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Step 1: Choose “Add New 
Vacation Webpage” 

Besides being able to add a new vacation webpage, on your 
home screen will be any previously created Vacation Webpages. 
Edit will allow you to make changes to your existing vacation 
webpage, while Delete will permanently delete the page. 
 
The displayed status will indicate whether or not your page is 
currently public and open to view: 
Active: Vacation Webpage is currently live and accesible 
Pending Approval: Your webpage is awaiting approval from 
Globus 
Inactive: Vacation webpage is currently inactive and not 
accessible  



Step 2: Pick a Brand 



Step 3: Search for 
Vacation 

You can search for a vacation by destination, keyword 
or, if known, the applicable tour code. 



Step 4: Select Vacation 

Select your vacation from the list of results. If you do not find 
the correct vacation, select “Conduct a New Search” and try 
again. 



Step 5: Choose a 
Departure Date 



Step 6: Review/Confirm 
Vacation 

After you review the vacation, be sure to scroll to the bottom and 
choose “Modify” to continue and start modifying your vacation 
webpage. Choose “Cancel” if this is not the correct vacation. 



Step 7: Manage Contact Info 
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This contact information can be different for each webpage. It will be where you want your 
customers to contact you. Please note that this is different than the main account contact used by 
Globus.  
  

Vacation Name: This will be your vacation name, which can be customized. 
 

Vacation URL: The text after http://vacations.cosmos.com/agencyname/ can be customized. Please 
note that special characters are not supported. 
 

Webpage Status: When you want to make your page active, choose publish. Once approved by 
Globus, your webpage will become live. 
 

Logo: You can upload your own logo to appear on your vacation webpage. Please ensure it meets 
the following criteria: 200x150 px, 300KB Max / .png, .jpg, .gif.  
 

Link to External Website: Use this option to direct your customers to your agency’s website. This 
will hyperlink your logo to your website if you choose. If you do not choose a logo, you will not be 
able to link to your external website. 
 

Twitter/Facebook: Insert your Twitter Handle or Facebook page to link at the base of the Vacation 
Webpage. These, as well as an external website link, are not required. 
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Step 8: Managing Webpage Content 

Vacation Dates 
 
You can edit the start and end date for your vacation. These dates are prepopulated based on the brochure 
dates of the selected vacation, but can be modified for pre/post stays and air-inclusive vacations. 

Call to Action & Important Information  
 
The below section is used to market and manage your vacation.  
 
Display “Make Reservation” and “Request Information” Buttons: This option, which can be set at Yes or 
No refers to the dynamic buttons on your webpage.  
 
Send Forms To: When a customer fills out and submits a “Make Reservation” or “Request Information” 
form via your webpage, this information will be sent to whatever email is entered here. 
 
Show Important Information: This section is completely customizable. If you would like to share Important 
Information with your group, enter it here. You are NOT required to populate this field and can leave it 
hidden by selecting “no.” If you choose not to complete this section, the section will not show on your 
webpage. 
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Managing Webpage Itinerary 
Itinerary 
 

In this section, you have the ability to add notes to the top of or 
below the Itinerary. The Itinerary Overview will be displayed 
directly above the Itinerary and Itinerary Notes will follow the 
day-by-day itinerary. Both of these fields are fully customizable. 
Please note that the itinerary itself is NOT customizable. If you 
choose to not make any notes these sections, nothing will be 
displayed 
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Price and Booking Instructions 
for Webpage 

Price and Booking Instructions 
This section allows you to customize the displayed pricing information and booking details. 
 
Vacation Starting Price: This field can be customized to reflect your group discount, air-
inclusive pricing, etc. If left blank, it won’t display on the vacation webpage. 
 
Does Price Include Air? If your starting price includes a quote for air, select yes. The pricing 
disclaimer displayed on your webpage will be based on whether you select with or without air. 
 
Price Information: This information is prepopulated based on the brochure prices of the  
vacation you chose. You have the option to edit any information based on your unique 
vacation pricing. 
 
Booking Instructions: Allows you to add any additional booking instructions that you would 
like to share with the group. Please include how you would like people to book this vacation 
and include contact info, etc. 
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Vacation Webpage Map 
In this section, you have the choice to use our default 
vacation itinerary map or upload your own, or not display 
one at all. 
 
If you would like to use your own map, click “Choose File” 
and choose map from your computer to upload. 
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Managing Account Settings 
In this section, you can edit your account settings. This is the 
information you provided to us when you first registered your 
webpage. We use this as your primary contact information, so 
please ensure it is accurate. This is what Globus uses should we 
need to contact you. No customer will ever see this information. 



Vacation Webpage 
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Appendix A Continued 
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