How to: Make a Booking for

a Walk-Up

1. Go to Sightseing > Manifest

2. Right click the Manfiest you would like to book a product for. (The manifest will have
Green Text)
In this example we will make a booking for the 14:15 Bel - Lak with a 16:40 Lak - Bel

Return.

3. Go to Make Booking, click on the product you wish to sell.
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Booking for QA
Deposit due

 Final Payments due
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4. Fill in Party Name, Select Walk Up in Channel and input the fares you

sell.

Puffing Billy v2

10008-L 1 | 10:00 Bel-Lak 12:25 Lak-Bel

10:00
12:25
10008-M 1
10:00
1135

11:00
12:35
1505
16:00

12308-L 1
12130
15:20

Belgrave - Lakeside

Lakeside - Belgrave

10:00 Bel-Men 11:35 Men-Bel

Belgrave - Menzies Creek

Menzies Creek - Belgrave

Manifests 11008-G 1 11:00 Bel-Lak-Gem 15:05 Gem-Lak-Bel

Belgrave - Lakeside
Lakeside - Gembrook
Gembrook - Lakeside

Lakeside - Belgrave

12:30 Bel-Lak 15:20 Lak-Bel

Belgrave - Lakeside

Lakeside - Belgrave

Belgrave - Lakeside

Lakeside - Belgrave
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14:15 Belgrave to Lakeside 2
14:15 Belgrave to Lakeside - 16:40 Lakeside to Belgrave

16:40 Lakeside to Belgrave 2

Grazing Box for 2 - FOC
Grazing Box for 2 + Picnic Blankst - FOC

Grazing Box for 2

Grazing Box for 2 - GLUTEN FREE

Grazing Box for 2 + Picnic Blanket

Grazing Box for 2 + Picnic Blanket - GLUTEN FREE
Classic Scones and Tea

FOC Tour Operator Meal

Print Manifest
Print
Extract

Reconcile.
Configure
Make Booking

Assign Locos/Cars..
Assign Crew
Loco/Car Allocation.
Stop Sell/ Max Pax.
Openfor Checkin
View Pax List

Audit Tral,

Bulk Adjustment
SMS to Bookings.
Emailto Bookings..

Schedule Third Party Events.

Day Notes.

Manifest Notes.
Show.

Properties.

1415-B-L - 1415 Belgrave to Lakeside
1415-B-L-1640-L-B - 1415 Belgrave to Lakeside - 16:40 Lakeside to Belgrav
1640-L-B - 16:40 Lakeside to Belgrave

would like to
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Calendar ] Manfests ] Avaiabikty ] S ] Contacts ]Canhgumtmn] schode ]smngm] Sooking ] bckups ] Sooking

Detais iption
Product = 1415-5-L1640-10 - 14115 Selgrave bV |1 Q Aduls
v Sightseeing Deparing sat = ovowzozs [1ads|
Schedule Rewming Set = ov/oe/2026 | [17:32 Children (4-15y15) $33.00 s3a.00
Avallability | Fotvteme  rest sooun — ST = =
Check-in el i av) $0.00 s0.00
Wabie Fhone ¢ Phone = Familes (2ad 2h) $165.00 s165.00
Agent Direct Baoking - Austalan Dollar v Tour Guides $56.00 s56.00
Booking 2 subgent v Booking Total ss600
Pickups Name / Ref a
Manifests Pickup Point *  Selorave Statn § 14535 - 10LO MOIV Q @ Balance Owing
v Express Stotus * Confirmed v
Services Channel = walk up v party Ref
Loadings Source v Booking ket
Check Country | State y pesteode
Booking 1 Notes
Booking 2
>
© CEET Private No - promotions gptions Spedal Prices
Quote Pax_| Description
Movements
Additional Information
Booking 1
E—
Rates
>
> Rental
>
Action List =

Click Update in the bottom right.
coendr | vantess *| ey | Gzt | s | comtnrason | snesse [ sookng | soning | pitars [ sootne

Qy | Broch (pp) | Brochure | price (op)

3 555.00 566,00 $66.00 56
VSNSRI  openosar ovesnces e, | N
Schedule Returing Set = 01/0e/2026] [17:32 @ Chidren (4-15y) s32.00 s22.00
Availability Party Name = TeST B00KING Toddirs (1-3yrs) s2s00 .
S emai Infants (Under 1yr) o —
Mabie Phons # Phone = Famiies (2Ad 2h) s165.00 s165.00
Agent Direct Booking - Australion Dollar v TourGuides s6.00 ss6.00
Sub Agent v Booking Total s118.50 s10.
Pickups Name / Ref 2
Manifests Piup Pant * Belgrave Staton € 1415 - 10LD WoIv Q@ Balance Owing so.
v Express stows = Confirmed v
Services Channel = Walk Up v pany Ref
Loadings Source v Bocking Ref
Check-in Country / state v postcode
Booking 1 otes o
Booking 2
>
v EE Receipt eromations options Special prices
Quote
Movements
—, Additional Information
Booking 2
Rates
>
> Rental
>
ction List S

1 Booking for QA
1 Deposit due

2Final Payments due
3Follow up due.

4 Unreconciled Bookings.

Click Receipt
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S} Custominc - [185233 TEST BOOKI

Calendar I Manifests I Availability I

G ] Contacts ] mmﬂguramm'] Schedule ] sunkmguﬁ'] Booking ] Pickups ] 1555238!‘557-_

Description
o Product = 1415-5-1-1640-L'B - 14:15 Belgrave t Adutt
v Sightseeing Departing Sat = [01/08/2026] [14:15 Australian Concession Card
0 seat Avail
Schedule Returning Sat *  |01/08/2026 | |17:32! @ _ PBeoking Total
Availability Party Name = [ TEST BOOKING &8
Check-in Email Balance Owing
Mobile Phone = Phone # Total Sales Tax - GST (10.00%)
Agent Direct Booking - Australian Dollar Total Payable ex Sales Tax (10.00%)
Booking 2 by
Pickups Name / Ref 2
Manifests Pickup Point * Belgrave Station @ 14:15 - 1 0LD MOl | Q
v Express Status = e
Services Channel * Walk Up. PartyRef 807031
Loadings Source Booking Ref 185233
Check-in Country / State - Posteode
Booking 1
Booking 2

> Ac ation

v Charter
Quote

Movements Sat 01 Aug 2026

N Additional Information el Partv Total
Booking 1

-1640-L-B - 14:15 Belgrave to Lakeside - 16:40 Lakeside to Belgrave [185233]

Booking 2 p—

Dylan Healey

Rates Modified on 20 Jul 2026 at 14:18

> g Modified by Dylan Healey
S Ml Day/s to travel 12
5 . Tax Rate 10.00%
Isa Conventional Product

7. Click the Payment Type dropdown and Select Visa or Mastercard.

It does not matter which one you choose.

Balance Owing 118.50

Mew Balance Owing 118.50
Price Adjustment 0.00

1 Adult

1 Australian Concession Card

Receipt Booking # 185

Receipt All

Split Pax ==

Set as Conf...

Cash
Rounded To
Amount Tendered

Change

Auto Fill

Payment Type

Amount

(@) Process on Pinpad

Other Receipt Type

Amount Ref 2

Cancel

8. Double left click the amount, it will auot fill with the total balance owing.
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ipt Booking #

Receipt All
Balance Owing 118.50 Split Pax >>
MNew Balance Owing 118.50
Price Adjustment 0.00
1 Adult
_ 1 Australian Concession Card
B o Auto Fill
Rounded To

Amount Tendered

Change

Fayment Type MasterCard v

Amount O Process through Gateway
wrocess on Pinpad

Other Receipt Type W

Amount Ref #

9. Click Ok, then finish the transaction on the EFTPOS machine.

It may take 20-30 seconds the first time of the day to logon.

New Bal

Price Ad y
THE PAYMEMT PEQOPLE

Amount = $118.50

Cash

Rounded
punas 0% Cancel

Amount

Connected to 127.0.0.1 on 2011

Change

Payment

Amount

COther Re
Amount ReF J
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10. Once complete, it should auto exit out. Then you can press Ticket to Printer as normal.
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