
 Converting leads video

Adding a room block article Adding a room block video

Use Ctrl+B or Cmd+B to
copy room details 

 While on the “Guest Rooms”
tab or editing the booking, click
“New Guest Room Block”.

1.

 Go to the “New Lead”
button on the top right of
your screen.

1. 2. Add as much information as you have,
including the required account and contact,
and “Create”.

Add a room block
2. Select the room types, add counts, and add
rates for occupancy. Ex. 250/250/300/350 =
single/double/triple/quad

Review our knowledge base article and Tripleseat University video on adding room blocks.

V.1.2

Tripleseat Hotels Quick Start Guide
Create a lead and convert it into a booking

Review our knowledge base article and Tripleseat University video on converting leads.

 Converting leads article

3. Click on the lead and convert it into
a booking. Add any additional
pertinent details, and click “Save”.

3. Use keyboard shortcuts, Ctrl+B
or Cmd+B to copy room details
across the block.

https://www.youtube.com/watch?v=FvamPTMjrqc&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=6
https://support.tripleseat.com/hc/en-us/articles/15866352993175-Adding-a-Group-Room-Block
https://www.youtube.com/watch?v=JJxZPXzI6G8&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=8
https://support.tripleseat.com/hc/en-us/articles/15865184047127-Converting-Leads-into-Bookings
https://support.tripleseat.com/hc/en-us/articles/15804729691927-Tripleseat-Hotel-Lead-Form-Best-Practices


Adding events article Adding events video

Adding booking docs article Adding a booking docs video

 Go to the “Booking Docs” tab    1.
       and click “Add a document to          
       this booking”.

 While on the booking, go to    1.
       the “Events” tab to   
       access the events grid.

    events as needed.
2. Click “+Add Event” for as many      

Review our knowledge base article and Tripleseat University video on adding booking docs.

V.1.2

Tripleseat Hotels Quick Start Guide
Add events

Review our knowledge base article and Tripleseat University video on adding events.

Add booking docs

    Changes”
3. Fill in event details and “Save     

    select all events.
2. Select the set of documents and

    terms.

3. From the “Booking” tab, scroll   
    down and select the appropriate  

https://support.tripleseat.com/hc/en-us/articles/18604795748247-Creating-Events-in-a-Booking
https://www.youtube.com/watch?v=XQBZ2LwV0S4&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=9
https://support.tripleseat.com/hc/en-us/articles/10937941749655-How-to-create-Masterdocs-for-a-booking
https://www.youtube.com/watch?v=BuWEr1cPhUU&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=10


Sharing documents article Sharing documents video

Detailing events article Detailing events video

 Go to the “Booking Docs” tab.1.

 Go to the “Booking Docs” tab.1.
    “Share”.
2. To the right of the contract, click           

Review our knowledge base article and Tripleseat University video on detailing events.

V.1.2

Tripleseat Hotels Quick Start Guide
Share a contract

Review our knowledge base article and Tripleseat University video on sharing documents.

Detail your events

3. Select an email template and send.

2. Edit the document template.

    “Save”.

3. On each event tab, Add items from  
    picklists and add notes, then 

https://support.tripleseat.com/hc/en-us/articles/12335487741207-How-to-share-Booking-documents-with-the-guest
https://www.youtube.com/watch?v=VBt_4HBGeO8&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=11
https://support.tripleseat.com/hc/en-us/articles/16781389982999--Detailing-Events-within-Booking-Documents
https://www.youtube.com/watch?v=MV2tvU6e0pA&list=PLQMxIpGMSoIOalMa090FiWSJUl2GJwQhU&index=12

