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Introduction

The Bookeasy Tour Operator Console is now available to you as an upgrade of your existing Bookeasy Member Console.
Tour Operator gives you practically all of the functionality of an expensive Tour Management System without the fees.

This upgrade will allow you to manage your business in a more efficient manner, as mentioned above, Tour Operator is
an upgrade of your existing Bookeasy Account, meaning that all the information currently stored in your Bookeasy
account, will still be there once the upgrade has taken place.

Not only is the Tour Operator console easier to navigate, it also removes a lot of the irrelevant areas of Bookeasy that

tour companies don’t usually require, such as car hire, accommodation etc. leaving the remaining functionality to
resemble your day to day needs.

Upgrade

To upgrade your Bookeasy console to Tour Operator, kindly follow the steps below;

1. Click on the Tour Operator Upgrade button in the top right hand corner of your Bookeasy Member Console

Rbookedasy N

Main Menu  Business Details  Reservations Tour Operator Upgrade

DENMARK VISITOR CENTRE HOTICES
Members, please remember, itis inyour interests to keep your website console infarmation up-to-date. The bestway to do this is leam to do ityourself.

Business Details List Tours Accommodation Details and Facilifies
Onlineg Booking Control Availability Block/Unblock Range  Block All Tours Today | List of Units f Rooms and Rates
Mews, Events, Awards and Opening Hours Tour Manifest | with subtotals Accommodation Links

2. Once done, the below Pop Up box will appear;

Page 3



Tour Operator Manual v3 | March 14

New Tour Operator Console Released

The new tour operator console offers greater
flexibility to sell your tours through your 2 —
Visitor Center and can be used as your ' :

complete in-house system.

Bis iy ailniyey

This latest release offers the following features:

Linked availahility - Sell two or moare tours that draw availability from the same source

Ahility to easily copy tours

Setup pick up routes and thern add them to one or more tours

Additional flexibility several rate trpes

Ahility to stop sell individual days

Ability to hawe tours available for s date range and/or days of the week

YWe have also produced a range of video tutorials and help documentation. Click here to view

Upgrade Now

3. Click Upgrade Now to upgrade your Bookeasy Member Console the Tour Operator.

The system will now complete the upgrade itself, once done, you will see a Welcome to Tour Operator Pop Up appear,
simply click Start using Tour Operator to continue through to your new, upgraded console.
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Welcome to Tour Operator

Welcome to Tour Operator 3

1
\

EREEUU RS N R

Tour Operator console has been designed to be your complete Tour Management system

Communicate with your clients

Track cash and agent payments and commissions

Manage your husiness from anywhere you have an Internet connection
iPad compatihle

Start using Tour Operator
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Main Menu

keasy b
ATOR CONSOLE (1L S P Rnowiednehase

Main Menu  Reservation Calendar Reports  Accounts  Setup  Online Distribution  Help and Support

. 2
Daily Management TO-DO LIST ‘E

] NEW OQNLINE BOOKINGS
] -TH| There are no new online bookings

THIS FORTNIGHT AT A GLANCE

. 3

Marketing Tools Support E SR ‘| | [_searen ]‘
Mo (Tu |(We | Th | Fr | S5a (Su Mo | Tu (We (Th | Fr | 5a | Su (Mo
23 |24 |25 |26 |27 | 28 | 29 [ 30 |1 |02 | 03 | 04 | 05 | 06 | 07

Burke Museumn Experience [1:00 PMto 2:00 PM)[12:00 M to 12:00 AM](12:00 8M to 12:00 A )

e i
ﬁ E S
—
Burke Museumn Experience (1:00 PMto 2:00 PH)[12:00 AM to 1200 AM](12:00 AW to 12:00 AH)

m Distribution Support Video Tutorials ‘ ‘

Burke Museumn Experience (10:15 AMto 11:00 AM) [12:00 AM to 12:00 AK](12:00 AM to 12:00 AM)[12:

Setup ‘ | ‘

Burke Museurmn Experience (11:00 AM to 12:00 PM] [12:00 A to 12:00 48] (1200 AM to 1200 AM][12:00

3 b Burke Museum Experience (12:00 FH to 1:00 FM] (12:00 AM to 1200 AN [12:00 AM to 12:00 AN) (1200 &
22222 é\
=0 BUS sTOP ‘ | | | ‘ | |

Burke Museurn Experience [2:00 PM to 2:00 PM][12:00 M to 12:00 AM](12:00 AM to 12:00 AM) [12:00 4K

Operator Details Tours ! Tickets Pickup Routes Rate Types ‘ ‘

[
Burke Museurmn Experience (4:00 FM to 5:00 FH)(12:00 M to 12:00 AM] (1200 AM to 12:00 8K ) [12:00 K

Burke Museum Experience [3:00 AM o 10:00 AM] [12:00 AM {0 12:00 AM][12:00 AMto 12:00 AM)[12:00 &

Courthouse Experience [1:00 PMto 2:00 PR](12:00 AMto 12:00 AM)[12:00 AM to 12:00 AM][12:00 AMt

Courthouse Tperia'\ce (10000 AM to 11 :00 AM) (1200 AM to 1200 AM] (1200 AM to 12:00 AM) (1200 AM

Above is the Main Menu of your Room Operator console, this is the screen you will see, each time you login.

=3
=1

1. Reservations Calendar - The reservations calendar is where you can view an expanded version of the Fortnight at a
Glance Calendar.

2. Daily Management — This area consists of;

Daily Rates — Will direct you to an area where you can manipulate rates and stop sells on a daily basis
Reservations — This will take you to your Reservations Calendar, so is an alternative to #1 above.
Reports — Will take you to your Monthly Bookings Report

3. Marketing Tools — This area consists of;
Questions — Questions added here will display on your booking from when a guest makes a reservation.
Distribution — Will direct you to the Bookeasy Distribution Network Page

4. Support — This area consist of;

Support - Clicking this icon will take you to the Knowledgebase, an alternative to #8.
Video Tutorials — Will lead you to a collection of Tour Operator Video Tutorials

5. Setup - This area consist of;
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Operator Details — Directs to the area where you fill out all your business details.

Tours/Tickets — To view existing, or create brand new Tours/Tickets

PickUp Routes — This area can be used to add Pick Up and Drop Off Routes for customers to select when making a
reservation

Rate Types — Directs to a screen displaying all your current Rate Types, such as; adult, child, concession etc.

6. New Online Bookings - When you receive a new booking from a Bookeasy Visitor Centre it will be displayed here. You
can click on the booking and view the details as well as allocate them to an individual room.

7. This Fortnight at a Glance - This is a snapshot of your reservation calendar for the next 14 days. You will notice that
today is highlighted in yellow. For a better view and day to day work you should go to the Reservation Calendar link in
the top menu.

8. Knowledgebase — Clicking here will take you to a collection of Help documents for the system
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Reservations Calendar

b OOK

P

U'ua_y

TOUR OPERATOR CONSOLE I Knowledgehase |

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Online Distribution  Help and Support
RESERVATIONS 8
7 = s ) r
Display Search e Tour Date Range L-J Date Filter 5 Status 6 Display As
T r Search
|Elookings v| ‘ | |ALL v| ‘September vH2013 v| |T0urDate v| ‘ALL vl |Ca|endar b
«Previous Morth - September 2013 pext Month » _@
Su (Mo (Tu (We | Th | Fr | Sa [Su (Mo | Tu We | Th | Fr [Sa (Su (Mo (Tu |We | Th | Fr | Sa (Su (Mo | Tu (We | Th | Fr | Sa | Su | Mo
01 |02 (03 |04 (05 | 06 | OF (08 | 09 | 10 | M 12 |13 | 14 (15 | 16 | 17 (18 | 19 | 20 | 21 22 |23 | 24 | 25 (26 | 27 (26 | 29 | J0

Burke Museum Experience (1:00 P...

Burke Museum Experience (1:00 P... i

Burke Museum Experience (10:15 ...

1
[74)

Burke Museum Experience (11:00 ...

Burke Museum Experience (12:00 ...

Burke Museum Experience (2:00 P...

Burke Museum Experience (400 P...

Burke Museum Experience (3:00 A...

Courthouse Experience (1:00 PMt...

Courthouse Experience (10:00 &AM ...

Su (Mo (Tu |We | Th | Fr | Sa (Su (Mo | Tu We | Th | Fr [ Sa (Su (Mo | Tu |We | Th | Fr | Sa [ Su | Mo | Tu | We
01 |02 (03 |04 (05 | 06 | OF (08 | 09 | 10 | M 12 |13 | 14 (15 | 16 | 17 (18 | 19 | 20 | 21 22 | 23 | 24 | 25

Su | Mo
29 | 30

10.
11.

Display — By default, your reservations calendar will display bookings only, should you wish to view Quotes you
must select Quotes from the Display drop down box.

Search — Allows you to search for a particular reservation using either Guest Name, Booking Number, Agent
Voucher or Booking Question

Tour — Gives you the ability to have your calendar display bookings from all tour types, or just one in particular
Date Range — This field allows you to choose which month you would like the Calendar to display. Should you
require a search that goes over more than one month, simply click on the black arrows to change date format
Bookings With — You can search for either bookings already Allocated, or Unallocated by altering this field
Status — you can also search for bookings with a particular Status, for example, you could just search for all
Cancelled Bookings by selecting Cancelled from the Status field.

Display As - Gives you the option of either displaying the Reservations Calendar as Bookings (displayed above) or
a Text List which will instead list all reservations down the page, in order of arrival date.

Search — Click to search

Tours — Are listed down the left hand side

Dates — Are displayed along the top of the grid

Month — The currently viewed month will display at the top of the page, you can click on Previous Month or
Next Month to navigate, or you can simply use the Date Range field in your Search Options instead (#4)
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12. Booking — Your reservations will be displayed within the grid, to open the reservation simply click on the square.
You will notice numbers in each, the top reflecting the number of seats booked and the bottom reflecting those
still available

Search Reservations

This will direct you to the Reservations Calendar

Tour Manifest

TOUR OPERATOR CONSOLE ILogout | [
OPERATOR MANIFEST = Printthis page
1 2 3 )
Start Date" | End Date Tour
3409720139 | 24083013 % |[ A Tours v

-
// / \ \\m&da\n 24 Sepmr 201 10} @

w Li J LiJ
. Total Guest .
‘Adults Children Cost Notes Booking Notes

e
.

Itinerary/Booking No.

Infants |Concessions (Students | Observers

Burke Museum Experience (1:00 PM to 2:00 PM) (12:00 AM to 12:00 AM) (12:00 AM to 12:00 AM)

EMAIL SERMT CC Tuesday, 24 Septernber 2013 8:49:52 Al

35382167 3319631 Brittni Brittni Test 1 1} 1} 1} 1] 1] F0.00 bttt stawart@resanling.com.au
SUBTOTAL 1 1} 1] 0 L] L] $0.00
TOTAL FOR TUESDAY, 24 SEPTEMBER. 1 o o o o o $0.00
2013
. . . - Total Guest .
ltinerary/Booking No. | Guest Adults |Children |Infants |Concessions |Students |Observers Cost Notes Booking Notes

Totals for 24/09:2013 to 24/09/2013
Adults 1
Children
Infants

Concessions
Students

o|lalalala

Obsenvers
Total Cost fo.oo

Start Date — Enter the start date for your report

End Date — Enter the final day for your report

Tour — Select a specific Tour or leave on All Tours to view results

Search — Clicking on search will run the report with results displayed on screen as shown

Export to CSV — Clicking here will ensure the results of the report are loaded into an Excel file instead
Itinerary/Booking Number — Shows the Itinerary and Booking numbers for the reservations listed, these
numbers are clickable and will open the Booking Screen

ok wnNE

7. Guest — Displays the Guest’s name

8. Occupants — Displays a breakdown of the number of occupants per reservation
9. Total Cost — Shows the Total Cost of the reservation

10. Guest Notes — Reflect any Guest Notes that may be in the reservation screen

11. Booking Notes — Shows any Booking Notes that may be in the reservation screen
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12. Totals — Displays a Totals Summary based on the information displayed above
13. Print this Page — Click here for a printer friendly version of the report
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Search Contacts

Contacts relates to any guest or agent that has been added into the system and acts much like a Guest Profile for each.
Viewing a particular guest’s Booking History is also available from this area. To search all contacts (Guests and Agents),
please be sure to tick the View All box to the left of Search, if you just want to view Agents, please tick the Agents box

Add Contact

This is where you can add a Guest or Agent Profile to the system which can then be located via the Search Contacts

section.

Availability

abookedsy

TOUR OPERATOR CONSOLE

Main Menu  Reservation Calendar Reports Accounts Setup  Online Distribution  Help and Support

TOUR AVAILABILITY
You must save your changes at the bottom of the screen using the SAVE button,
Click here to show previous dates on yaour availabllity screen E
— 2
Date October v | 2013 = ..{u
Search
Taur Marme | All Tours w 3
3
« Previous Month QCTOBER 2013 Next Month »

75 = Burke Museum Experience (1:00 P to 2:00 PM) (12:00 AM to 12:00 A) (12:00 Al to 12:00 Ab)—_+

ceseouf4 5 W[ o] 2| s = o] o] 1] s of o] 1] s] 45 o] s| of 7| «| of of o o o] o] of of o] o o
Bookings | 6

Auzilable 7 75| 73| 66| 72| 75| 75| Y¥4| TO| 75| 69| V4| 69| 26| V5| FO| 75| 68| 34| ¥v5| 75| T5| ¥5| V5| V5| 75| 75| V5| V5[ 75
75 # Burke Museum Experience (1:00 PM to 2:00 PM} (12:00 AM to 12:00 AM) (12:00 AM to 12:00 AM)

ctcszoul o] o of of o] of o] of «] 2] o | o of of ] of of of of of of 1 5[ of of of of o of o

Bookings
Avgilable TS5 ¥6| 78| 75| 78| V5| 69| 75| 28| V3| 72| 66| ¥5| 75| 75| 48] ¥5| 75| V5| V5| 75| V5 ?4- 75| 75| 78| 75| 75| V5[ 75
75 ¥ Burke Museum Experience {10:15 AM to 11:00 ARM) {12:00 AM to 12:00 AM) (12:00 AM to 12:00 AM) {12:00
of of of of of of of of of of of of of of

closeout| of of of of of of o

Bookings
Available 75 ¥6| ¥4| 75| 78| ¥6| V4| 74| V58| V5| T8| V4| V5| T4 75| V4| f5| T5| V6| V4| 75| V46| V5| V48| 7Va| V5| V5| T5| V4| ¥5| 7Ta

« Previous Month OCTOBER 2013 Next Month »
=

Line 1: The nurmber of tours used by vourself S the operator. This can be updated by entering & number of tours and clicking the S8E Button
Line 2: The nurnber of tours that the Wisitor Centre or Agent has booked for you.
Line 3: The nurnber of tours available

Date Range - This field allows you to choose which month and year you would like the Calendar to display.
Refresh Dates — Click here after using the Date Range fields to refresh the page to that date you selected
Dates — are displayed along the top of the grid

Tours — are displayed down the left hand side of the grid

i s
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Close Out — Shows the number of seats that have been manually closed out by the operator. This may be due to
a number of reasons that require a seat to be removed from the availability pool.

Bookings — Shows the number of reservations for that particular tour on any given day

Available — Equals total number of seats, minus Close Out and Bookings ie the number of seats you currently
have available.

Next Month — Use these to toggle between next and previous months on the Calendar

Previous Dates — Note that past dates will display as per the black hatched squares, to view past dates
availability, click here.

10. Save Changes — Be sure to click on Save Changes after making any amendments to this area.
11. Helpful Hints — Should you forget what each (Close Out, Bookings, Available) means, see here.

Block/Unblock Range
TouglgATOE{UCC.)r;O?E‘ . Brittni i= logged into the | Brittni Test Tours Console | Logout | l:l

TOUR AVAILAEILITY RANGE BELOCK QUT OR UNELOCK

Enter details below to block out a tour for & date range.

Block Out

1 {ifthis hoxis ticked the range of dates will be blocked out {made unavailable) | if unticked the range will be cleared {i.e. made availahle)

THIS FUNCTION CAN ONLY BE USED
FOR INDIVIDUAL TOURS

Start Date * 2 l:l faiiE] Flease OMLY enter dates covering one calendar year

End Date ~ 3 l:l ease OMNLY enter dates covering one calendar year

Tour 4 |ALL hd
Number of Tours D (Enter a nurber oftours to block out. Leave blank or 0 for ALL tours)

i _
] S

o vk wnN

Block Out - (if this box is ticked the range of dates will be blocked out (made unavailable) ; if unticked the range
will be cleared (i.e. made available)

Start Date — Enter the date in which you would like to start closing or opening availability

End Date — Select the final date for closing/opening availability

Tour — Select either a particular tour or ALL tours

Number of Tours — Enter the number of seats you wish to close out or open

Save — Remember to Save your changes once done

Note: Changes here will reflect on your Availability screen
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Reports

Monthly Bookings

RbooKeasy
TOUR OPERATOR CONSOLE

Knowledgebase

Main Menu  Reservation Calendar Reports  Accounts  Setup  Online Distribution  Help and Support

MONTHLY BOOKINGS

This report shows total invoicing figures for Room Manager operators.

Month Year _@

Septemher v ||| 2013 w
Perform Search -n

i 0 il O il 0 i ) () ()
Monthhy Fee ($)

Tour Name No Bool EII’IQS Mo Persons |Avg. Cost Eer Tour ($) | Ave. Cost F'zr Person ($) Flwenue($) Commlssmn($) Amount anahle(!i)
1} 0 F0.00 §0.00 §0.00 %0.00 $0.00 $0.00
TOTALS 1} 0 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00

ITEMISED AMOUNTS PAYABELE FOR SEPTEMBER, 2013

Booking # |Booking Date | Tour Date |Mo Persons |fwy. Cost Per Tour ($) | &vg. Cost Per Person ($) (Revenue ($) | Commission ($)

0 50.00 A $0.00 $0.00 $0.00
m 0 16 $0.00 [ $0.00 | | 18 [$0.00 m $0.00

Current Location: | Online Help

1.
2.
3.
4.
5.
6.
7.
8.
9.

Date Range - This field allows you to choose which month and year you would like the Report to display.
Perform Search — Click here once you have selected the Month/Year which you would like the report to display
Tour Name — Will display the name of the tour booked
No. Bookings — Will display the number of reservations over the Date Range selected in step 1
No. Persons - Will display the number of guests staying over the Date Range selected in step 1
Avg. Cost Per Tour — Shows the average cost for tours booked over the Date Range selected in step 1
Avg. Cost Per Person — Shows the average cost for each person travelling over the Date Range selected in step 1
Revenue — Will display the total revenue made over the Date Range selected in step 1
Commission — Is only required for those using the Tour Operator System, please ignore
. Monthly Fee — Is only required for those using the Tour Operator System, please ignore
. Amount Payable - — Is only required for those using Tour Room Manager, please ignore
. Booking Number — Shows the booking number of the reservation, this is clickable and will open the Booking
Screen
13. Booking Date — Displays the date the booking was made
14. Tour Date — Displays the date of the Tour booked
15. No. Persons — The number of guests on the reservation
16. Avg. Cost Per Tour — Shows the average cost for tours booked over the Date Range selected in step 1
17. Avg. Cost Per Person — Shows the average cost for each person travelling over the Date Range selected in step 1
18. Revenue - Will display the total revenue made over the Date Range selected in step 1
19. Commission - Is only required for those using the Tour Operator, please ignore

[
N - O
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Bookings Summary

Main Menu

bookKeds

ROOMOPERATOR CONSOLE

y

Accounts

Brittni is logged into the | Brittni's Chalet- Test Console ¥

Reservation Calendar  Reports

Console | Logout |

Knowledgebase

Setup

Booking Centre Functions

Online Distribution

BOOKING SUMMARY

This report shows total invoicing figures for Room Manager operators.,

Help and Support

Product Booking Date [Clear] | Arrival Date [ Clear | | Departure Date [Clear]
All Products v [ 1Hz014 S to 2ei2014 2 =to ) =to )
SUMMARY OF AMOUNTS PAYABLE
Room Name Mo Bookings |Nights Occupied |No Persons | Avy. Cost Per Room ($) | Avg. Cost Per Person ($) [Revenue () (Commission ($) | Total of Bookings (%) | Total of Revenue (%)
1 Bedroom Chalet 1 1 2 $138.00 F69.00 $138.00 §0.00 50.00% 3.79%
3 Bedroom Chalet 1 7 5 $3,500.00 70000 $3,500.00 $0.00 50.00% 96.21%
2 8 7 $3,638.00 $769.00 | $3,638.00 $0.00 100.00% 100.00%
ITEMISED AMOUNTS PAYABLE
Booking |Booking Room Name Arrival Departure Mights Mo Avy. Cost Per Room | Avy. Cost Per Person | Revenue Commission | Total of Bookings Total of Revenue
# Date Date Date Occupied Persons  ({f) [£:3] [£:3] [£:3] %) (%)
3484080 |08/0172014 EE:Ig;DDm OFI02Z014 | 140272074 7 i $3,800.00 700,00 ( $3.500.00 §0.00 A0.00% 96.21%
1 Bedroom
3809717 (2300152014 Chalet 2810172014 | 26/01/2014 1 2 $138.00 $69.00 $138.00 $0.00 40.00% 379%
8 7 $1,819.00 $384.50 | $3,638.00 $0.00 100.00% 100.00%

The Booking Summary report is much like the Monthly Bookings report except that you have more parameters to

narrow your search by, including Product (Room Type), Booking Date, Arrival Date and Departure Date.

Extras Summary

Main Menu

booKeds

TOUR OPERATOR CONSOLE

y

Reservation Calendar

[}l Knowledyehase

Reports  Accounts  Setup  Online Distribution

Help and Support

EXTRAS SUMMARY

This repott shows total involeing figures far Room Manager operators.

Product Booking Date [Clear] |Arrival Date [Clear] (Departure Date [Elear]
All Products s | | 1062012 = to 2822014 5 =t = Bt =
Perform Search
SUMMARY OF AMOUNTS PAYABLE
Extra Name (No Bookings (Mo Persons | Avg. Cost Per Tour ($) | Avg. Cost Per Person ($) |R (%) [C ($) | Total of Bookings (%) | Total of Revenue (%)
Breakfast 1 G $1,110.00 18500 §1,110000 §16.65 A0.00% A0.00%
FUB 1 G $1,110.00 §185.00 §1,110.00 F16.65 A0.00% 50.00%
TOTALS 2 12 $1,110.00 $185.00 | $2,220.00 $33.30 100.00% 100.00%
ITEMISED AMOUNTS PAYABLE
Booking # | Booking Date |Extra Mame |Tour Date  [No Persons |fAwvy. Cost Per Tour ($) [Awg. Cost Per Person ($) |Revenue ($) (Commission ($) | Total of Bookings (%) | Total of Revenue (%)
3224041 | 220712013 Breakfast 230702013 1 §1,110.00 §185.00 51,1000 H16.65 A0.00% A0.00%
3224041 | 2072013 |FUB 230752013 4 F1.110.00 §185.00 [ $1,11000 F16.65 A0.00% S0.00%
TOTALS 12 $1,110.00 $185.00 | $2,220.00 $33.30 100.00% 100.00%
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Search Options

vk wN

Product — Default search is for All Extras, however to search for a particular product simply select it form this
dropdown box.

Booking Date — Enter the Booking Dates you wish to narrow your search by

Arrival Date — Enter the Arrival Dates you wish to narrow your search by

Departure Date - Enter the Departure Dates you wish to narrow your search by

Perform Search —Click here to view results below

Summary of Amounts Payable for (Month/Year Selected)

Extra Name - Will display the name of the Extra

No. Bookings — Will display the number of reservations that booked this Extra over the Date Range specified
Nights Occupied — Will display the number of nights occupied over the Date Range specified

No. Persons - Will display the number of guests staying over the Date Range specified

. Avg. Cost Per Room — Shows the average cost for rooms booked over the Date Range specified

. Avg. Cost Per Person — Shows the average cost for each person staying over the Date Range specified

. Revenue — Will display the total revenue made over the Date Range specified

. Commission — Is only required for those using the Room Manager Property Management System, please ignore
. Total of Bookings (%) —

. Total of Revenue (%) —

Itemised Amounts Payable for (Month/Year selected)

16.
17.
18.
19.
20.
21.
22.
23.
24,
25.
26.
27.
28.

Booking # - Displays the booking number associated with the Extra

Booking Date — Displays the date the booking was made

Extra Name — Displays the name of the Extra

Arrival Date — Displays the reservation’s Arrival Date

Departure Date — Displays the reservation’s Departure Date

Nights Occupied — Displays the number of nights occupied over the Date Range specified

No. Persons — Displays the number of guests staying over the Date Range specified

Avg. Cost Per Room - Shows the average cost for rooms booked over the Date Range specified

Average Cost Per Person — Shows the average cost for each person staying over the Date Range specified
Revenue — Will display the total revenue made over the Date Range specified

Commission — Is only required for those using the Room Manager Property Management System, please ignore
Total of Bookings (%) —

Total of Revenue (%) —
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Setup

Business Details

TOUR OPERATOR CONSOLE

EDIT DETAILS

Please type in uppecdblD lower case. ¥hat you enter below will be displayed exactly as you enter it on the website.
Customer D —=_'_J 59327

Surname

|Stewaﬂ |
First Name [Brittni |
Business Name |E|ntlni's Tours ‘
ABN .E [ ]enumbers)
Email _@ |brit‘tni stewani@resonline.com.au ‘Freecall: ‘
Email Notifications -E [ wyould you like 1o receive emails upon full payment of a booking?
Website | ‘i.e no http:f - just wwwe.xoce.com
Phone 9 ) [0430364817 i, 9745 3456 Faxnu: | mobite: |
Postal Address _{ 10 | | ‘

Postcode _@ | | state: | |

Preferred Currency .@ | Australia Dollars (aUD) v

Locale @ | English (australiay v
| wMT+10:00) Brishane

Date Format Friday 7 March 2014

Time Format 248623 A

Mumber Format  {2348.67589

Currency Australian Dollar
Currency Format §12 34568

Customer ID — Displays your Bookeasy Customer ID, this is for internal use only so no need to memorise this
Surname — Managers Surname

First Name — Managers First Name
Business Name — Name of the Business
ABN - Enter your business’ ABN here

Email & Freecall — Enter the email address which you would like Bookeasy correspondence to go to and a
Freecall number if applicable

oV .k wnN PR

7. Email Notifications — Tick the box if you would like to receive emails upon full payment of a booking? If not,
leave un-ticked

8. Website — Enter your business’ web address

9. Phone, Faxno, Mobile — Enter your business’ phone number, fax number and mobile, if applicable
10. Postal Address — Enter the address of your business

11. Town — Enter the name of the town in which your business is located

12. Postcode — enter the Postcode for your Business
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13. Preferred Currency — Select your preferred currency from the dropdown menu supplied.

14. Local Taxes — Enter the name and the amount (%) of any local taxes that must be added to your daily rates if
applicable.

15. Locale — Select your Locale and Timezone from the dropdown boxes supplied.

Business Location | |[ Refrash Map ]

PLEASE NOTE:

For Google Mapping to correctly identify your business localion, please enter in the format of.
"=Strest Number= =Street Name>, <Suburb= <State= <Postcode=, <Country="

For example, 1026 Minchin Way, Margaret River Wa 6289, Australia

Lattwde:[ [Longituge:| |[ Remash map
w LT} | : v
Setting .4 18 I | v | v (2 choices)

Location{ﬂ I v
Username Mote: In arder to protectyour data when updating passwords you are reguired 1o reach a certain standard. vour passward will anly be alteredfzaved if you have avalue inthe
20 password figld.

Username

FPaszword ssasssess

Puoint of Difference

This will display at the TOP of your
webpage.

Characters left. 1998

16. Business Location — Enter the address details of your business in sentence format and click on Refresh Map
to display your location.

17. Type — Select from the dropdown lists one or two types that best describe your property

18. Setting — Select up to two settings that can describe your properties surroundings

19. Location — Select a location closest to your properties’

20. Username — Here you can see the username for your account, Passwords are hidden but can be reset using
this field

21. Point Of Difference — Enter the Point of Difference for your property, this should be one sentence that sums
up the accommodation and experience you offer, this will display on Visitor Centers websites
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Directions from your nearest town

Characters left: 1998

Business Description

Characters left: 2098

Insert <p> for paragraph breaks and <br> for line breaks!

For Booking Centre Staff Only (i.e.

HKey Details) |

For Hinerary Only

)

Bank Name

Bank Branch
m BSE Number Upto 6 Mumbers (g, 123456)

@ccuum Number
Account Title
EF Account Code

Include Extras In Agent Commissions | []

@ Limit Back-To-Back Bookings | [ rrovent bookings being added to the cartwhere the departure date of one is the same as the arrival date ofthe other. Only applies to your external users.

Display booking questions in| []
@' manifest
@W Send Email When Fully Paid | [7] please Mote: This setting will be only applied for Online Bookings

33.

34.

35.

. Directions from your Nearest Town — Enter instructions for Directions from your nearest town
. Business Description — Here is where you can elaborate on your Point of Difference
. For Booking Centre Staff Only — Whatever is entered here will display on the Visitor Centers console when

looking at your property listing from within their internal system.

. For Itinerary Only — Information entered here will display on booking confirmation sent from Visitor Centers

websites when a guest makes a reservation

. Bank Name — Enter your Bank Name, these details will be used by the Visitor Centre to deposit funds when

running their returns

. Bank Branch — The branch in which you opened your bank account

. BSB number — Your BSB Number

. Account Number — Your account number

. Account Title — The name of the account

. Account Code — Is for internal use only, please ignore

. Include Extras in Agent Commission — Tick this box if you are happy to pay Agent’s commission for any Extra

they may book. If all Extras are offered at property level, please leave this box un-ticked

Limit Back-to-Back Bookings — Tick this box to prevent bookings being added to the cart where the
departure date of one is the same as the arrival date of the other.

Display Booking Questions in Manifest — Tick this box to include the guests’ answers to your booking
guestions on the reservation manifest

Only Send Email When Fully Paid — If selected, the operator will only receive a confirmation email once the
booking is full paid.
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EDIT CANCELLATION, INDEMNITY POLICY AND ACCREDITATION

Flease type in upper AND lowet case. What you enter below will be displayed exactly a5 you enter it on the website,
Cancellation and Indemnity Policy

32

|33 %-Star Rating [Fone
}34 t AAA Record Number :I MNOTE: Leave this efnpty ifyou are self-rated.
Ti

ourism Accreditation | [7]

36 #-Tuurism Accreditation Number l:l
|3? }mual Accreditation | [
|38 %TQual Accreditation Code |:| m

b

36. Cancellation and Indemnity Policy — Enter your Cancellation policy here and it will display on your
properties listing on the Visitor Centre website.

37. Star Rating — Enter your properties’ Star Rating

38. AAA Record Number — Enter your AAA Record number if applicable

39. Tourism Accreditation — Tick if you have a Tourism Accreditation

40. Toursim Accreditation Number — Enter your Tourism Accreditation Number here

41. TQual Accreditation — Tick if you a TQual Accreditation

42. TQual Accreditation Number — Enter your TQual Accreditation Number here

43. Save — Don’t forget to Save your Changes

Tours and Tickets

abookeasy

TOUR OPERATOR CONSOLE

brittni is [ogged into the | Tour Operator | Console | Logout | |G

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Online Distribution  Help and Support

LIST OF TOURS / TICKETS / EYENTS

Below are your active tours. Cf 1 kto show archived tours 2 3
Tour/Ticket Name lgé a__Links . n

birittni ¢9:00 Ak to 500 PRG (12:00 Abd to 12:00 AbD (12:00 Ak to 12:00 A Da?lv Rates IA\-'ail'elbiIiNI Fadillties

test (12:00 AMd42:00 AM) (1 Z.00 AW to 1200 AM)  —— Draily Rates | Availahility | Facilities
| 3 | 6
[ Add a new Tour / Ticket /| Event ] | Copy an exigling Tour S Ticket f Event -

Current Location: brittni is logged into the Tour Operator Co 2 | Logout | Online Help

1. To edit an existing tour, click on the tour name

2. Each tour will be setup with default rates, however you can edit these rates for different days
3. You can also view the availability of a tour and edit this availability on a daily basis if you need
4. To assist potential passengers in searching for you tour, you can add specific tour types.

5. If you wish to add a new tour click on this link.

6. You can also copy an existing tour to make a new tour. This will assist if the new tour you are creating has
many of the qualities of the existing tour. Once you have copied a tour, it is easy to then modify this new tour
with its particular features.
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Add a New Tour

Main Menu

bookedsy

TOUR OPERATOR CONSOLE

| Logout | |00 B0

Reservation Calendar  Reports  Accounts  Setup  Online Distribution  Help and Support

ADD A NEW TOURTICKET

| Quick Links: List of Tours § Tickets / Events | Daily Rates | Availabililty | Facilities |

This page allows you 1o edit a tour [ticket/ event

Tour / Ticket | Event Setup
Classification 1
Descriptive Name * | |
wes 33 ) [ v g v
Booking Deadline 43 O same day bookings must be made hefore each starttime
Options -E' [ active ClBook imternally onty [ Gold Medal Instant Confirmation £ operator Bookings Only
Requirements -45_. O Pickup Instructions Are Mandatory
Availability
Qccurrences .:E Start Time End Time Append Tour Times || inked Availability
O Add a new Linked Availability ] l Remaowve Occurrence
(s rowrcarenes |
Available Date Ranges StartDate | End Date

031020135 | 03120155 || Remove Date Range

[ Add a new Available Date Range ]

Available Days @ Sunday ] Maonday 1 Tuesday Blwednesday [ Thursday 9 Friday B Saturday

Capacity Minimum I:l The minimum number of seats'aliocations required to be sald before the tonebicket is confirmed.

Wazimum * ([ || The maximum numbber of seats # alizeations avaiiable for this tour £ cket/ even,

[ mutarnatically confirrn this tourticket once the minimum PAX is met.

PAX Count -E Oinclude infants in P count
Unlimited PAX -@ O only one availabilite will be removed regardless of PAX
1. Classification - Select either Tour or Ticket depending on the product you would like to offer.
2. Descriptive Name — Enter the name that you would like potential customers to see when booking the product
3. Types — Select the category/s that apply to the product
4. Booking Deadline — Create limitations for Same Day Bookings
5. Options — Choose where you would like the tour to appear

10.

Active - Allows the tour to display

Book Internal Only - Means the tour is only available for your local Bookeasy Visitor Centre

Gold Medal Instant Confirmation - Means the tour is instantly bookable and confirmed

Operator Bookings Only - Is available for your internal use only

Requirements — Tick this box if you require Pick Up instructions before the guest can continue with their
reservation

Occurrences — Enter the start and end time for the tour
Available Date Ranges — Enter the dates the tour is available for. You can have multiple occurrences
Available Days — Choose which days of the week the tour is available for
Capacity: Enter the min and max number of passengers. All bookings will be request only, until the minimum no
of passengers is reached
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11. Pax Count — Tick this box if infants should result in a seat being booked
12. Unlimited Pax — Only one availability will be removed regardless of PAX

Rates

One Rate O Tick this hox ifyour tour only has one rate {ie. even ifthere are more than one person itwill DMLY charge for the amount entered inthe box below )

Rack Rates
Rate Type Base Types  |Rack Rate |Activate *
Adult 1 Adult O
Child 1 Child O
Concession 1 Concession O
Farnily 2 Adult, 2 Child 0
Infant 1 Infart O
Ohserer 1 Chserver O
Student 1 Student O

Routes

Available Routes |Ynu have no active routes setup. Click here to setup your routes |

One Rate — Tick this box if your Tour only has one rate, regardless of the number of guests travelling
Rack Rates: Enter the rate types applicable for this tour. To setup new rate types see Setup Rate Types

Available Routes: Choose which pickup and drop off routes apply to this tour. Enter tour information and click save

Content

Description

Please Bring

Notes/Special Needs

Internal Notes

Override Cancellation Policy

The content of this fiefd to override the operstor's standard
cancellation policy when prasented to consurners when
hoolkings are made, including their fineran:

Campaigns
Is this tour bookable for Campaigns only? O This tour is only bookakle by conference guests
Campaigns able to book this tour [ o campaions v

[ save changes |

Current Location: | Online Help

Description: Add a description of the product you are offering, remembering to use HTML coding.
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Please Bring: Advise guests of anything they may require during their Tour.
Notes/Special Needs: Enter any extra notes or special requirements that may apply to the product.

Internal Notes: Are for staff eyes only, any messages you would like to include regarding this tour that can be seen by
staff members.

Override Cancellation Policy: The content of this field to override the operator's standard cancellation policy when
presented to consumers when bookings are made, including their itinerary.

Rate Types

A rate type is defined as the different rates you may charge for different types of passengers. For example an adult may
be charged at a different rate to a child. Tour Operator has a list of stand rate types which are

-+ Adult - Child * Group (8 adults)

- Infant * Pensioner + Student

Tour Operator also provides you with the ability to add custom rate types and specify the passengers that fit this type.
An example is a rate type of a Family which could consists of two adults and two children.

Once you have setup your rate types, you can then add them to each tour you create.
To view, edit or add rate types, do the following steps.

(Y i g e e Hover over the Setup
) Menu

Main Menu  Resernvation Calendar Reports Accounts  Setup  Online Distribution  Help and Support
TOUR RATE TYPES

Business DI Click on Rate
Tours ! Tickd Types I
Thiz page allows you to setup your hookahle rate fypes. Rate Types

Pickup/Dropoff Routes

Aduft | Child Credit Card and Payment Setup Obsenver | TOTAL

brittni is logged into the | Tour Operatar | Console | Logout | |00 EERE ST

Rate Type

To add a new rate type, click on ‘Add a new Rate Type’

Enter the label, e.g. Family, Student etc.

Enter the amount and types of passengers this new rate type consist of.

Be sure to click Save. Once you have saved a rate type, you can add it to one or more tours.

PwnNPE
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TOUR OPERATOR CONSOLE

Main Menu  Reservation Calendar Reports Accounts  Setup  Online Distribution  Help and Support

TOUR RATE TYPES
This page allows you to setup your bookahle rate types.
Rate Type | 3 l Included PAX

2 Adult” " |Child |Infant |Concession |Student |Observer | TOTAL
|MunD R
[chig R =K
[Concession el e ® = == -
[Famity e @ (™ (@ =]+
[nfant e R
[Osener e e ® = =] -
Student - e == = == -

[ save Changes |

Current Location:

Pickup & Drop off Routes
» Setup > Pickup/Dropoff Routes

If you run tours where you need to pick up passengers prior to the start of the tour, then you will need to create Routes.
A Route consists could consist of several separate pickup points. Once you create a route you can connect it to as many
tours as you like.

Each route can be connected to many different tours that may have varying start times. Because of this, when you
create a route, you enter each pickup point and then the time to travel between each point. With this information,
combined with the start and end time of each tour, Tour Operator can automatically calculate the correct time for each
pickup point for each tour.

To get started, follow the steps below.
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@booke%y

TOUR OPERATOR CONSOLE

britthi is logged into the | Tour Operator | Gonsaole |Logout | | 0T EREEEE

Business Details

To edit an existing [ Click on
Route, click on the Tours f Tickets [ Events Pickup/Dropoff
name rent routes Rate Types Rout Add a new Route
- - PickupiD ff R outs
Route Hame |Pickup Locations — Remove Route

Credit Card and Payment Setup

Gold Coast | Surfers Paradise | Mermaid Beach | Burleigh Heads d 2 other locations | Remowe

Special Events

[ Aduanew Route | To add a new Route, Hot Deals

click on Add a New Staff Logons
Current Location: Route Upload Pictures and Images brittni is logged into the Tour Operator Console | Logout | Online Help

Booking Questions

1. To start creating a new route, enter a pickup point. It is suggested to enter the last pickup point prior to the
tour start point. In the example below, | would enter "Broadbeach" first

2. The tour start point is where the actual tour starts. You will enter this time when you are creating a tour.
3. Enter the time taken to travel from Broadbeach to the Tour start point

4. You can easily insert pickup points, or remove them. Ideally you would click "Insert pickup point" and add the
next pickup point above.

5. Here you can see the total amount of time the route will take the driver

6. To create drop off points, you can enter them manually, or simply click on the "Reverse Pickup Locations" link
to create the drop off points that go in the reverse of the pickup points.

7. Save Changes —Don't forget to save your changes once done
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TOUR OPERATOR CONSOLE

TOUR ROUTES

This page allows you to setup vour routes.

Reports

y

Accounts  Setup  Online Distribution

|Rnute Name ||Gmd Coast

PICKUP LOCATIONS

brittni is logged into the | Tour Operator | Console | Logout | [0

From pickup location

To

Time hetween pickups

Days |Hours  |Minutas

‘Surfers Faradise

Mermaid Beach

[ Insert pickup point ” Remave J

Mermaid Beach

Burleigh Heads

[ Inser pickup point ” Remave J

|

|
+ |[Burlsigh Heats | |paimseach
: ‘F‘alm Beach | Currumbin [ Insertickup point J[ Remave J
: ‘Currumbin | Tugun [ Insert pickup point J[ Remave J
: ‘Tugum I 1 h | Coolangatta I 2 . [ Insert pickup point J[ Remaove J

 H

* |[Coolangatta | | Tour start Point [ msert pickup point | [ Remave |

Total Pickup Route Time

[6 b

Insert pickup point

DROPOFF LOCATIONS [ REVERSE PICKLUP ESCF\T\ONS

From dropoff location

To

Time hetween dropoffs

Days |Hours  |Minutas

Tour End Point

|Sur'rers Paradise

[ Insert dropoff point ” Remove ]

Surfers Paradise

|mermaid Beacn

[ Insert dropoff point J[ Remove ]

Mermaid Beach

|Elur|ewgh Heads

[ insert droport point | [ Remave |

Save Changes I
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Adjust Daily Rates and Stop Sells

Tour Operator has great flexibility to allow you to set rates and stop sells for individual days for each tour. An example of
using this is to set a stop sell if you have a tour not going on a particular day, or if you wish to reduce the rate for a set of
days to encourage bookings.

@ TOUR OPERATOR CONSOLE y Logout | 18000 B RET

Main Menu  Reservation Calendar Reports  Accounts  Setup  Online Distribution  Help and Support

From the list of

LIST OF TOURS f TICKETS f EVENTS Tours, click on the

Below are your active tours. Click here to show archived tours Daily Rates link

Tour Ticket Name Q

srittri (300 AN to 5:00 PM) 1 2:00 AM o1 2:00 AM) ¢12:00 AM fo 1200 AM) | Daily Rates | Availability | Facilifies
test {12:00 A to 12:00 AM) (12:00 AM to 12:00 AR Daily Rates | Availzbility | Facilities

Add a new Tour / Ticket / Ewent | Copy an existing Tour i/ Ticket [ Event ~
|

Current Loc i | Online Help

1. Once the daily rates edit screen opens, choose the tour you would like to edit.

2. Click on a date to open the edit dialogue box

3. Enter the date range you wish to make changes for and choose which dates of the week
4. Select which rate types to make the change for

5. Enter the new rate

6. Click on the action you would like to perform.

abookeasy

TOUR OPERATOR CONSOLE

brittni is logged into the | Tour Operator Console | Logowt | |00 =D

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Online Distribution  Help and Support

TOUR DAILY RATES

| Quick Links: List of Tours f Tickets £ Events | Edit an existing TounTicket | Availabililty | Facilities ‘

This page allows you to edit specific rates for your touriticket.

Dats 2013 v w 1

Taur Marme | brittni (8:00 A to 5:00 Phiy (12:00 AWM to12:00 Abf) (12:00 A to 12:00 Ah) ,vl

B |brittni (9:00 AM to 5:00 PM) (12:00 AM to 12:00 AM) (1200 AM to 12:00 AM) T:‘E ng Tg“ F4” st S;” M?” T;e W;“ ng‘ 1F1” ?Zt 51“3” “'1'3” T;‘; szd T1h7“ :g fa; 32“5” “;j” T;; V;’ead Tzh4“ ;g S;; 52“?” M;B”
v le|e 2 Vv |y |||y v |v|v]|v
Adut (1 X, 50.00) Lo 0 e o e e e e e e e e ]
Infant (1 PAX, $0.00)
EDIT RATES
StartDate  EndDate Sun Mon Tue Wed Thu Fri Sat [ All]

041002013 5 0410020135

Occurrences [ Select All ]

12:00 AM - 12:00 A
Current Location: Rate Types [ Select Al ]a = Tour Operator Console | Logout | Online Help
Adult

Infant
s )

[ Set Rate ][ Revert ta Standard ] [ Close ]
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Upload Pictures and Images

TOUR OPERATOR CONSOLE

brittni i= logoed into the | Tour Operator Console | Logout | [ G000 EREE R

Main Menu  Reservation Calendar Reports  Accounts Setup  Online Distribution  Help and Support

Business Details

UPLOAD PICTURES / IMAGES

This utility alloves vou to upload images. Rate Types

Pickup/Dropoff Routes
LOGO pbreR
Credit Card and Payment Sefup

Special Events

Tours f Tickets [ Events

Hot Deals

o Staff Logons @
Add Upload Pictures and Imadges

|mage Booking Guestions

Mews, Awards & Special Events

Upgrade to Tour Manager
PRIMARY THUMENAIL

.|

Add
Image @

Mafile selected

STANDARD IMAGES

1. Hover over Setup and click on Upload Pictures / Images

2. Click on Add Image so bring up the Browse button, click this to locate the image on your computer
3. Save Changes once done

You may upload as many images as you like onto this page. Modifications or additions can be made at any time.

Staff Logons

bookeasy

TOUR OPERATOR CONSOLE [ Logout | {10000 EREEE

Main Menu  Reservation Calendar  Reports  Accounts  Setup  Online Distribution  Help and Support

STAFF LOGONS

Name Email Phone Active? Action
tour operator YES Delete
E: le PTY LTD E: le E: I example@example.com.au 0400000000 YES Delete
Add New Staff Logon

Click Add New Staff Logon to setup an individual username and password for any member of your team. Once done, the
below screen will appear, fill out the details and Save your Changes to create a logon.
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Main Menu

DOOKedsy

Reservation Calendar HReports  Accounts  Setup

Online Distribution

Help and Support

ADD STAFF

*Burname:

| |Active Driver [

*Firstname:

Business
Marme:

Email:

*Fhane:

| |Fa}{n|:|:|

Fostal
Address

Towr:

|C|:|untr"g.r:| |

Fostcode:

Fesidential:

Llzername:

|
| | State: | |
|
|

|Passwnrd:| |

Description::

Save

*=Required

Fields
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Booking Questions

Rbookedasy

TOUR OPERATOR CONSOLE

Main Menu  Reservation Calendar Reports  Accounts  Setup  Online Distribution

Help and Support

BOOKING QUESTIONS@

| Add a new set of Booking Questions |

E
Internal Name/Description 'J

Test Guestion Edit | Archive

Current Locatian:

Business Details

Tours § Tickets f Events

Rate Types

Pickup/Dropoff Routes

Credit Card and Payment Setup

Special Events

Haot Deals

brittni is logged

Staff Logons

Upload Pictures al 1 lges
Booking Questions

Mews, Awards & Special Events

Upgrade to Tour Manager

1. Hover over the Setup Menu and click on Booking Questions

Click on Add a new set of Booking Questions to create a set of questions presented to the guest upon

booking, this will direct you to the below screen;

3. Already existing Booking Questions will be displayed here, where you can Edit or Archive

TOUR OPERATOR CONSOLE

Logout | [T ERRE

Main Menu  Reservation Calendar Reporis  Accounts  Setup  Online Distribution  Help and Support

ADD A NEW SET OF BOOKING QUESTIONS

This page allows you to create and maintain customised guest details forms.

Ifyou require ary assistance with creating this form, please contact Bookeasy support.

Hame
This description is for internal reference only and will not appear on the wehsite

For all productsispecific products

If specific products is picked show a tick box for the user to select which product | All Products

this guestion applies to

Questions asked per PAX

Ifticked, the following questions will be asked to each PAX in the booking. O

Ctherwise, the questions will only be asked once per booking

FORM FIELDS

Create each field you want to have displayed on your custom form.

0 Hover your curgar over the heading for more information.

|e |r‘ Isory Answer (gh |-" tion igh ‘Type of Answer (g ‘Pnssihle Answers (g} |Default Answer ig) |Link [7] | |

Add a new Field
Sawe Changes |

Current Lacation

| Logout | Online Help

* Hover over any Question Mark to see an explanation of the field
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News, Events, Awards and Opening Hours

This screen allows the operator to display further information about their business on the webpage ie: tell customers
about any news or awards you may have won/been nominated for. If information is not entered for a particular section,
then that field will not be activated on your webpage.

Enter your Opening Hours in a sentence format.
Enter any Latest News/Awards/Special Events; this is an opportunity to market your business. For example, in the news
section you could let customers know that you have recently renovated your rooms or started a new tour.
Updating this section regularly to keep your page looking fresh! Press SAVE at the bottom of the screen to
record your changes.

Mbookedasy

TOUR OPERATOR CONSOLE

Main Menu  Reservation Calendar Reports  Accounts Setup  Online Distribution  Help and Support

EDIT DETAILS
Please type in upper AND lower case. What vou enter helow will be displayed exactly as you enter it an the website.
Qur Opening Hours are {If Applicable)
Latest News
(Any additions, changes or interesting information.)
Awards
{e.g. 2002 MAME OF MAARD)
Special Events
(Any special event you may be involved in which you would like to add.)

Save
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Upgrade to Tour Manager

Would you like to use Tour Manager

as your complete in-house system? = i pp—
Special Offer - Free Setup & 1st Month Free = LA s

Tour Manager console has been designed to be yvour complete Tour Management system.
Ifyou continue using Tour Manager after the 1 month free trial, then you only pay 1.59% commission of monthly

turnaver.
= 0 can manually enter bookings in the resemvation calender
» Communicate with your clients
» Track cash and agent pavments and commissions
s« Take hookings directly off vour website with the tour Baok Maow button
# Nlanage your business from amswhiere you have an Internet connection
« |Fad compatible

Upgrade Now

Page 31



Tour Operator Manual v3 | March 14

Online Distribution

Online Booking Control
Confirm your Booking Status

Gold Medal Operator - This means that you 100% guarantee your availability and rates and Booking Centre staff and
clients making a booking will not have to wait for confirmation from the Operator. Operators that guarantee their
availability will appear at the top of availability searches and be eligible to be part of the Last Minute Rates feature
(Accommodation operators only; excludes room types using Daily Rates). You have the option to revert to the conditions
of a 24 hour operator for bookings made the same day as arrival.

Gold Medal bookings will display in the Reservations screen of the Member Console and Staff Console as a RED booking,
or BLACK if the booking has been paid in full. Gold Medal Operators must keep their rates and availability100% up-to-
date

To become a Gold Medal operator (instantly confirmed), tick OPTION 1. This does not apply if the guest is booking on
the same day they are due to arrive. However, if you wish to also be instantly confirmed for same day arrivals/tours, tick
the second box as well.

*Bookings made for a Gold Medal operator beyond 365 days will revert to 24 Hour*

Advantages of being a Gold Medal operator include: you will appear at the top of the listing when a general search is
conducted (based on criteria selected), and you will be eligible to be part of the Last Minute Rates. All operators who are
Gold Medal will have the logo beside their name.

24 Hour Operator - This means that the Booking Centre staff should respond to the client to confirm their booking
within 24 hours of the booking being made. 24 hour bookings are unconfirmed and will display in the Reservations
screen of the Member Console and Staff Console as a BLUE booking.

Operators will need to click Confirm next to the booking if they wish to accept the booking. Alternatively, the staff from
the Booking Centre will contact the operator to request confirmation and confirm the booking from their end. Operators
with a 24hr confirmation period will listed below the gold medal operators in the Availability search listing.

If you wish to be a 24 Hour Operator, tick OPTION 2 and the Booking Centre staff will contact you to confirm availability
before a booking is confirmed. All operators who are 24 hour confirmation will have the logo beside their name.
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JOIN THE BOOKEASY BOOKING CENTRE NETWORK: By ticking this box, your inventory will distribute to
other Booking Centres around Australia that use the BookEasy software. The default commission for
bookings made via the BookEasy External Search is 15%, although Booking Centres may negotiate

different rates with you at the time of booking your product. Ask your Booking Centre or the BookEasy
team for more detail on External Searches in the BookEasy network.
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