
 

 

 



GETTING STARTED… 

Check out the AGENT PORTAL:  Here you’ll find helpful information  such as educational 

videos and webinars; news and events; forms; sales tips and much more.   

Personal Travel Agents Portal: www.uadventuretravel.com/agent-portal 

The Password is: Agent4Trav 

Study Abroad Agent Portal: www.uadventuretravel.com/copy-of-agent-portal  

Study Abroad Agents must register for the portal through this site by providing an email and 

password.   

Both Personal and Study Abroad Agents can access their portals through uAdventure’s 

home page at the very bottom of the page.  www.uadventuretravel.com 

 

Get registered with our suppliers:  In this packet you will find a list of our suppliers and how 

to get signed up with them.  If you are selling personal travel the most important suppliers 

to get set up with first are VAX, Cruising Power, Carnival and Sandals. 

 

Get set up with HubSpot:  Email the uAdventure office to ask for access to HubSpot.  You 

will then be sent instructions on how to set up your account.  Your HubSpot account will 

help you keep all your leads in one place, remind you of important dates, and help you 

move your clients through the sales process.   

 

Order your business essentials:  Now’s the time to get your business set up.  Some things 

you may find you will need are business cards, a name badge, an email address dedicated to 

your business, desk space, and / or office space.  You may order these services / products 

from uAdventure if you’d like.  You can place your order here: CLICK HERE. 

If you’d like to order business cards on your own, you can find a copy of the uAdventure 

logo in the agent portal that you may use on your cards if you’d like.  You can also find a 

copy of our letterhead in the agent portal that you may use as well.   

You can order an @uadventuretravel.com email if you’d like.  We charge you what we are 

charged for this service.  If you prefer, you can set up a google or yahoo account dedicated 

to your business instead.   
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GETTING STARTED… 

Watch the Training Videos:  Start with the Foundations.  There are three foundation cours-

es.  For personal travel agents they are: VAX, Prospecting and The Sales Process.  You must 

complete these classes to receive leads from uAdventure.  For study abroad agents the clas-

ses are: BedsOnline, Prospecting and The Sales Process.  The Prospecting and Sales Process 

classes are different for personal sales agents and study abroad agents so if you are selling 

both, you’ll need to take all six classes.  After the foundation classes, we recommend you 

watch some of the training videos from suppliers. 

 

Set up your social media platforms:  Get business pages on LinkedIn, Facebook, Instagram, 

Twitter, etc.  Don’t get too bogged down in too many.  Just pick a few.  Try to post consist-

ently.  Like, share and Follow uAdventure’s pages and posts. 

 

Start Selling:  The best way to learn is to do.  Get in front of people and tell them what you 

do.  Start networking.  Get an email list together that you can start an email campaign with.  

If you get a lead from uAdventure, respond quickly. People want quotes fast.  Follow up! 

 

Stay Connected: Attend Events and Meetings.  Check your email and agent portal often.  

We will be posting events, updates, meeting times, etc. in the events section in the agent 

portal. We will also email you about important events.  We have a sales meeting every 2nd 

and 4th Friday morning at 9 AM CST.  You can either join us at Panera Bread on Elm and Na-

tional or via Zoom.  Links to the zoom meeting can be found in the agent portals.  Sales 

meetings cover new sales tips, motivation, contests / incentives, and events and a ques-

tion / answer period.  Join us as often as possible at meeting and other events as we learn, 

mingle with others and get all our questions answered.  See you there!   

 

Trade Shows: Study abroad trade shows/ fairs will be coordinated with agents individually 

based on their territory.  Bridal Shows take place in January and August in Springfield.  Any 

agents wishing to participate in the show will need to register and must attend a pre-show 

orientation.  More information will be emailed to all personal travel agents.   

 

uAdventure’s office hours are M, W, Th and F 9 AM—4 PM.  WE ARE CLOSED ON            

TUESDAYS, SATURDAYS AND SUNDAYS.  Please plan accordingly.   
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WHO?   Describe your clientele.  What’s their age?  Do they have children? What’s 

their income? What’s their ultimate goal?  How can you help them reach that 

goal?  How do they communicate? 

WHAT? Describe your services in detail.   

WHEN?  What is your time frame for getting your business running?  When will 

you do what? 



WHERE?   Where will you work? How will you set up a productive working envi-

ronment for yourself? Where will you meet clients? 

WHY? What are your goals for your business? Define some specific, attainable 

goals and a time frame in which to accomplish them.   

HOW?  How will you meet your goals?  How many hours will you need to devote 

to your business to attain your goals?  How much training will you need?  How 

many sales will you need to make? 





 

Strengths: What are some advantages you have in your business?  How can 

you exploit those advantages? 



 

Weaknesses:  What are some of your weaknesses?  How can you overcome 

those obstacles? 



 

Opportunities:  Identify some opportunities for your business in your mar-

ketplace.   



 

Threats:  What are some exterior threats to your business? 



[Social Media] 

Which 2-3 platforms will you focus your social media efforts on? 

Where is your perfect client spending their time online? 

What strategies will you use on each platform to grow your audience? 

 

How will you find your clients on social media? 

 

[Email] 

How will you build your email list? 

What will you do to connect with your email list? 

How often will you connect with your email list? 

 

What types of things will you send your email list? 

 

 

 

 

 

 

 

 

 



Month of ___________________________ 

Spiritual  

Goals 

 

Family  

Goals 

Health 

Goals 

Financial 

Goals 

Other 

Goals 

Giving 

Goals 

 

 

 

 

 



Frequency:  Up to 6 times/day/

board 

Best Time: 5-11pm 

Frequency: 1-3 times/ day Best Time: 1-4 pm 

 Best Time: Any 

Frequency: 1-5 times/ week Best Time: 10-11 am 

Frequency: 5-10 times/ day Best Time: 1-3 pm 

Frequency: 3-5 times/ day 

Polls        Trivia 

Travel Photos      Personal Photos 

Helpful Hints      Offers / Discounts 

Polls        Quotes 

Videos       Behind the Scenes Content 

Event Information     Previous Popular Content 

Recommendations / Reviews   Contests 



Account / Website Login / Username Password Notes 
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VAX– VacationAccess:  Email uAdventure office with request to be added to VAX.  

After receipt of confirmation of add, visit www.vaxvacationaccess.com and fill out 

registration form.  Allow 1-2 days for approval of account. 

Apple– Apple Vacation Group:  Now available through VAX. 

Cruising Power- Royal Caribbean, Azamara, Celebrity Cruises:  Register by 

going to www.cruisingpower.com.  Register as a new agent, NOT agency.  Once reg-

istered, email uAdventure office for access to espresso, the booking engine.  Allow 1-2 

days for approval of account. 

Beds Online: Send email to uAdventure office asking to be set up with 

Beds Online.  You will then receive an email from Beds Online telling you 

how to set your account up.  

Karisma:  Go to karismatravelagents.com/agents/  Under “Haven’t enrolled yet?” 

select IATAN and input our IATAN number.  Click enroll now.  Under “Is this your 

agency”, you should see uAdventure, LLC.  Click continue.  Fill out the registration 

and click submit. 

Sandals:  Send email to uAdventure office requesting account.  Wait for approval of 

account. 



Couples:  Go to www.couples.com/for-travel-agents.  Scroll down to “Register 

Now”.  Fill out registration using our IATAN number as the identifier. 

uAdventureAir:  Fill out air quote form in travel agent portal.  Allow 1 day pro-

cessing for 1-8 travelers.  For group travel, allow 3-7 days.  ONLY USE THIS IF YOU 

NEED AIR ALONE.  There is a $25 per ticket booking fee for domestic air and a $50 

fee for international air when booking through uAdventureAir.   

Palace Resorts: www3.palaceresorts.com/BCM/index.html 

Register at the top, then email the uAdventure office for approval. 

Events365: Register at https://www.events365.com/getting-started/#register 

 

Viking River Cruises: Go to https://www.myvikingjouney.com and click the SMALL 

LINK at the bottom of the page for Travel Agent.  Create account. 

Get Your Guide:  Sign in with: adventuremaker@uadventuretravel.com 

No registration Required. 



Viator: Email uAdventure office to ask for account set up.  You will receive 

email on how to register. 

Norwegian Cruise Line:  Send email to uAdventure office asking to be 

added.  A follow up email with your credentials will be sent.   

Allegiant Air:  Email uAdventure office requesting login information.  Air must be 

booked through AGENT PORTAL.  Air booked through public site or call center are 

NOT commissionable.   

Kensington Tours: Go to www.fit.kensigntontours.co/register.aspx and fill out regis-

tration form.   

 

Expedia TAAP: Email uAdventure office asking for invitation to TAAP.  An invita-

tion will be sent to you to register.  

Carnival Cruise Line: Email uAdventure office asking to be added to Carnival Cruise 

Line.  You will receive a confirmation email with your login credentials.  



Disney Cruise Line: Email uAdventure office to ask for account set up.  

You will receive an email with further instructions.  

Disney: Go to www.disneytravelagents.com to create username and pass-

word.   

Ama Waterways: Go to www.amawaterways.com/agent-login.  Go under Register to the second para-

graph which begins… For new, registered users. Click on click here in that paragraph.  Then click on the 

Please Click Here button, NOT the Register your Agency button.  Input our IATA number and click locate.  

You should see uAdventure listed.  DO NOT input your email here.  Instead, click on the Click Here button 

directly below the email input field.  Fill out your information and submit for registration. 

MSC Cruise Line: Email uAdventure office to request account on MSC Cruise Line.  

ICS/Book a Limo: Go to www.BookAlimo.com.  Click on Book Now in top right cor-

ner.  Go to open an account tab and click on New Travel Agent.  Complete Registra-

tion and Submit.   

 



Once your client has agreed to your itinerary, you are ready to book! 

Have your client fill out the Booking Form.  It can be found in the Agent 

Portal or you can copy and send them this link: https://

www.cognitoforms.com/UAdventureLLC/BookMyTrip 

uAdventure will forward the completed form to you.  Every booking 

MUST have a completed Booking Form even if they’ve traveled with us 

before.   

You are now ready to make the actual booking.  Go to your booking 

site (ex. VAX, BedsOnline, etc.).  Follow the booking process from the 

training videos and online prompts.  Input all the necessary infor-

mation.  Be diligent to insure all information is correct.  Use the passen-

ger information from the drivers license or passport submitted on the 

booking form to book, NOT the information the passenger input them-

selves.  Double check your work.  INCORRECT INFORMATION CAN 

RESULT IN LARGE FEES!!!  Even something as simple as a wrong let-

ter in a name can cost you or your client hundreds of dollars so be very 

careful.  If you do make a mistake contact the office immediately and 

leave a message if no one answers.  Time is of the essence in mitigating 

damages.   

Your client should receive confirmation of booking from the supplier if 

you provided their email to them, otherwise you can forward your 

copy to them.  Air tickets are only issued as electronic tickets now.  

Every airline varies as to when they are issued.  Some are immediate 

and some are closer to the travel date.  This is true of cruises and some 

resorts, like Sandals, as well.  Please read through the booking confir-

mation to determine the issue date and let your clients know.  If your 

client has special excursions, honeymoon extras, or any other parts 

you have to book or set up get those booked or taken care of as soon as 

possible.  Leading up to the trip  send your clients some of our mail-

ings, such as a packing list.  They are found in the agent portal.  Final-

ly, send your clients a welcome back card several days before their re-

turn so it’s waiting for them when they get back.  uAdventure will send 

every client a survey when they return asking for their feedback. 



 

 
  

 uAdventure 

Social Media 

Develop Your Email List/CRM 

Referrals 

Repeat Business 

Family & Friends 

Community Involvement 

Newsletters, Blogs, etc. 

Trade Shows/Study Abroad Fairs 

University and School Websites (Study Abroad) 

Public Records 

Presentations at Meetings 

Newsletters, Blogs, etc. 

Paid Advertising 



7:00________________________________ 

8:00________________________________ 

9:00________________________________ 

10:00_______________________________ 

11:00_______________________________ 

12:00_______________________________ 

1:00________________________________ 

2:00________________________________ 

3:00________________________________ 

4:00________________________________ 

5:00________________________________ 

6:00________________________________ 

7:00________________________________ 

Contacts Made Today 

1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 

Add to CRM 

Social Media Checklist 

 

TOP PRIORITIES 

1. 

2. 

3. 

Today’s To Do 

1. 

2. 

3. 

4. 

5. 

 





To manage your clients effectively, you will need to use a CRM.  We use 
Hubspot.  Hubspot will keep track of all your prospects, their personal in-
formation, sales numbers, etc. and walk you through the sales process with 
them.  A CRM is vital for effective sales. Here’s how to get started with 
Hubspot:  

 

Hubspot 

1.For contacts for friends, businesses, universities, community colleges, 
high schools, alumni associations, home school lists, etc. which you al-
ready have in a spreadsheet, uploading them to Hubspot is fairly easy.   

You will need to have your contacts in a CSV formatted file like excel, and 
then go through the import process using the button in the upper right 
corner of your contact list tab in HubSpot.   

  

2. To import your contacts from google or another email vendor, you will 
first need to download the contact list in CSV format and then upload into 
HubSpot. 

 

3. Importing: Here is the video: https://app.hubspot.com/
academy/6329283/lessons/192/1876   

 

4. HubSpot Training:  HubSpot will help you organize client lists and set 
up reminders for follow-ups. The more you learn about the CRM system 
the more you can automate your contact list. 

Training videos for all aspects of using HubSpot are here. https://
academy.hubspot.com/marketing-sales-tool-training    

 
5. Download the app to track clients on your phone. 

https://app.hubspot.com/academy/6329283/lessons/192/1876
https://app.hubspot.com/academy/6329283/lessons/192/1876
https://academy.hubspot.com/marketing-sales-tool-training
https://academy.hubspot.com/marketing-sales-tool-training

