Booking Office

e How to: Check-in a Booking

e How to: Manually Search for a Booking on a Specific Service




How to: Check-in a Booking

1. Click Search.

2. Ask customer for the Booking Reference Number, OR scan the barcode provided on
bookinga reerence.

3. Confirm Party Name & Fare details (Adult, Children etc). And click Print Ticket.
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How to: Manually Search for
Booking on a Specific
ervice

In this example we will be looking for a booking on the 10:00am Belgrave to Lakeside on the
24th of July.

1. Go to Sightseeing > Manifests, set your date on the top left, then click the LEG that
you would like to search. These will be in Black font (arrow).

ustomLinc De:

165891 LORNA
search Booking List P

v Recondie These are not
- Today's Manifests

v Sightseeing Depart Max | Tot

iptic
Puffing Billy v2

Schedule

Availotitity oot s/ sooosebiakizastakeel aew me [me (36w [sewasecmemsTT L

Chedenn 1000 boave - akeste w2 2o [ 2

1225 Lakesie - Bolrave w2 2s [N
Booking 1
100081 1 1000 Beren 11:35 Hen-Be w0 105 | 9 sen
Booking 2 1000 selgave - e Creek e s s
Pickups 11:35 Menzies Creek - Belgrave. 204 18 18
123081 12:30 Bk 15:20 Loeae s me | ws 2w

v Express 1230 | seave - akesde s us 2

Services 1520 Lakesie - Bolgrave w2

. 1615001 14115 Bo-Lak 16:40Locpe w2 144 | us | 2 | s

oadings
9 14115 Belgrave - Lakeside 262 144 18

Check-in 16:40 Lakeside - Belgrave 262 101 1.1 20

Booking 1 0830 TEST 0830 test -

Booking 2 1000 segrave - akeside w o
> Code. Product Max Pax Avail Yield
v Charter 1000-8-L 10:00 Belgrave to Lakeside 262 176 36 7%

Quote b LG HoRE 1000-8-L-1225-1-8. 10:00 Belgrave to Lakeside - 12:25 Lakeside to Belgrave 50 50 o 100%

Movements |ttt T T 122518 12:25 Lakeside to Belgrave 262 175 36 7%

CHicial emallfor the 2 extra carrages

Find the booking by Party Name & product. In the Belgrave - Lakeside leg you will see

all customers travelling on this section, including Belgrave to Lakeside Single journeys, as
well as Return products.
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3. Double click on booking to open
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