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

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 wouId like to search. These will be in Black font (arrow).
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Schedule Puffing Billy v2
Availability 1000B-L 1 10:00 Bel-Lak 12:25 Lak-Bel 262 262 n 11 100%
Check-in 10:00 Belgrave - Lakeside '\ 262 262 11
B 12:25 Lakeside - Belgrave 262 261 1
Bockingil 1100B-L 1| 11:00 Bel-Lak 14:15 Lak-Bel 262 262 ﬂ 40 | 100%
Booking 2 11:00  Belgrave - Lakeside % 22 [
Pickups 14:15 Lakeside - Belgrave 262 258 40
1415B-L 1 14:15 Bel-Lak 16:15 Lak-Bel 262 262 44 100%
v Express 14:15 Belgrave - Lakeside 262 262 3
S 16:15 Lakeside - Belgrave 262 253 9 44
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2. 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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Detais Description aty
Product = 1000-5-:1225-1-5 - 10:00 Belgrave t aduits 0
Sightseeing Departing Fri* (24/07/2026) [10:00 N Children (4-15yrs) 2
Schedule Returning Fri® (24/07/2026) [11:00 Booking Total $330.00
Availability Porty Name * [BREE HASLAN 88 Receipt - VISA (Not Prined) -Payment request complete - Bree
email e al.com
e bree_4508hotmaiL
" Mobile Phone & | +61 0422190917 |Phone # | +61 0422190917 | Balance Owing
Bl £ Agent Direct Booking - Australian Dallar Total Sales Tax - GST (10.00%)
Booking 2 sub Agent Total Payable ex Sales Tax (10.00%)
Pickups Pickup Point *  Belgrave Station @ 10:00- 1 0LD MOI | Q
Manif Stotus = Confirmed
Express Channel * Web. Panty Ref 788338
Services Source Other Eooking Ref 168118
Loadings. Country / State | Australia Postcode (3669
Check-in [
Booking 1
Booking 2
private Notes
Charter Recept
Quote value
Additional Information - e -B-L-1225-L'B - 10:00 Belgrave to Lakeside - 12:25 Lakeside to Belgrave. 0
Movernents Fri 24201 2026 6 1000-B-L-1225-L'B - 10:00 Belgrave to Lakeside - 12:25 Lakeside to Belgrave [166118] $330.00
Traveling on A Set- 12 Carriages TEST e o)
g i Made on 16 May 2026 at 22:08
Booking 2 Made by Internet
16/05/2026 22:08 Confirmation for BREE HASLAN - Reference # 768335 emailed to bree_ 460@hatmail.com OK Confirmation Confirmation Email email
Rates Modified on 25 oy 2026 at 16105
Modified by Oyian Hesley
r— Day/sto travel 2
Tox Rate 1000%
52 ‘Conventional Product
tion Li Bl evenve oross $300.00
Bookings for QA Revenue fet 300,00
Yeposics due. Saes GL Code. saes
Final Payments due ] R
Follow up due
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