
adastra.lifestye

Learning & Onboarding Guide:

Simple Booking and Cancellation

Ad Astra Travel

http://trips.adastravel.com/


Step 1. Main Dashboard — Where the Magic Begins

Once logged in, you arrive at the Ad Astra Home Page — your professional control center 

for creating luxury journeys.

Here you can instantly access:

• Stays: Search and book curated hotels and villas worldwide, for single or multi-
accommodation trips.

• Journey Atelier by AI: Describe the journey you want in natural language. The AI 
interprets your intent and presents the most relevant travel options.

• Signature Escapes: Explore pre-designed journey concepts that can be 
personalized to your preferences.

• Air Travel: Book scheduled flights with flexible routing, dates, and class options.
• Air + Stay: Combine flights and accommodation into one seamless booking flow.
• Private Aviation: Request private jet solutions for premium and ultra-high-net-

worth travel.
• Chauffeur Services: Add ground transportation and chauffeur-driven services to 

any journey.
• Events & Access: Book special events, experiences, and exclusive access as part of 

your trip.
• Journey Planner: Build, edit, and manage complete itineraries across destinations, 

services, and travel dates.



If you are planning to book only accommodation, please select “Stays” at the top of the page.

Then, insert the destination, choose check-in and check-out dates, specify the number of guests and rooms, select nationality, 

and finally click “Search.”

Step 2. Accommodation booking



After you click Search, the system will display a list of all available 

hotels that match your selected destination and travel dates.

Here you can:

View hotel options with photos, brief descriptions, and total prices.

See live availability and total rates (including taxes, if applicable).

Sort and filter results according to your preferences — for example:

•Price (lowest to highest / highest to lowest)

•Star rating

•Ad Astra Selection

•Most popular

Step 3. Viewing Available Hotels



Once you click on a desired property from the results list, you will be redirected to the Hotel 

Details Page, where you can explore complete information about the selected accommodation.

Step 4. Reviewing Hotel Details



After reviewing the hotel’s information, scroll down the page to view available room types, 
meal plans, and booking conditions.

Step 5. Selecting Room Type & Rate Plan



Step 6. Booking Summary & Add-Ons

After selecting your preferred room and rate, you’ll be 

redirected to the Booking Page, where you can review all the 

details of your stay and customize the client’s trip further by 

adding activity, transfer or flight. 



Step 7. Final Confirmation and Commission Setup

After reviewing the booking summary and optional add-ons, scroll down to the bottom of the page 

to view the Agency Information section.

•Add your commission by entering the amount or percentage you wish to apply as your agency’s 

service fee.

•This commission is kept by you, and the final total price shown to the client will automatically 

include it.

•The system will instantly recalculate the total trip price, including your added commission.

•Review the payment conditions, for example: “No need to pay now — you can pay later until 

17/11/2025.”

•You can save the trip for later or click Confirm to finalize the booking.



Once you click Confirm, you will be redirected to the page where you must enter the client’s 

information to finalize the booking.

Step 8. Enter Traveller Details



For properties that offer free cancellation, you will be able to 

choose the preferred payment option before completing the 

booking.

You can select between:

•Pay the full amount immediately.

•Pay AED 0 now and pay the remaining amount before the 

hotel’s specified cancellation deadline.

Step 9. Payment Options



After the payment option is selected and the booking is completed, 

the page will update automatically and display the Booking 

Confirmation screen.

You can access the voucher by:

•Clicking the Options button and selecting Print or Download, or

•Checking your email — the voucher is automatically sent to the 

email address you entered earlier.

Step 10. Booking Confirmation and Voucher



If you have placed a booking using the Pay Later option, you 

can complete the payment at any time before the payment 

deadline.

To proceed with payment:

•Open your Profile from the main menu.

•Select Pending Payments from the left-hand panel.

•You will see a list of all bookings that require payment, 

including the booking reference, client surname, payment 

deadline, and outstanding amount.

•Locate the booking you want to pay for.

•Click on the yellow credit card icon in the right corner of the 

booking row.

•You will be redirected to the payment page to complete the 

transaction.

Step 11. Booking Payment (Pay later option)



If the booking is unpaid, you can cancel it at any 

time through your Home or Bookings sections by 

clicking Cancel next to the reservation.

No charges will apply as long as the cancellation 

deadlines are met according to the rate conditions.

Step 12. Booking Cancellation (Unpaid booking)



If the booking has been paid, cancellation follows the policy.

Please always check the cancellation deadline before proceeding.

To proceed with cancellation:

•Go to My Profile, Bookings or Home

From any of these sections you can access your full list of reservations.

•Select the Booking You Wish to Cancel

•Click on Modify Button

Step 13. Booking Cancellation (Unpaid booking)

A support request window will automatically open — this is where all changes, 

amendments, and cancellations are submitted;

•Choose Request Type: “Booking Cancellation”

•Select the cancellation option from the dropdown menu.

•Add a Comment (Optional)

•You may briefly explain the reason for cancellation or add internal notes.

•Click Send Request.

Our operations team will review your request and process it accordingly.

Once your cancellation request has been processed by our team, the system will automatically 
send you an email confirming that the booking has been successfully cancelled and the booking 
will also appear as cancelled inside your My Profile section
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