[' When a Guest Makes a Phone or Email Inquiry and Chooses to  /# r.,».)
“Booker‘;ﬁ/} Pay Initial Payment By PayPal or Credit Card |

DISCOVER

J Inquiry via Phone or Email JMANAGER/GUEST CENTRIC Mode </Paying by PayPal/Credit Card

This workflow shows the interaction between a Guest and a Manager when a guest calls or emails with an
inquiry, and the Manager sends a Quote email to get the Guest to confirm the booking. In this example, the
Guest choose to pay the first payment by PayPal or Credit Card. Whether you run in manager- or guest-
centric mode, 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. Quote 1. Copy of Quote Manual Yes
2. Payment Receipt 2. Copy of Payment Receipt Automatic Yes
(or Booking Not Compilete, if not paid) (or Booking Not Completed) Automatic No
3. Guest Confirmation 3. Copy of Guest Confirmation ~ Automatic Yes

Manager / Owner

‘ \ START HERE: v
W Guest calls or sends you an email,
|<@7I inquiring to stay at one of your rentals.
They are ready to book. l

D Manager gathers Guest Details such
@ as name, phone, address, property,
o length of stay, number of adults/kids.
v

Manager clicks start and end dates to
create a new Booking Request on
L Bookerville’s Master Calendar.

TIP: The Quote email can be customized to &R M

contain booking costs, contract, payment " W !\‘/Ianage:,r generates and sends
schedule, cancellation policy, etc. Its purpose I_I Quote” email to guest.

is to give the guest the information they need MANUAL

to make a booking. It includes a link that v

allows the guest to confirm the booking. Continue to Step 6 (Next Page)
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‘ From Step 5 (Previous Page)

!

L@
Guest receives the “Quote” email.
\ 4

Guest reviews Quote email and verifies
property, length of stay, payment
schedule, contract, how to pay, etc.

\4

clicks the Confirm Booking link
embedded within the email.

@ If Guest agrees with the quote, Guest

;

When Guest clicks Confirm Booking,
this converts the Booking Request to a
- Booking, now appears on calendar.

v

Next, the Make Payment screen is
shown to guest. Guest has 20 minutes
=== {0 pay or the booking expires.*

* If Guest fails to pay after 20 minutes, the booking
expires, it is removed from the calendar, and is con-
verted back to a Booking Request. The guest
receives the “Online Payment Expired” email that

v includes a link to try again.

(In this example, guest is going to pay
online, either PayPal or Credit Card,
depending on your offerings.)

\ 4

— Guest is taken to PayPal or Credit
B, Card payment screen (depending on
P Pay?al their choice and your settings).

v

Guest pays by logging into PayPal or
entering credit card data onto credit

card screen.
\4
—— ) Ifinstructed to do so, guest may also
—_ | print and sign the contract and mail
2~ ) or email it back to you.
<@7 Guest receives the “Payment |\@7I Manager receives copy of “Payment
I_I Receipt’ email. Receipt’ email to the Guest (optional).
AUTO AUTO
v
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From Step 16 (Previous Page)

v

Inside Bookerville, the At-A-Glance
screen is updated with new Payment
— Received information.

\4

Within the bookings’s Booking Details
page, Booking Payments Received &
- Email Correspondence is updated.

v v

<@7 Guest receives the “Guest Confir- I‘@; I A copy of the "(_:‘-uest Confirmation”
mation” email. email is automtically sent to PM.
AUTO AUTO
v
END

At this point, the guest has confirmed the booking, agreed to the contract and paid the initial payment by PayPal or
Credit Card. The Booking Request is now a Booking and appears on the calendar. The Payment Received and
Payment Receipt email are recorded in Bookerville automatically. Subsequent emails to guests for additional
payments, arrival instructions, etc. can be sent automatically.
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