" When a Guest Makes a Booking Request on Your Website and
\\Bookerzﬁ/} Chooses to Pay Initial Payment By Check or Bank Wire
Transfer

</ Booking Request on Your Website ¢/ Manager-Centric Mode J Paying by Check or Bank Wire

This workflow shows the interaction between a Guest and a Manager when a guest makes a Booking
Request from your website and they choose to pay the first payment by Check or Bank Wire Transfer. For
either one of these types of payments, there are additional manual tasks you must do. When your Booker-
ville public booking calendar is set to run in manager-centric mode, the guest can make a Booking
Request (as opposed to a Booking). A Booking Request does not appear on the calendar until the
Manager sends the Quote email, and the Guest confirms the quote and makes the first payment.

Email Templates Sent to Guest and Manager During this Workflow
TO GUEST: TO MANAGER: HOW SENT: CUSTOMIZABLE?
1. Pending Request 1. Copy of Pending Request Automatic Yes (Guest part only)
2. Quote 2. Copy of Quote Manual Yes
3. Confirm Quote Paying Manually 3. Confirm Quote Paying Manually Automatic Yes (Guest part only)
4. Payment Receipt 4. Payment Receipt Manual Yes
5. Guest Confirmation 5. Guest Confirmation Manual Yes

47, START HERE: v

Guest creates a Booking Request on
your website, using the Bookerville
L Public Availability Calendar widget.

\ 2 O 4
= 77, Guest receives the “Pending " =7, Atsame time, Manager receives copy
@ Request” email, sent automatically I @ I of “Pending Request” email, sent
AUTO from Bookerville. AUTO  automatically.
i Manager clicks on new Booking
@ Request link in email to view Booking
Request.
v

The new Booking Request also
@ appears on At-A-Glance tab and in list
- of Booking Requests in Bookerville.

v
‘ Continue (Next Page)




;

| :@: I Guest receives “Quote” email.

v

If Guest agrees with the quote, Guest
@ clicks the Confirm Booking link

embedded within the email.
v

On the Confirm Booking screen, Guest
@ agress to contract, reviews the amount
- due now and options for how to pay.

v

In this example, the Guest chooses to
@ pay this first payment by Check or

Bank Wire (the workflow is the same).
v

Instructions for how to pay by check (or
bank wire) are shown to the guest on
o+ the Booking Confirmed screen.

From Step 5 (Previous Page)

v

<=7, When Guest and Manager agree to
| @ Ithe booking, Manager generates

MANUAL “Quote” email and sends to guest.

TIP: The default Quote email contains
booking costs, contract, payment schedule,
cancellation policy, etc. specific to this booking.
It can be customized per your needs. Its
purpose is to give the guest the information
they need to make a booking. It includes a link
that allows the guest to confirm the booking.

\ 4

<7 In addition, Guest receives instructions
@ for how to pay by check in “Confirm
2uTo  Quote Paying Manually” email.

v
The subject of the email will automatically
includewhich payment type was chosen (either
Check or Bank Wire).

Guest mails the check (or submits
funds by Bank Wire transfer) to
Manager.

\4

If instructed to do so, guest may also

—_ J | print out and sign the contract and
| ) mail it back with the check.

v

<=7 At the same time, Manager receives
(@] “Confirm Quote Paying Manually’

AuTO email.

% Manager receives the check or is
v notified of bank wire transfer.

v
‘ Continue (Next Page)




From Step 16 (Previous Page)

v

Inside Bookerville, Manager opens
this Booking Request.

\4

Manager converts Booking Request
to a Booking by clicking the “Book It”
button. Booking is now on calendar.

v

On the Booking Details page,

Manager enters the payment received

(check or bank wire) and clicks Save.
\/

Bookerville will prompt Manager to
send the “Payment Receipt’ email.
(optional trigger setting )

e & @ 6

v
@ Manager clicks to send the “Payment
i Receipt” email to the Guest.
MANUAL

F @ 7| Guest receives the “Payment

Receipt’ email.

@I Manager sends “Guest Confirma-

tion” email. (Manually sent because
l MANUAL guest paid 1st payment by check.)

7 " T S~ 7, Atthe same time Manager receives
|\@ | S:;as er:;ﬁwes - |\@ I copy of “Guest Conﬁrrgation” email.
i (Optional)
v
END

At this point, the guest has confirmed the booking, agreed to the contract and paid the initial payment by check or
bank wire transfer. The property manager recorded the check or bank wire deposit, the Booking Request is now a
Booking and appears on the calendar. Subsequent emails to guests for additional payments, arrival instructions, etc.
can be sent automatically using the Automatic Scheduled Emails (ASE) feature.



