complaints and create 3 Maller record stating the L4
permission was removed

..4[ i o (o]

Options include: Receive email when Opt Out or SPAM complaint received; Add Mailer record when Opt Outs, SPAM
Complaints, and Hard Bounces are received; and Automatically remove marking permission for Opt Outs and SPAM
Complaints and create a Mailer record stating the permission was removed.

~



Chapter 3: Marketing Calendar

Every agency that has ClientBase Marketing Services, accesses their own marketing calendar based on the available
marketing campaigns created. It’s important to look at the ClientBase Marketing Services marketing calendar weekly to
ensure that you are satisfied with the selections that have been made on your behalf.

o Review and understand your marketing calendar and available marketing content
e Understand the anatomy of email marketing campaign

Reviewing the Marketing Calendar

The marketing calendar is located on the ‘Home’ tab of the Blue tool bar. The calendar is divided into three (3) sections:
Messages, Your Marketing Calendar-the next 60 days, and Available Promotion Preview.

Jun 25 CE database sync outdated - 1ast sync 06/0815 delete

June 2015

26 TouchBase Program  TouchBase Bon Voyage * Emall Opt Out
26 TouchBase Program  TouchBase Happy Anniversaty Email Opt Oua
26 TouchBase Program  TouchBase Welcome Home Email OptOut
29 TouchBase Program  TouchBase Happy Bithday Wishes Emall OptOwut
29 TouchBase Program  TouchBase Thank You for Your Inquiry Email Opt Ot
29 CBMS Ponant Yacht Cruises 8 Expedibions Ponant Yacht Cruises Email Promotion Email OptOut
30 TouchBase Program  Shore Excursions Shors Excursions for Your Upcomeng Cruise Emall Opt Out
30 TouchBase Program  Shore Excursions Shore Excursions for Your Upcomang Crusse Emall Opt Out
30 TouchBase Program  Shore Excursions Shore Excursions for Your Upcoming Crutse Email OptOunt
30 TouchBase Program  TouchBase Reminder that Your Passpart s About to Expire Emall OptOw
Juty 2015

1 TouchBase Program TouchBase Welcome 10 the Agency Emall OptOw
3 TouchBase Program  TouchBase Bon Voyage * Emall Opt Ot
3  TouchBase Program  TouchBase Happy Anniversasy Email OptOut
3 TouchBase Program TouchBase Welcome Home Emall OptOunt
5 TouchBase Program TouchBase Happy Bithday Wishes Emall OptOw
& TouchBase Program TouchBase Thank You for Your Inquiry Emall OptOwt
6 CBNMS Celebrity Cruises Celebrity Cruises Email Promotion Email OptOut

Messages

ClientBase Marketing Services uses this section to provide you with relevant information and/or alerts about our marketing
programs.

Your marketing calendar the next 60 days

This section is pre-populated with email marketing campaigns that have been selected for your agency to execute. Email
campaigns that appear in your calendar, are auto-selected based on your supplier selections. The current view allows you
to view the campaigns that are set to launch over the next 60 days. To view the complete 12 month marketing calendar,
click on the blue words ‘See Your Complete Marketing Calendar’ at bottom of screen.

NOTE: If your agency patrticipates in ClientBase® Marketing Services and/or the Touchbase® program, this marketing
content will appear co-mingled. Your calendar will show all the content labeled by the marketing program so you have a
complete picture and timing of all your marketing items.



Directions on how to Opt-Out of marketing content from this section is available in section below entitled, How to Opt-Out
of a Marketing Campaign..

Your Complete Marketing Calendar

After clicking on Your Complete Marketing Calendar, the system expands to give you access the full 12 months of
upcoming offers.

NOTE: Most calendar items are added a month at a time for the upcoming month.

Dates
Marketing Program z
Supplter Name -
Markating Option E
Type ;

Search |
June 2015
20 TRAMS intemal E-mail Tools Reasponsive TouchBase Test Email Ead
26 TouchBase Program TouchBase Bon Voyage * Email Opt Out
26 TouchBase Program  TouchBase Happy Anniversary Email Opt Cut
26 TouchBase Program TouchBase Weicome Home Email Opt Out
29 TouchBase Program TouchBase Happy Birthday Wishes Emall Opt Out
29 TouchBase Program  TouchBase Thank You for Your Inquiry Email Opt Out
29 CBMS Ponant Yacht Cruises & Expediions Ponant Yacht Cruises Email Promotion Email Opt Out
30 TouchBase Program Shore Excursions Shore Excursions for Your Upcoming Cruise Email Opt Out
30 TouchBase Program Shore Excursions Shore Excursions for Your Upcoming Crulse Emall Opt Cut
30 TouchBase Program Shore Excursions Shore Excurstons for Your Upcoming Cruise Email Opt Out
30 TouchBase Program TouchBase Reminder that Your Passport is About to Expire Email Opt Out

Use the Search Criteria to view past promotions that you participated in, or search by Marketing Program, Supplier name,
Marketing Option or Type.

Description of the promotion: Promotion names that are in blue have full details. Use your mouse to hover over the
link and see the promotion description.

Each item on the calendar indicates:

The date reflects the Process Date for the campaign

The Marketing Program shows all the programs you are participating in

The supplier being featured

The title of the promotion. If you hover over the promotion title in blue you will see the promotion description
The promotion type email

On the right-side of the calendar listing you may see either Opt Out or Edit:

Defining Opt Out. For events in the future that do not yet have an order associated with the promotion, you will see ‘Opt
out’ next to the promotion. Clicking ‘Opt out’ will remove the item from your calendar so no order will be created when the
time comes.

Defining Edit. ‘Edit’ indicates an order already exists for the calendar item. You can still opt out of these by clicking ‘Edit’
then clicking the ‘Cancel Order’ button. You can also change the date the promotion is scheduled to be sent out.

Available Promotion Preview

Also on the Marketing Calendar is a section at the bottom, Available Promotion Review:
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Supplier Name Program Description Type
Funjet Vacations cens Excited by Savings Rejaxad by Dominican Republic  Email Order
TouchBase TouchBase Program Happy Canada Day Email Order
TouchBase TouchBase Program Happy 4th of July Emall Order
Trams and ChentBase Products and Services  TRAMS Internal ClieniBasa can heip you grow your customer list Email Order

View Current Promotions

This section displays all the email marketing content that is live in the system. If the promotion listed is on one of your
selected Primary Suppliers, it will be added to your Marketing Calendar and sent out automatically for you. You would only
need to manually order promotions if it is on a supplier that is not one of your Primary Suppliers, or if you wish to order a
Holiday card with the TouchBase Program.

NOTE: Directions on how to Opt-Out of marketing content from this section is available in section below entitled, How to
Opt-Out of a Marketing Campaign.

Anatomy of Email Marketing Details Screen
When you select any email campaign in your Marketing Calendar by clicking on the description title, this is what you see:

Supplier Name Program Description
Funjet Vacations CBMS Excited by Savings Relaxed by Dominican Republic

ClientBase

Travel

Eabre /NeMo,k. - Marketing Services

part of the sabre red portfolio

Promotion (11471} Excitad by Savings Retaxed by Dominican Republic

Title: Excited by Savings Relaxed by Dominican Republic

Supplier: Funjet Vacations

Type: Eman

Marketing Partner ID. A1471 Promotion Details
Promotion Perod. 06/17/15 To 07/06/15 and Selection Criteria
Travel Penod: 06119115 To 12112115

Subject Line: Excited by Savings Relaxad by Dominican Republic

Promotion Sample. View Promoation

Details

If you would lixe {o order this promotion and use the recommended selection criteria. no action is
mm Dcsaipﬂon required and the promotion will be sent on your behalf If you choose to select the clients to
recelve this promotion, you must put the Marketing Partner ID A1471 in CllenBase by June 23,
Flelds 2015. For completa directions CLICK HERE. Il a code is created but no profiles are marked, we
will use the recommended selecbon criteria and send out the promotion

If you are selecting the clients to receive this promotion. we recommend the query below
Selection Criteria :

» Travel History for Funjet Vendor ID 5066, 5074, 5162, 5143, 55 (not including amails for
profiles that have res cards with frip start dates between 6/1/2015 and 12/31/2015)

= Trip Type: Tour or Package or Budget Up to $3.000 or Moderats or Budget OR Pax Type:
Coupie Mature or Couple Sr. Citizen or Single Mature or Single Sr. Citizan AND
Destination: Caribbean or Mexico OR Interests: Adventure or All-Inclusive of Beach/Sun or
Drang/Watersports or Family Vacabions or Hiking/Walking or islands resorts/Sun or Luury
Resorts/Motel or Mutti-Sports or Salling or Sports/Active or SunBeach or Watersports or
Golf or Spa OR Trip Lenght 5 to 10 days (not incuding @émalls for prohles that have res
cards with lrip stant dates between 6/1/2015 and 12/21/2015)

Maximum Quantity: 2500

PROMOTION DESCRIPTION FIELDS
10



Title: Name of promotion.
Supplier: The Cruise or Tour company providing the offer.

Marketing Partner ID: Used only if you choose to override the default selection criteria. In this case you would create a
marketing code in your ClientBase® with the assigned Marketing Partner ID and then add the marketing code to the
profiles you want to receive this promotion.

Promotion Period: Reflects when the offer is available for booking by the customer.
Travel Period: Indicates the travel date range for the customer.
Subject Line: The text that appears on the customer’'s email subject line.

Promotion Sample: Enables you to view a sample of the finished email, and reflects your agency information and logo.
Double click on the blue text ‘View Promotion’ to open a new window with the sample email.

Maximum Quantity: Reflects how many emails will be included in the distribution of the offer.

PROMOTION DETAILS AND SELECTION CRITERIA

The Details section instructs ClientBase® CRM users to include the Marketing Partner ID by a specific date. [See the
description of the Marketing Partner ID on the left side of the page.] This must be entered by the date listed. If this code is
entered and the profiles are flagged with this code by the proper date then ClientBase Marketing Services will use your
suggested list during the list pull, if this is not completed by the date listed then the default selection criteria will be used.

The Selection Criteria section reflects what data will be used in targeting customers to receive the email promotion.

11



Chapter 4: Marketing Campaign Selections

ClientBase Marketing Services will provide email marketing content. To ensure appropriate email campaigns reach the
best-suited customer with the highest propensity to book that offer, marketing campaigns will be selected for you based on
the travel preferences and travel history in your database. The goal is to provide the agency with more marketing to a
more targeted audience.

e Understand how to opt-out of a pre-selected marketing campaign

e Understand how to opt-in to a marketing campaign

Marketing Campaign Selection & Criteria

ClientBase Marketing Services analyzes the type of customers that you have in your ClientBase® CRM and present
marketing selections that best fit your customer. To optimize the analysis of the agency’s customer database, we strongly
recommend that every customer profile be assigned marketing codes. New ClientBase® CRM users will find a standard
set of marketing codes while more experienced ClientBase® CRM user will leverage the standard marketing codes and
augment the tool with their own customized marketing codes. ClientBase® will be able to normalize standard and custom
marketing codes to ensure that ClientBase Marketing Services is able to conduct the best assessment.

ClientBase Marketing Services looks at the following aggregate customer information:

Travel Preference

Booking History

Cohorts (for some of the consortia programs)
Demographics from marketing codes/birthdays

How to Opt-Out of a Marketing Campaign

After reviewing your suggested email campaigns located under Your Complete Marketing Calendar, should you not
want to execute any of those email campaigns, you can opt-out.

Step 1: Go to the Home|See Your Complete Marketing Calendar link.
Step 2: To the right of the promotion name there will either display an ‘Opt Out’ link or an ‘Edit’ link.
You can opt out of a promotion with either option.

Option 1: If you select ‘Opt Out’, the system will immediately remove the campaign from your marketing calendar
and return it to the current promotions section.

Option 2: If the link says ‘Edit’, that means an order is associated with the calendar item. Click the ‘Edit’ link and
select the ‘Cancel Order’ button on the next screen.

The system will update and immediately remove the campaign from your marketing calendar.

NOTE: You can ‘edit’ or ‘opt out’ of email promotions up until the process date, which is the date listed on the marketing
calendar.

How to Opt-In to a Marketing Campaign

You can also select an alternate campaign or ‘opt-in’ for a marketing campaign that will replace one that you've opt-out of.
Step 1: Go to the Home tab, and find the Available Promotion Preview section at the bottom of the screen.

Step 2: If you already know which marketing campaign you want to select, click on the word Order for that
particular promotion.

To view the campaign, click on the name of the promotion and a new window will open with a description of the
promotion.

Step 3: The Order screen will appear for you to make the following selections:

12



o Preferred Target Send Date (Default date is two days after the date the order is being placed).
Minimum number of Days between Sends (Default is 6 days which is the recommended setting).

o Email From Address (Default is the email address that was set up in the ClientBase Marketing Services
profile).

e Notes to CBMS (Any additional information regarding the sending of the promotion that needs to be
provided).
e Once all the selections have been decided, click on the button labeled ‘Order’.

This marketing campaign will now appear in your Marketing Calendar.

Email Notifications

Another great benefit of ClientBase Marketing Services is that the program administrator will receive an email notification,
for each email campaign that is selected for your agency, prior to the process date. This feature will help your agents to
be aware of the timing of the email campaigns so they can be prepared to assist customers calling about the offer.

Multiple resources in the agency can receive the email natification, in addition, to the administrator. Send an email to
Trams.CBMSSupport@sabre.com and someone will contact you to add the additional contacts to the email notification
distribution. Include in the Subject line of your email_ClientBase Marketing Services Profile Update.

The email notification will give you the opportunity to cancel the promotion.

Below is a sample of the email notification:

From: World Wide Travel<Susan@worlwidetvl.net>

Sent: Thursday, March 21, 2012 8:23 AM

To: Susan@worlwidetvl.net

Subject: Countless Way to Find Extraordinary

Below is a preview of the Countless Way to Find E dinary pi tion that is scheduled to be sent on 3/23/2012. f

you approve the email to be sent, no action is required. If you do not approve this promotion to be sent as shown below
or wish to cancel this promotion, use this link.

vigw hora

X Travel Prefarn

Wede 7rauel

138 H. Main Street * Pamona, CA 91768
Web: www. worldwidetvinet « Phone: 310.555.1234

o A8

4 Lguarers of Kavilivma

American Express” Mnﬁmw Club
Counﬂess ways to find extraordmary

Vith aRestof 15 @ ships and tingraries to Alaska, Ihe Medterrangan, Canada and New
England, Holland . a truty
Qxlr a0

ry. Book your next Holland Ame
representative and take advantage of

Exclusive Offer

Scok @ salect Holan nerics Line crusse and enpy conpimeniary Marmes Club

enefis: onboard host cocks

ad party and shoresde exXcurson
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mailto:Trams.CBMSSupport@sabre.com

From: Weorld Wide Travel <Lindsay@trams.com>

Sent: Monday, June 28, 2015 4:40 PM
To: Chomyn, Lindsay
Subject: Promotion Preview - Excited by Savings Relaxed by Dominican Republic

Below is a preview of the Excited by Savings Relaxed by Dominican Republic promotion that is scheduled tc be senton
7/1/2015. If you approve the email to be sent, no action is required. If you do not approve this promotion to be sent as shown
below or wish to cancel this promotion, use this link.

Update Your Travel Preferences

One
Big
World Travel

Funjet Vacations

DO SOMETHING YOU'LL NEVER FORGET

Excited by Savings,
Relaxed by
Dominican Republic

UP TO 58% OFF

’
f

14



Chapter 5: Reports

Understanding the effectiveness of the marketing campaigns is important for an agency. Reporting is a key tool. The
reporting information provided in this manual will only address specific reports that are directly driven by the marketing
programs ordered and executed through ClientBase Marketing Services.

There is a wealth of other reports and queries that ClientBase CRM users should learn about and can help them to grow
business. Please contact your ClientBase support desk for additional information on reports.

e Understand how to read an email mailer

Email Mailer

Select Promotion|Promotion History. This gives you the summary statistics for your email promotions.

" ClientBase
bre ook, 18 Marketing Services

part of the sabre red portfofio R

Proumoton Hestory

Use the date flalds delow to select the reporting dates you want to capture for yous email response rates

Fram Aug v 1 v 2012

Te Sep v 26 v 2012 ~

| Search

Promotion Channel Date Sent Sent Opened  Percent Chcks

4 2012 Eady Booking Discount Emaill 090612 523 145 21.7% 13
& Last Chance for Baicony Upgrades Email 082212 7%8 25 320% 20
4 Summer Splendour & The Suie Lie Email 081712 108 2% 243% 3

Promotion: Name of promotion.

Channel: How promotion was sent.

Send Date: The date the email was sent to the client.

Sent: The number of emails sent to your clients.

Opened: The number of emails opened by the clients.

Open Rate: The number of people that opened the promotion out of the total number of people that received the email.
Clicks: The number of clients that have clicked a link in the promotion.

NOTE: The details of “who” opened and click will show in mailer records in ClientBase® CRM.

Mailers

The details of who received, opened and clicked the email promotions show in the activities tab of your ClientBase profiles
in the form of Mailer Tags:
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The date on the mailer activity indicates the date the promotion is emailed to the client. For Open or Click mailers the
date is the date the client opened or clicked the links within the email.

Mailer Type: Indicates the promotion was email.
Subject: Will start with Promo sent, Promo open, or Promo Click followed by the name of the promotion.

Link to Details: A link to an HTML copy of the email is provided for agents to view what was sent to the client.
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Chapter 6: ClientBase Marketing Services
Promotion Customization

Sections below provide directions on how to customize TouchBase and ClientBase Marketing Services Custom
Promotions.

How to Customize TouchBase Promotions

Using TouchBase? Promotions can be customized. Go to My Profile|Marketing Options and use the checkbox on the
right of the promotion name you want to send to your clients - this adds the promotion to your calendar.

On the left, click the pencil to customize your message for that promotion:

ClientBase

| Travel

Eabre [vewor. | IVlarketing Services

part of the sabre red portfolio

yOur mackesng oonons. Plesse make your mtal selectces

(3]
=
Suppler Promotons 7 Add
Click the TouchBase Program (a] promotion
pencll o 4 Arcaersary Emais g 1o
customize 2 By Emais - Passanger emals only & calendsr
the @n&m-'mwhm'uwwuu by
message for checking
this here.

promotion.

LIV L S

ClientBase

Travel > .
Eabre newes. | NMarketing Services

partof tho saben rod portioho

TR TLETI TS e aen B S Jreetens batet ® PR MaTeNG LTS

The screen
opens with the s F QAT R EEED
default message. T I T
1
To reset the Please accept our best wishes for 3 very, very
customization, .
use the Restore Happy Birthday!
Defaults at the You are 3 vaksed chent and
bottom of the we just want 10 say, enjoy your special day!
screen.

>
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OPTIONS FOR EDITING

From the customization toolbar, choose the following options for editing the text of the promotion - Font Size, Font
Color, Bold, Italic, Underline, Ordered list, Unordered list, Hyperlink, Text Alignment.

This custom message will apply to all promotions listed in thss Marketing Option

cessmcrmc P 000 & BEEBE

fagent emed personakzabion]Cd

Please accept our best wishes for a very, very

Happy Birthday!

You are a valued client and
we just want to say, enjoy your special day!

m

I,l it J ¢

| Ssve | [ Csncel | | Restore Defauits |

Once satisfied with your changes, click Save at the bottom of the screen.
ADD A MERGE FIELD

ClientBase

[ Travel

Eabre/vewor. | Marketing Services

part of the sabre red portiofio

Move your cursor to
. the message position

= you want the merge
smcrmme T NMAMR K BEBDC oo adde.
Select from the

following merge fields:
salutation, agent email
personalization, agent
phone OR survey link

Click Insert Merge
Code.

[salutation],
Please accept our =gl

Happy Birthday!

You are a valued client and =
we just want to say, enjoy your special day!

18




ClientBase
Eabre newor. | IVlarketing Services

part of the sabre red portiolio
| fouchOuse Progiaes Owindey Cmads Prunasy wmadlorso Pansengeromsd |

This Custom rmessage Wil aPch b5 a8 romobons kaled o Mus Martatng Opton

[ Travel

ren - IGSHDR/JUE I NS | SRS IR

s Mo Coe

[salutation),
Please accept our best wishes for a very

Happy Birthday!

[agent email personalization) is thinking of you and wishes you a special day!

To view your message in the edited promotion, click the Home menu option. Click the name of the promotion to view
(notice the red * at the end of the promotion name indicates it has a custom message), then click View Promotion.
Changes will be used each week/month on the promotion sent until a new promotion is created or another change is
made.

e ClientBase "
Sabre/mrwork. - Marketing Servic =

P i AT —— o>~

part of the sabre red portfolio

£ Your Marketing Calendar - The Next 60 Days

Apail 2015

20  TouchBase Program TouchBase Wekom Home g i . S
24 TouchBase Program TouchBase BonVoyage ”'0.' PR J
25 TouchBase Program TouchBase Use

27  TouchBase Program TouchBase Weicom Home Please accept our best wishes for a very
Mo , Happy Birthday!

1 TouchBase Program TouchBase Happy Birthday Wishes *

1 TouchBase Program TouchBase BonVoyage Lindsay with One Big World Travel is thinking of
4 TouchBase Program TouchBase Welcom Home you and wishes you a special day!
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How to Use CBMS Custom Promotions

If you are a subscriber to ClientBase Marketing Services Custom Promotions, this section describes how to create your
own promotions by going to Promotions|My Templates on the CBMS Home page. Agencies that are not currently
subscribing but are interested in learning more, please contact your sales rep.

Before you begin a new promotion, however, some preparation needs to be done in ClientBase.

Promotions «

I

i i | Ler]
e —

Step 1) Using a Level 2 or Level 3 Query, select the clients you want to reach with the promotion you are creating. Use
Marketing Codes or Travel History to target the audience.

Profile Query Level 3 —
TBO Masketing Fiekls
General Info | Comewsycabon  Marketing | Actrities | Travele/Contact | Cords | PesCards | Mo Fiskds | Trawed Hestoy
a2 VWhexe? 1 When? 2 Whee? 3 With Whom? 4 What Type?
Canbbean/damaica || | [] Sperg O Afca + || O singevoung - || 2 R
Caribbean/Other ) Summer ] Asia || O SingleMabaee | ||| ] Packape ‘
o- 4 Wc"“’”we’ O Fal O] Bemuda |5/ [ SingleSiChizer] || ] FIT
B i O Winter [JCamads || (] CoupleYourg | ||| [ TourEscoted
SBesch: [ Last Mo i Castboandlar || [] CoupleMahee |5 ||| [ TourNonEsc
] z (W Co.mb. SeCitize O é}fmhsnt ‘
] Certial/So Amw ] Famiby'Yourg [C] Visits Frerds/Rela
[ Ewope/Easten [ Famdy Teern ‘ 7‘
] Ewope/Batirel _ || [] Grandparents [ !5
i T - - i 31
5 \hat ltesests? 6 \what Budge!? 7. Cliant Status 8 Chant gits B2
] Music - || O Econcmy ] Advocare | O Wine |
] Muzsum ] Modersie ] Cherr ] Travel day
|1 O Shopping [ Deluve ] Fied Piper
110 sk ] Prospact
£ Sking 1 vP
[ Snorkelrg/Sal |
[ SpaHesth |E
oo
] Tenn 2
[ oK | Cancel Resst |

Step 2) Go to Global Defaults|Profile Defaults|Marketing Codes to add a new Marketing Code. You'll create a 5-
character (alpha-numeric) Marketing Partner ID for your Custom Promotion. This code will be referenced when creating
the promotion in ClientBase Marketing Services.
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http://www.trams.com/home/contact/sales_representatives/?utm_source=Home&utm_medium=Website&utm_campaign=Sales

Marketing Code e o

| Category

[11. Pramations v

Marketing Code
Rock Your View

Marketing Partner's |D [if applicable)
RCI5

] | Cancel ]

— e

Step 3) Globally modify the query results from Step 1 with the newly created Marketing Code.

| B Crmnttae - Lo Trawnt Nrturt
‘l-t.h—qh'o“”—n*“t‘.*%

- =

M'I-’
g. 5 e AwEgE 4800 18 3 X
Pl Pt Noe  Mae Beled ey Pt Ldel Lo P feel Glees Gele  Deee
_Pmcen | e | bt o] et L9 Orgn Ormtn Bty
| Dubtwd | Nan | N At | vy Ty e
[t Sxstie Tioe Leiisal S Bk s i1 E210 & Scvst SIS RY
o @ Pt Mwagm N | T ]_mj
Onm ‘,:v —_— —
= Az
Biem [
:“: [roote e SRORLE 21| A L ¢ SR S 8 3¢ Datete
i Ove L At TIT Connge e ea
LT L L Benestresn SN ke var el S L
o T Pt L BTy W0 s ome Bt
o O Ly L tew fow ' Swver Al
j""““":.w L Seemetes SIS 4 Seet Vet Select 28
1 |y Mt L Dwenias T eeas e N Usselect A3
o U Comwat Tons O [ JOUN e 2
8 Ue Comwenst Cune L L 1 —— e T Cotumne
= Ml betd Vgt P e | VEN E Mawtend Shen S
L : View Active Quary
F NP ’ -
Dope Oheck
{ NS08 D < Py O » WA RN
“T_’_':, = — - __‘_n — _'.: ~_°‘—_‘. Send Prenary Addien 10 Olgeomd
Send 88 To Address to Ohpboard
Send Shvp To Addrens to Chpbosrd
Send Second Adders to Clpbosed
Send Addvess o Clgboard

ﬁm"" q Code —— EHRESEEEE  ww - feddm)

Check the Marketing Code you wish to add to the selected Profies

I} Q5 Reports - Profie -
I} Q5 Reports - Actties
[} Q5 Reports - Closed Activities
[ Q5 Reports - Res Cards
4 How heard
[7] San Jose Meraury ad
[7] Campbell Tenes
# Promobons
[71 NO masings
{71 NO blast emais i
171 NO cruise madngs '
[] o tour malings
bl __MMYMM

Confim —— ‘Lﬁj

0 Add Rock Your View to Selected Results in Profile Manager?

(o ][ conce |
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The easiest way to add a
Marketing Code to a query
results screen is to right-
mouse click in the
ClientBase results screen
and click Add Marketing
Code.

Find the newly created
Marketing Code to add it.



Step 4) Go to Promotions|My Templates on the CBMS Home page to view a directory of templates available for use.
See a listing of CBMS Templates created by CBMS that are available for you to customize, as well of a list of your
previously customized promotions entitled My Promotions. Selecting a promotion allows the following options:

e Create New From: Create a new promotion from the selected promotion. Promotion details are copied
into a new promotion and users may make changes and save.

e Edit: Edit the promotion if there are no orders on the promotion.
o Delete: Delete the promotion if there are no orders on the promotion.

Click on the template you are customizing. It can be a CBMS Template or one you have already created (My
Promotions). Click Create New From.

ClientBase

Travel . -
Sabre [ nawn. | Marketing Services

part of the sabre red portfolio

The following cusiom fempiates are currently avalable

| Show Expired
— > .. - . . . e
[ CBMS Templates Romance Theme 091010 to 1273115 Temglate
o/ CBMS Templates Blank Template with No Logo at the Top 082815 o 123115 Tempiate
(] CBMS Templates Biank Tempiate with Logo at the Top 0826115 1o 123115 Template
(] My Promotions An Epicurean Ocyssey DA731/15 to 12/31115 No Orders
(] My Promotions Newslotter Promotion - Basic Format 083115 10 123115 No Orders

Create New From Edit Delete

Notice the Show Expired button used to see the any expired promotions. These are hidden to keep the list shorter. These
promotions can still be used to generate new promotions. There is also a Promotion Status column:

e Template: Added by Trams as a starting point for promotions.
e Pending review: Order has been created and submitted and is awaiting approval to send.

e Pending: This is the status of a custom promotion that has been ordered and has not yet expired. The
order has been approved and will be sent on the order send date.

e No orders: Promotion is in progress and can still be edited. These promotions can be ordered from the
home page under Available Promotions.

22



Step 5) After selecting the Promotion to create, click the Best Practice link for advice to consider while creating your

promaotion.

All helds are required.

Marketing Partner 1D

{RCI15

Promotion Name

RCI Promotion - September 2015

Subject Line
[Rock Your View

Image File Path Available Images
Browse V|| InsertImage Delete Image

You must save your work before uploading the first image

Step 6: Fill in these first Promotion fields:

Your work will automatically be saved each tme an image i

Marketing partner ID (required): This is the 5 character alpha-numeric field created in Step 2 above to identify the

clients you want to receive this email promotion. Any letters should be in all CAPS.
Promotion name (required): Identify the promotion.

Subject line (required): The subject line of the email you are sending.

Image file path and Available Images: (See step below about uploading images if you are including these.)
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Step 6) Start composing the Promotion:

ran > OO0 EEEE R &

HTML

s> OO0 % &

ER=R=R=Hay"

ROCK YOUR VIEW

Text Version
i‘iouz Text here

A great offer to join us on the inaugural season of Anthem of the Seas

|<agentinfo>

*FREE UPGRADE - Reserve a Balcony stateroom for the price of an Ocean View.
+50% REDUCED DEPOSIT- We will cut your deposit in half for all stateroom categories

This offer is available for sailings between Nov. 10, 2015 - Apr 18, 2016.
ACT NOW - BOOK BY AUGUST 31, 2015.

This is your last chance to collect your free upgrades on our newest ship. Earn an addition of $200
onboard spending money, just for departing on our Nov 30th sailing

Elgk_mon Date Text Version
[123122015 ROCK YOUR VIEW

All fields are required.

A great offer to join us cn the inaugural season of Anthem of the Seas,

Praviow Promotion Send Sample Sa:;

FREE UPGRADZ - Reserve s Balcony astatercom for the price of an Ocean View,
50% REDUCED DEPOSIT- We will cut your depcosit in half for all staterocm categorcies,

This offer is available for sailings betws=en Nev¥. 10, 2015 - Aprc. 18, 2016.
ACT NOW - BOOE BY AUGUST 31, 2018.

his is your last chance to collect your free upgrades on our newest ship. Earn an addition
£ S200 onboard spending money, Juat for departing on our Kov, 30th sailing. v

o -

Expiration Date
0913012015

Al fields are required,

Proview Promation || Send Sample lﬁl ml im

HTML Compose/HTML (required): This area is where you will enter the body of your email.
Copy HTML from more advanced HTML editors for users that are comfortable editing HTML.

The Compose screen: A simple wysiwyg (what you see if what you get) editor that lets you visually design your
email. This simple editor includes the ability to change fonts, font size, font color, bold face, italic underline, use
numbers or bullets, add a link, add an image that is already on the web or add a table.

The HTML screen: This is for users that have experience with HTML. The user can copy HTML from an editor or
other web pages. Once pasted in, changes can be made in the HTML or compose tab.
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Text version (required): All HTML email must have a text version for the few customers that will not accept
HTML. If no text version is supplied, the email will receive a higher spam score and will likely not make it to the
client’s inbox.

Expiration Date: This is the date that your promotion will drop off the My Templates screen. Promotions with
orders that have been sent will automatically expire. Use the Show Expired button to show expired promotions.

Save: Use this button to save your work in progress without exiting. Once saved, the promotion will be listed on
the Promotions|My Promotions and Promotions|My Templates screens.

Cancel: - Do not save changes and exit this screen
OK: - Save changes and exit this screen
Step 7) Upload images and insert them into custom promotions.
Image File Path Available Images

[“Browss... || V]| insertmage || Delete Image

You must save your werk before uploading the first image. Your werk will automatically be saved each time an image is uploaded.

HTML

e OO0k EEBEL] &

anmen FREE - 50%

«fr SEAST UPGRADES  “Wirotrvar

ROCK YOUR VIEW

A great offer to join us on the inaugural season of Anthem of the Seas.

*FREE UPGRADE - Reserve a Balcony stateroom for the price of an Ocean View.
*50% REDUCED DEPOSIT- We will cut your deposit in half for all stateroom categories.

When creating or editing a promotion from the Promotions|My Promotions screen, notice the fields Image File Path and
Insert Image. Be sure the promotion is saved before you use these fields.

Important notes when working with images: It is recommended that you resize the picture to the size you want before
uploading due to different browsers and different email clients using different settings with HTML. There are also size
restrictions to make sure that the person receiving the email has the best experience. Emails over 1MG or 650 pixels in
height or width are too large and require too much time for the user to download. It will also increase the SPAM score on
the email and decrease the chances of getting to the inbox.

Image File Path: Click the Browse button to the right of this field to select an image file on your computer, then click
Open to upload it.
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Available Images: This is used after the image has been uploaded into the promotion. Place your cursor in the
Compose window where the image should be added. Use the drop-down arrow to select an image, then click Insert
Image.

Image File Path Available Images

| Browse... | age

an_bumper_cars_support.jpg
jul2015-wwow-rockview-lockup.jpg
jul2015 rock your holiday support 2 jpg

You must save your work before uploading th each bmian image is uploaded.

HTML

ey OO0 & EEEESLR &

anmien  FREE

M SEAS” . UPGRADES  “Sunctryar

Delete Image: To remove images from the promotion, delete them from the compose screen by clicking the image
and using the delete key. To remove an image from the drop down selection of images, select it in the Available
Images drop-down, then click Delete Image to complete the removal.

Step 8) Preview Promotion and send a sample of the email.

| Preview Promotion || Send Sample || Save || Cancel || OK |

Preview Promotion (only active after saving your work): See a sample of the email you are creating, with the header
and footer included.

Send Sample (only active after saving your work): - Send yourself a sample of the email.

Step 9) Save the Promotion and then order the Promotion.

26

Save: Use this button to save your work in progress without exiting. Once saved, the promotion will be listed on
the Promotions|My Promotions and Promotions|My Templates screens.

Cancel: Do not save changes and exit this screen

OK: Save changes and exit this screen.



Order the Promotion: A promotion can be ordered from the Home page in the Available Promotions section or by using
the Promotions|My Promotions menu option.

= ClientBase
re /Network. . Marketlng Services

partofthe sabre red portfolio

My Promotions Custom Promotions Cruise Alaska Emall  12/2015 Order
My Promotions Custom Promotions New England & Canada cruise getaways Email  09/28/15 Order
My Promotions Custom Fromotions Newsiefter Promotion - Basic Format Email 12728115 Order
My Promaotions Custom Promotions Oclober Newsietter Email 122015 Order
My Promotions Custom Promotions One Big World October Newsietter Email  0928/15 Order
My Promobions Custom Promotions Anniversary Cruise Saie Emad  12/29115 Order

| My Promotions Custom Promotions  Rock Your View Emai  ooans (B

In both screens, select a promotion and use the Order link on the right side of the Description. When you click Order, Best
Practices will appear for your review and then you can continue:
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. ClientBase
Sabre/memork.. . Marketing Services

+ partof the sabre red portfolio

My Profile « My Calendar Promotions + Training « Contact Us Logout

Order Promotion - Rock Your View

Promotion Period: 09/02/15 To 09/30/15
Travel Period: Uniimited Start Date Te Unlimited End Date

Preferred Target Send Date
|Sep v] [ 17 v| |2015 v] The default date is two days after today's date

Minimum number of days between sends to a consumer
This is not applicable for this promotion

Email From Address

Lindsay.Chomyn@sabre.com
Notes to CBMS

Order

Preferred Target Send Date: Select the date you want to send it. The default is two days from the current date to allow
time for syncing your Marketing codes for the list selection.

Minimum number of days between sends to a customer: Is not used in Custom Promotions

Email From Address: Enter the from email address you want to appear on the Promotion. The default is the from email
you have entered under MyProfile |Edit Profile

Notes to CBMS: Add any notes or questions you might have for CBMS, and click the "Order" button. You will be
prompted to review the Best Practices one last time and save the order.

Creating the order sends the order to the CBMS Operations Team. It will show as Pending Review. They will release it for
sending and you will see the promotion on your Calendar on the Home page. The email will send on the scheduled send
date.
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Chapter 7: Resources

Below are the resources to access should you need assistance.

ClientBase® Sales Team
http://www.trams.com/home/contact/sales representatives/

ClientBase® CRM Training

To leverage existing ClientBase product training that is offered by ClientBase® certified trainers, click on one of the links
below. You can either attend ‘live’ webinar sessions or listen to recorded training modules.

http://www.trams.com/home/training/clientbase webex training

Live Q&A Sessions for ClientBase Marketing Services:

https://cbms.webex.com/mw0306ld/mywebex/default.do?siteurl=cbms&service=6
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