
 

Booking Process for Groups 

 



 

Access Express Book through the Scenic or Emerald Cruises website via the Agent Portal.  
https://www.scenicusa.com/agent-portal        
https://www.emeraldcruises.com/ 
Click on agent portal

 

 

 



 

Logging into Express book through OKTA verification. 

 
Each time you access Express Book an authentication through OKTA is required as a security measure and 

for verification purposes.  

Step 1: You will see is this pop up asking you to request to SEND you a code. You can select from the 
drop-down arrow if you would like it sent via SMS (Text) or EMAIL. 

 

 



 

Step 2: Once you select SMS or Email, click on SEND CODE.

After clicking on Send Code, it will show Sent. You will receive a code on your phone or email Step 3:
Enter in the ENTER CODE section then click on VERIFY button.                             

 

You are now ready to use Express Book! Please do not hesitate to contact us should you need assistance 

or have any questions. 



 

Once you have allocated space, click on Check Availability & Quote/ Book The following screen will 
appear. You will only need to fill in the following: 

 

You will now see any allocation you have. Click on the tour you would like to book. 

 



 

You will now see the tour code, your agency code and the TA code. Fill the following 2 areas.  The 
ability to split the booking (for separate flights and/or payments) will be on an upcoming page. No 
triples on Rivers or Yachts

 

Select tour. Hover over tour name to access itinerary. Room availability shows as 2+ as the system 
will only show 2 at a time. Click on cabin category to see deck plan and availability. 

 
Next page will include tour booking notes, please review and click to book the tour. 



 

You can also make a quote only (inventory is not held for quotes) 
*Screenshot of page is sample only, actual page notes may vary 

 

To book this tour we require the following guest information at time of booking: 
 
Name 
Birthdate 
Address 
Phone number 
Email 
Dietary requirements/requests, CPAP machine, mobility issues 



 

 

Fill in all above details to move to the next screen. If the guest has travelled before once you add the 
name and birthdate a prompt to matching profiles will show.  Click on it and select the matching 
profile.  



 

Special requirements your guest may have need to be entered at this time.  This page will not show 
again in any future access to the booking.  Scenic requires that we are advised at the time of booking 
as the information will prompt a waiver in the online registration (trip personaliser) that will need to 
be accepted and submitted electronically.  

 
Please review your program agreement for offers and check the appropriate one. If you do not see the 
offer on the page please add to notes in last step of booking.  



 

 
*Screenshot of page for reference only, actual page notes will show applicable promotions 

Please choose cabin for your guest, click on more info in legend and the room configuration will 
show.  Cabins with numbers are the cabins that are available. 

 



 

This page will show hotel night stays and Discover More optional tours with pricing available for your 
itinerary (not showing on test booking).  
**If you have 2 guests that are paying separately, have different gateways for flights, or want to 
choose different excursion options please opt to split passengers at this time.

 

Please be advised that there may be a flight restriction on arrival or departure. All flights booked must 
be within the guidelines.  If Scenic/ Emerald is requested to arrange the flights, the flight comments 
must be completed. 

When you or your guest book their flights, you will enter them on this page. Follow instructions at top 
of page.  The box indicated by the arrow should remain empty. 



 

 
Agent detail page: 

 



 

We offer two types of payment protection plans for your guests, please see our website for details.  A 
payment protection plan does not take the place of travel insurance. We strongly recommend you 
research the best coverage for your guests. 

 

***pricing varies by product 

The next page is a review of the summary of the booking, the payment schedule and the cabin the 
guests are in.  Please make sure all information is correct before continuing. 
*The pricing advisement disappears once flights are booked(this is not visable if you are booking the 
flights) 



 

 

The last page is your chance to communicate with us.  If you have any adjustments that you could not 
access or if you need to revise something on the booking, please add to the comments box.  Also 
please answer the 2 additional questions an confirm that you have read the booking conditions.  



 

 
FOLLOWING THIS WILL BE A LIST OF IMPORTANT NOTES FOR THE SPECIFIC CRUISE. PLEASE MAKE 
SURE TO REVIEW AND COMMUNICATE THESE NOTES TO THE GUEST 

The following is a completed booking example. 



 

 

 

Once your booking is made you will see it listed in your screen and can click on it to access.  You will 
have the ability to action the following tasks: 



 

 
Any additional adjustments will need to be made by your group specialist by email or call. 

To make a payment click on the task and the payment screen will open, please follow the prompts.  
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