Tripleseat Hotels Quick Start Guide i L

hotels

Create a lead and convert it into a booking

1. Go to the “New Lead” 2. Add as much information as you have, 3. Click on the lead and convert it into
button on the top right of including the required account and contact, a booking. Add any additional
your screen. and “Create”. pertinent details, and click “Save”.
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Jon Doeeye

@ Bluewater Hotel North

Attached files
@ This lead can be converted L or contact. Me Files

Name Jon Doeeye Email  jdee@iyayafake
Company JDOEINC Email Opt-in? Mo

Phone 48488484

Booking Details

Location @ Bluewater Hotel North Nature of Booking ~ Coporate Booking
Arriving On  Wed, Jan 15, 2025 Rooms per Night 100
Departing On  Fri. Jan 17, 2025 People per Room 1

Dates are flexible  No

Lead Details
Submitted  Mon, Sep 11, 2023 at 1:38 pm Internal?  Yes
Submitter Jame: D Market Segment  Corporate
Owner James D Source  Email

[ELLEEI 5 Y Discussion  Tasks  Motes  Log

Event - Arrival Reception

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

Add a room block

1. While on the “Guest Rooms” 2. Select the room types, add counts, and add 3. Use keyboard shortcuts, Ctrl+B
tab or editing the booking, click rates for occupancy. Ex. 250/250/300/350 = or Cmd+B to copy room details
“New Guest Room Block”. single/double/triple/quad across the block.

Guest Room SUummary (250 Agreed, 250 Blocked, 150 Forecast, 0 Picked Up)

11/15/2023 & 11/16/2023 @ 11/17/2023 @&

Agreed 100 100 50
slocted o e » Use Ctrl+B or Cmd+B to
Pickup 0 0 o copy room details

@ Allocations (250 Agreed, 250 Blocked, 150 Forecast, 0 Picked Up)

» King (150 Agreed, 150 Blocked, 150 Ferecast, O Picked Up)

11/15/2023 & 11/16/2023 & 11/17/2023 @
Agreed 50 50 50
Blocked 50 50 50
Forecast 50 50 50

Rate § 250/250/300/350 § 250/250/300/350 § 250/250/300/ 350
Pickup

Available 20 10 55

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

Adding a room block article« Adding a room block video«



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
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Add events

1. While on the booking, go to 2. Click “+Add Event” for as many 3. Fill in event details and “Save
the “Events” tab to events as needed. Changes”
access the events grid.

H a Bgosd insa Search Tripleseat
23 JD Conference® ea

) Wed, Mov 15, 2023 — Fri, Nov 17, 2023 @ Bluewater Hotel North 2 James D

Details m Guest Rooms ) Booking Docs @) Discussion @ Payments ) Tosksi) Notes Log  Attached Files
EE omirer Print Documents  Capzsl Changes

+AddEvent #Edt e Adust aMCopy BaddtoDocument : @ [s=Fiters| m

Drag a column header and drop it here to group by that column

Name Status Event Start Event End Rooms Documents Guest Count Event
v New
 Save
DEFINITE v 11/15/2023 12:00 i 11/15/2023 200 P [3] Unassigned & x :
* Cancel
* Saved
JD Conference
| DEFINITE | 11/15/2023 10:00 AM 11/15/2023 11:00 AM Ballreom C JD Conference 100 Recep #
Arrival Party
Main Session | perniTe | 11/16/2023 05:00 AM 11/16/2023 11:00 AM Ballroom A JD Conference 100 Meetic &
Admin Meeting | oEFINITE | 11/16/2023 12:00 PM 11/16/2023 01.00 PM Zodo's Restaurant JD Conference 100 Lunch  #
Finance Breakout | oEFiTe | 11/17/2023 12:00 PM 11/17/2023 01:00 PM ZoZo's Restaurant JD Conference 100 Lunch &
Company Dinner 11/17/2023 06:00 PM 11/17/2023 09:00 PM Ballroom A, Ballroom B JD Conference 100 Dinnet  #

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

Add booking docs

1. Go to the “Booking Docs” tab 2. Select the set of documents and 3. From the “Booking” tab, scroll
and click “Add a document to select all events. down and select the appropriate
this booking”. terms.

LBC Lunch ! BC Training Session  LBC Breakfast  Preview

1. Hotel Booking Do uments : 40 - TEMPLATES - Room Block Terms e

B [ U Fomas W Fosues- A -l PR L E R el O @ Copyal Paste Al
GUEST ROOM COMMITMENT Terms & Conditions *  Comorsts Event Terns 2023
The hatel agrees that it will provide and Group agrees that i2 will be respansible for utilizing { (Contract tion "

Progosal Details *  Comerats Room Block Terms
Total Number of Rooms: 85

Staffing Mates *  Gocial Event Terms
All guestrooms are run-of-the house unless ctherwise described in guest room table above. Guestroom types cannot be guar 4is. Rooms are blocked on a space available basis.

Foom Block Tabie »  Socisl Roam Block Torms
Hatel agrees to held rooms outlined abave until cut-off date of {{beoking guest_room_cut_off_data} }

Progasal Intros * Wedding Terms and Conditions
Ay SUANON oF CARCRIIAtICN fBeS MPosed lter that date will be Dased on the fevised room Block commitment. If Guest fequ. 100 willl e 20eeiad 10 these Guests.

Figor Plans. *  Corporate torms 2024

GROUP RATE TO BE EXTENDED BEYOND EVENT DATES
The abowe confirmed group rates are applicable three days before to three days after the offical mecting dotes, subject to s Gunat Aoams .
COMPLIMENTARY ROOMS Set Up Notes. "
Hatel shall provice 3 complimentary guest room for @ch 40 QUEST FOOMS in the Feam commitment. Complimentary guestro 0t Complimentary GUESTFOOM UNILS May N0t D L5ed 35 Credit. COMPIMENtATy UESTosm LNits
nat used during the event have no vale. Contract Inros »
SPECIAL PROVISIONS Proposal Banners - Events  *

T Hatel i pleased to cffer the following special concossians:

Toem '
+ Complmentary room Lpgrades 2024 Terms & Conditions

= COmPEMEntary roGms with avery 30-50 roams (vanes)
1rooms.

~ Comphmentary [nemet in the gues L =

STAFF ROO!

Hatel will set aside 4 raoms from the Total Ream Nights specified above to be assigned by University to be used by staff at the special rate of § OR % discount off group rate> during the event. Stalf roems are net, non-commissionable and do not apaly
toward complmentary rocms

earned

METHOD OF RESERVATIONS

Resurvations will be made by Individusle Calling the Hotel directly at 978-360-1200. Individuls must identify themselves a¢ being with the Group, LBC Training Conference St th time the resarvation i€ made in order ta recelve th specisl group rate.
Where available, reservations may also be made on-line by becking through the Woeld Wide Web.,

GUARANTEED RESERVATIONS

Group agrees that all reservations will be guaranteed by individual guests or by Geoug if a rooming list is provided by Group. Individuals can guarantee reservations with first nights pre-payment, e & credit card guarantee.

CHECK=IN/ CHECK-0UT

Check-in time is 3:00PM. While the Hatel will make every reasenable effort to accomemodate guests wha arrive before the check-in time, guest rooms may aot be immediately available. Baggage storage will be available for a small handling fee. Check-out
time is 12:00PM. Late check-out requests will be reviewed based on hotel demand. A late departure fee of $50 per roam will apply.

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

Adding booking docs article <fm Adding a booking docs video «fm



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
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Share a contract

1. Go to the “Booking Docs” tab. 2. To the right of the contract, click 3. Select an email template and send.
“Share”.

B @Iy o ¢ I
=53 LBC Training Conference®

[ Wed, Dec 20, 2025 - Thu, Dec 21, 2023 @ Bluewater Hotel North & James D

Details  Events i)  Guest Rooms ) JEEEULREDEEY 7 W Discussion  Payments @) Tasks @) Motes Log  Attached Files

Show Deleted Docs m Add 3 documnent to this booking =

1. Hotel Booking Documents : 40 = 3 Events
Grand Total: $0.00  Amouri Gue: 50,00

[ABEO - Customer @ PDF [# Net Signed

*Share S Link

[A BEO - Staff & pOF S Link

[A BEO - Staff Chronological & PDF S ink

Contract @ PDF [ Noi Signed] o Share B Link

[ Invoice & FoF Ashare | ELink

Invoice Summary & POF Share  E3Llink

Proposal @ POF shae  Elnk

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

Sharing documents article« Sharing documents video«

Detail your events

1. Go to the “Booking Docs” tab. 2. Edit the document template. 3. On each event tab, Add items from
picklists and add notes, then
“Save”.

Signed in as
B @ o o I e

Editing 1. Hotel Booking Documents : 40

LBC Training Conference (D Wed, Dec 20, 2023 — Thy, Dec 21, 2025 @ Bluewater Hotel North e

Booking WLIELEN |GC Training Session  LBC Breakfast  Preview

(D Wed, Dec 20, 2023 » 2:( pm 9 Bluewater Hotel North » ZoZo's Restaurant

@ Delete Event From This Document

Add from Picklist
L8 Lunch - Food (=]

B 7 U Fom s X EED
QTY.  DESCRIPTION PRICE TOTAL -l
4 100  AMERICAN BBQ - BUFFET § 580 $ 5800 ol (N

Total § 5800

Add from Pickiist

BIUF

aTY.  DESCRIPTION PRICE

T i
Total 50
LBC Lunch - F&EB Notes
B J Y Formats~ I= -~ |S - 00 0§ FomSizes- A - Wl - £ 2 L H B — © - () & Templates - (3 CopyAl Pasto Al
== % st upated oy 2ames 0.0 Mon,Dac 4, 2023 34 915 m

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

Detailing events article «fm Detailing events video «fm



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

