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Introduction 

The purpose of this guide is to provide site managers with the information necessary to 

establish and manage a VAX VacationAccess account and register to sell all of the ALG 

Vacations® brands for their agency.   

Only a site manager should register their agency with VAX and add, edit, or remove users.  

Agents should not create their own individual accounts on VAX.   

This guide will introduce you to the different settings and easy-to-use features available with 

your VAX VacationAccess account. You should become familiar with these settings as they will 

help you submit and manage travel bookings and allow VAX VacationAccess to become a key 

piece of your agency’s profitability. 
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VAX VacationAccess System 
Requirements 

For optimal system performance, it is recommended that travel agents meet the following 

system requirements: 

 

VAX VacationAccess is not liable for the result of any technology decisions made based on the 

above information. Agents are responsible for performing their own due diligence and should 

speak with their manager or IT personnel to determine if their operating system and internet 

browser is right for their business. 

Note 

For the best performance, users should not use multiple internet browser tabs to view 

separate pages within VAX VacationAccess.  

  

Requirements  

Screen Resolution  1024 x 768 pixels 

Browsers  Internet Explorer 9.0 – 11.0 (with latest service packs and 

security updates) 

 Firefox 26 or higher (with latest service packs and security 
updates) 

 Chrome 32 or higher 

 Safari 5 or higher 

Computer Processor  Intel Pentium 4 or higher 

 A new AMD or Intel Dual Core Processor 

Computer Memory  2G of RAM or more with a minimum of 10G free hard disk 
space 

 If you are running Windows 7, you can improve 
performance using Windows ReadyBoost 

Operating System  Apple, Google and Microsoft supported operating systems 

Internet Connectivity  Run at T1 speeds or higher 

 Cable or DSL – 2Mb or higher 

 Wireless – 3G or higher 

Login Security  Set screen saver to display logon screen after 15 minutes 

of inactivity as a security best practice 
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Step One: Register with VAX 

Before registering, please verify your agency does not already have access to VAX 

VacationAccess through a host agency or consortia. If your agency already has access, contact 

your agency’s Site Manager to request login credentials. 

Note 

Site Manager status is given to the person identified in the original VAX Registration form 

for the agency. All agents with login credentials under the same agency number will have 

the ability to sell registered suppliers’ products.  

During the registration process you will be asked to appoint a Site Manager to manage your 

VAX account.  The Site Manager will have administrative control over the agency’s VAX 

account, providing permissions to control access by adding, editing, and removing agent users, 

as well as modifying agency preference settings and control access to certain VAX functionality. 

To register your agency with VAX: 

1. Click the Register Now button on the home page (vaxvacationaccess.com) to open the 

registration form.   
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2. Complete the online registration form. 

 

3. Read the VAX VacationAccess Travel Agency Agreement.  If you accept the terms and 

conditions of this agreement, click Register Agency. 
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4. After clicking the Register Agency button, you will receive a welcome email within 24 

hours containing your username, login credentials and next steps on how to get started. 

 

 

Welcome Email:  

 

 
 

https://www.vaxvacationaccess.com/pages/getting-started-on-vax/ 

https://www.vaxvacationaccess.com/pages/getting-started-on-vax/
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Get Started Page: 
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Setting Agency Preferences 
1. Once you receive login credentials, you may log in to VAX and set your agency’s 

preferences and add agent users.  You can access Member Services by clicking the 

gear drop-down in the upper right corner of the page.   

 

2. Select Manage Users in the Administrative Tools section of the Member Services page 

to provide all agent users with login credentials. Guidance for managing users can be 

found later in this document. 

 

 

Note   

Agents should not individually register with VAX.  If an agent within your agency registers 

himself/herself, an account will be created separate from your agency’s account. 

3. Your agency must register with 

suppliers before selling their products.  

Register your agency to sell specific 

suppliers by hovering your mouse over 

the Reservations tab and then clicking 

Vacation Packages from the drop-

down menu.  Finally, select the 

Register to Book Suppliers link 

under the Supplier Registration section of the page. 

  

4. We encourage you and your agency to participate in the Educational Opportunities with 

VAX VacationAccess to learn how to best use the tools and resources within the VAX 

platform.   

 

https://www.vaxvacationaccess.com/suppliers/apple-leisure-group/training-pages/main/
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Registration Rejection 
If there is a problem with the data you provided on the registration form, you may receive a 

rejection email within two business days of submission.    

Under this circumstance, please call VAX VacationAccess Customer Support at 414-934-2900 

to let us assist you. 

 

 

 

 

    

 

 

 

 

 

 

 

 

Lengthy Period of Inactivity 

If you register and then do not book in VAX, we may reach out to you with another email to 

provide resources that will help get you started. 

 

 

Thank you for your interest in VAX VacationAccess. We are unable to process your online 

registration for one of the following reasons: 

 1.  The ARC number you have registered is invalid. You must register with your 8-digit 

ARC/IATA number. If you do not have an ARC number, please register with your 10 digit 

phone number.  

2.  Your agency is already registered to book on VAX VacationAccess. Please contact your 

agency's site manager for your user ID or to add you as a new user.  

If you are the Site Manager, and want to register other agents as users of your agency, 

please log in, click on the MEMBER SERVICES tab in the upper right corner, then click on 

MANAGE USERS.  

Account Number: 1231231231  

Site Manager: Theresa Travel  

If you do not know your site manager's name, call VAX VacationAccess Tech Support at 

414-934-2900.  

 

Sincerely,  

 

VAX VacationAccess 



Setting up Your VAX Account | 11 

 

 

Step Two: Register with the ALG 
Vacations® Brands 

The ALG Vacations® (ALGV) brands include: 

 Apple Vacations 

 Travel Impressions 

 Blue Sky Tours 

 Funjet Vacations 

 Southwest Vacations 

 United Vacations 

You only need to register once to sell all ALG Vacations® brands; you do not need to register 

individually with each brand. If you are already registered to sell one ALGV brand, you are 

registered to sell all ALGV brands and do not need to register again. Click here to register in 

VAX or email or fax the following materials: 

 New Agency Application including tax identification information 

 W9 form  

ALG Vacations® requires that your agency has an address within North America and an email 

address. It will take 24 to 48 business hours for your account to be approved and established in 

our system. At that time, your agency will be notified via email with the confirmation of account 

setup. 

Contact Information  

Email: travelagencyadmin@applelg.net 

When you register to sell ALG Vacations® brands, you are also automatically registered to sell 

the following VAX VacationAccess brands: 

 VAX Hotels 

 VAX Published Air 

1. If you have not yet registered for the ALG Vacations® brands, you will receive an 

automated email after your VAX registration with links to next steps for registration. 

 

 

 

 

 

https://www.vaxvacationaccess.com/suppliers/apple-leisure-group/pages/register-to-book-the-apple-leisure-group-suppliers/?cmpid=ALGSHOW_homepage_supplierblock1_multi_na_RegistertobookALG
https://ifj.www.vaxvacationaccess.com/globalassets/vaxpro/documents/registrationforms/alg_registrationform.pdf
http://www.irs.gov/pub/irs-pdf/fw9.pdf
mailto:travelagencyadmin@applelg.net
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Automated Email: 

 

 

New Agency Application: 
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W9 Tax Information Form: 

 

 
2. Once your account is approved, you’ll receive an email confirmation from ALG 

Vacations®, typically within 24-48 hours.   
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Registering with Non-ALG Suppliers 

VAX VacationAccess is proud to offer a wide variety travel options that are provided by the most 

popular travel suppliers. A select number of these suppliers require that you register with them 

before selling their products. Visit the Register with Suppliers page for a list of suppliers that 

require registration and guidance on how to proceed with the registration process.   

Logging in to VAX VacationAccess 

VAX VacationAccess is designed exclusively for travel professionals.  Access to all of the site’s 

valuable resources and booking tools is securely located behind a password-protected login.   

To log in to VAX:  

1. Navigate to vaxvacationaccess.com.  

2. On the login page, enter your agency number, user name and password, and then click 

the Login button. Passwords must be 8 or more alpha/numeric characters and are case 

sensitive. 

   

https://www.vaxvacationaccess.com/the-compass/travel-resources/vax-register-with-suppliers/
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Note 

For security purposes, if after six unsuccessful attempts to log in without success, the agent 

will be locked out and must contact the site manager for a password reset. In addition, 

users will be automatically logged out of VAX if they have been idle on the site for two 

hours or more. Any incomplete work will NOT be saved. These features limit unwanted 

access to the reservation tool.   

Logging out of VAX VacationAccess 

When you are finished with your session, it is recommended that you log out to prevent access 

to your information. If you do not log out before you leave the site, your session will remain 

active until the six-hour session time-out limit has been reached.  

To log out from any page in VAX, click the arrow next to the gear at the top of the page and 

select Logout.  

  

Managing Your VAX Password 

VAX VacationAccess provides site security features that ensure information is safe and secure 

from unwanted access that could expose clients to fraudulent use of their information. 

Resetting Your Password 
Users will automatically be prompted to reset their passwords every six months. 

Passwords must contain a minimum of eight characters and include at least one letter and one 

number. Passwords are case sensitive. The four previous passwords cannot be used. 

Account Lock and Password Resets 
Users are required to reset their passwords every six months. If an account has been inactive 

for more than six months, users will be locked out of their account and should contact their site 

manager to have their account unlocked. Once the account has been unlocked and the correct 

password is entered, the user will be required to change their password. If the password is 
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unknown, the agent should click the Forgot password?  link on the login page to retrieve a 

temporary password before establishing a new one.   

 

An agent with a locked account, who cannot remember who his/her site manager is, must call 

VAX Customer Support at 414-934-2900.  Customer Support will inform the agent who his/her 

site manager is.  The agent must then contact the site manager to request his/her account be 

unlocked. 

  Important 

An agent’s account must be unlocked by the site manager and will not be unlocked by 

VAX’s Customer Support for security reasons.     

If a site manager’s account becomes locked, contact VAX’s Customer Support at 414-934-2900 

to request the account be unlocked.      

Managing Users in Member Services 

An agency’s site manager can add, edit or remove users, reset passwords, and lock or unlock 

accounts. To manage users, select the Member Services link from the gear drop-down menu 

at the top, right corner of any page within VAX. 
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What is Secure Agent Access? 
Site managers have the ability to control access to reservation information with Secure Agent 

Access.  You can give selected agents access to all agency reservations and saved itineraries 

and limit access for other agents. 

Note 

If you do not set Secure Agent Access, agents will have access to all agency reservations 

and saved itineraries.  Site managers always have full access to all agency reservations 

and saved itineraries. 

Setting Secure Agent Access requires two simple steps: 

1. Enabling Secure Agent Access 

2. Setting individual agent access for existing and new users 

Enabling Secure Agent Access for Your Agency 
You will need to enable Secure Agent Access for your agency before you set individual agent 

access. 

1. Click the gear icon in the top right hand corner of VAX and then click on the Member 

Services link.  

 

2. Select Agency Preferences from the Administrative Tools menu. 
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3. Click the Secure Agent Access drop-down located at the bottom of the Agency 

Preferences page.  

 
 

Choose from three access options: 

 All Reservations – all users can access all agency reservations and saved itineraries 

 Agent Reservations Only – all users can only access their own reservations and saved 

itineraries 

 Agent Specific Access – you have the flexibility to select the access level – All 

Reservations or Agent Reservations Only – for each individual user 

4. Click Submit after selecting the Secure Agent Access option to update.  The message 

Agent Security Access has been updated appears at the top of the Agency Preferences 

screen. 

 

Setting Individual Agent Access for an Existing User 
If you selected Agent Specific Access for your agency, you can set Secure Agent Access for 

each individual user within the Member Services menu.  The default setting is All Reservations 

for all existing users. 

To establish individual access for an existing user: 

1. Select Manage Users from the Administrative Tools menu.  
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2. Click on the agent’s name from the list of users. A Personal Information window will 

open on top of the current screen. 

 

3. Select the Agent Access level for this user, and then click Update. The window will close 

and return you to the Manage Users page. 
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Setting Individual Agent Access for a New User 
If you selected Agent Specific Access for your agency, you can set individual Secure Agent 

Access for each new user within the Member Services menu.  The default setting is All 

Reservations when you add a new user. 

To establish individual agent access for a new user: 

1. Select Manage Users from the Administrative Tools menu on the Member Services 

page.  

 

2. Click Add a User within the User Search panel.    
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3. A Manage Users window will open on top of the current screen.  Complete the fields by 

entering the user’s information, select the access level from the Agent Access drop-

down for this new user, and then click Add User.  

 
 

4. The window will close to return you to the Manage Users page.  The new user’s name 

will appear in the list of users. 
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Adding a User with No Access Restrictions 
If you assign full access for all users within your agency (All Reservations), you will not need to 

determine an access setting for each new user.      

1. To add a user, select Manage Users from the Administrative Tools menu. The Manage 

Users page appears. 

 

2. Click Add a User within the User Search panel.   
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3. A Manage Users window will open on top of the current screen.  Complete the fields by 

entering the user’s information and then click Add User.  

 

4. The screen refreshes to display a message with the user’s temporary password. 

Communicate the temporary password to the user. For security purposes, do not email 

passwords; instead, contact the user via telephone to communicate this information. 
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Password Reset 

To reset a password from the Manage Users page, click Reset Password after the user’s 

name. The screen refreshes to display a message with the user’s temporary password above 

the list of user names. For security purposes, do not email passwords; instead, communicate 

the temporary password via telephone. 

 

 

Note:  

The system will prompt users to change passwords every six months. Passwords need to 

be a minimum of eight characters and include at least one letter and one number and are 

case sensitive.  Users may not reuse their four previous passwords. 

Remove a User 

From the Manage Users page, locate the user’s name in the list of user names. Click Remove 

Account after the user’s name. The screen will refresh to display a message stating the user’s 

account has been removed. 

Important: When an agent leaves your agency, remove their user account immediately.  
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Lock or Unlock an Account 

VAX VacationAccess user accounts will be locked under the following circumstances: 

 If a user tries to log in unsuccessfully more than six times 

 If a user has not logged into the system for more than six months 

A site manager has the authority to lock or unlock account access for their agency’s users.  To 

lock a user account, navigate to the Manage User’s page, locate the user’s name and then click 

the Lock Account button after the user’s name. 

 

 

To unlock an account, navigate to the Manage User’s page, locate the user’s name and then 

click the Unlock Account button after the user’s name.   
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Customizing Your Personal Vacation 
Package Search Features 

Save time and increase your productivity by customizing your vacation search display to meet 

your specific needs. 

Setting Your Origin and Destination Cities Default 
Reduce search time by setting your city pair to display those you most commonly use. 

1. Click the gear icon in the top right corner of the page and then click the Member 

Services link. 

 

2. In the Administrative Tools menu, select User Preference. 

 

3. In the Default Cities panel, enter your preferred airport codes, and then click Update 

Default Cities. 

 



Setting up Your VAX Account | 27 

 

 

Customizing Your Agency’s Search Display 
Settings 

Agency Managers can set default permissions for all of the agency users through the Agency 

Preferences page. 

Setting Supplier Display Content and Order  
 

1. Click on the Member Services link in the upper-right corner of any page.  

2. In the Administrative Tools menu, select Agency Preferences. 

 

3. Select the desired supplier(s), and then click the arrows on the right side of the list to 

rearrange the order in which the suppliers display and to remove suppliers that you do 

not book.  Click Set Suppliers to set your preferences. 

 

 
Use the left and right arrows to add or remove suppliers from the 

display. Use the up and down arrows to shift suppliers higher or 

lower in the list.  
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Resetting Supplier Display Order  
To reset the supplier display order to show all suppliers, click on the Reset Suppliers button. All 

suppliers will return to the left side of the supplier menu and reorder in alphabetical order.  A 

message above the panel will confirm the supplier display has been reset.  

 

Track Changes 
You are able to track the changes on the Agency Preferences screen with the last 

user/timestamp. User information is displayed when a save is made in a label at the bottom of 

the screen. 
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Personalize Client Emails with Your 
Agency’s Logo 

VAX provides the ability to add a logo for your agency or for specific agents to display on all 

sales emails, offers, promotions, e-itineraries, e-confirmations and travel itineraries for specific 

suppliers. Use your logo to increase your brand exposure when using email tools in VAX to help 

close sales.  Only site managers are authorized to submit a logo on behalf of their agency. 

More guidance is available in the Agency Preferences section of the Member Services page in 

VAX. 

 

Logos may be submitted for individual agents that are part of your agency or on behalf of the 

agency overall to apply to all agent users. VAX VacationAccess will only process logos 

submitted by the site manager for your agency. 

Logos will be processed within five business days once your request is received. You will 

receive an email notification when the submitted logos have been loaded and made available 

for your use in email communications with VAX VacationAccess. 

There are two options for submitting a logo: 

1. SUBMITTING ONE AGENCY LOGO FOR MULTIPLE AGENTS 

Email subject line:  Agency Logo – Multiple Agents 

Include the following in the email: 

 Agency Name 
 VAX Agency Number 
 Attach the logo to the email 

o Logo must be at least 260 pixels wide by 80 tall 
o Logo must be in an acceptable image file format: .jpg .png .eps .psd .tif 
o Use the following naming convention for your logo: AgencyNumber.jpg 

 
 Send your email to VAXLogo@vaxvacationaccess.com 

 

mailto:VAXLogo@vaxvacationaccess.com
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2. SUBMITTING UNIQUE AGENCY LOGOS FOR SPECIFIC AGENTS 

Email subject line: Agency Logo – Specific Agents 

Include the following in the email: 

 VAX Agency Number 
 Agent user name(s) 

(Agent user names are listed in Member Services > Manage Users) 

 Attach the logo to the email 
o Logo must be at least 260 pixels wide by 80 tall 
o Logo must be in an acceptable image file format: .jpg .png .eps .psd .tif 
o Use the following naming convention for your logo: 

AgencyNumber_User_Name.jpg 
 

Examples: 12345678_Mike_Smith.jpg; 12345678_Johnny.png; 12345678_54321.tiff 

 Send your email to VAXLogo@vaxvacationaccess.com 
 

Logos will be processed within five business days once received. You will receive an email 

notification when your logo has been loaded. 

Agents can verify their logo in Member Services – User Preferences. The logo will display in the 

Agency Logo section upon processing.  

 

mailto:VAXLogo@vaxvacationaccess.com
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Support  

The Help Center page can be accessed by clicking the Help Center link in the lower banner of 

any page or from the gear menu at the top of each page, even if you’re not logged in. The Help 

Center provides answers to many common questions as well as helpful contact information.  
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