How to: Send or re-send a
Sign up/Confirmation Email
for Annual Pass Customer

If the customer can provide their booking reference number, you can search for the booking

as normal

1. Click on Contact Search
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2. Bring down the dropdown menu and find and select the option Members > Annual Pass
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3. Search for the users name that they purchased the pass with

Annual Fass _~| oylan QOQE-2BE

Contact Name  Account Manager Suburb  City  State | PRone, Fax Contact Dylan Healey
- Contact 1d 734473
Last Modified 11/05/2024 12:13
Mabile Phone +61 412533935
Personal Email dvlan.healey@pbr.org.au
Member
Contact Types imnua\ Pass #15043116
(08/05/2024-06/05/2025)
1 Bookings)
3rd Party Ref

Filter Unresolved Items -

Date/Time Subject From To Type Status Attch

4. Right click the Member details and select Properties, This will bring you to the purchase
within CL.

Annual Pass v| Dylan Q o ° E ﬁ E

Contact Name Account Manager Suburb City State Phone Fax Contact Dylan Healey
T N N N N T e e
Last Modified 11/05/2024 12:13
Maobile Phone +61 412533935
Personal Email dvlan.healey@pbrorg.au
Member
Contact Types Annual Pass #15043116
(08/05/2024-08/05/2025)
1 Bookings)
3rd Party Ref

Filter Unresolved Items -

Date/Time Subject From To Type Status Atteh
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5. Double click the purchase

Dylan Healey
Status Party Name
Confirmed DYLAN HEALEY TEST

Total Confirmed

Total Other

Product Date
ap 09/05/2024

# Names

# Bookings Amnt Paid Amnt Owi
1 122.00
1 122.00
o

6. Follow the normal process to send a confirmation email. Send > Confirmation to
Client... > Next > Next > Finish. This will send a confirmation to the email provided in

the booking.

Product * AP - Annual Pass -l

Departing Thu *  09/05/2024 23:58
Expireson Thu®  09/05/2024 23:59. Departed

Party Name *  DYLAN HEALEY TEST

Description

Adult's Annual Pass
Booking Total

[E Receipt - Cheque -

Balance Owing
- Total Sales Tax - GST (10.00%)
| Total Payable ex Sales Tax (10.00%)

| Healey Dylan (28) | ADULT-AP | 718522 | Annual Pass

emai dylan healey@pbrors.au
Mobile Phone # 0412533935 Phone # +61 412533935
Agent Direct Booking - Australan Dollar

Sub Agert

Name / Ref =l

ickup Point 5]
Status = Confirmed

Channel = Web v Party Ref 1557845
Source | ookingret 71925
Country/State Avstrle =1 postcode

Notes

Prvate Notes

08/05/2024 09:5 - Dylan Healey
DYLAN TESTING NEW PORTAL

Additional Information

Made on 08 May 2024 at 03:50
Hade by Oylan Healey
Modifiedon 08 May 2024 at 10:05
Modfied by Dylan Healey
Departure is ready for Posting

Tax Rate 10.00%

s Attraction

Revenve Gross  $110.91
Revenve Net  $110.91
Sales GL Code
Revenve Split 1

PBES71925-205  Dylan Healey (AD) (0)

s o

Date Pickup  Pax  Description
Thu 09 May 2024 1/1 AP - Annual Pass [671925]
Party Total

Date/Time Subject

08/05/2024 10:04
08/05/2024 09:58
08/05/2024 09:53

Confirmation emailed to dylan.healey@pbrorg.au OK
Confirmation emailed to dylan.healey@pbrorg.au OK
Confirmation emailed to dylan.healey@pbrorg.au OK

£01.6 REVENUE ON THE DAY - LOCALS PASSES

An example of the emails is below:

From
Oylan Healey
Oylan Healey
Dylan Healey

T

Reason
Confirmation Email
Confirmation Email

Confirmation Email

Qy  Broch(pp)  Brochure  Pric

1 s12200  $12200 ¢
$122.00
s
s
Type Method
Confirmation Email Email
Confirmation Email Email
Confirmation Email Email
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LRI Confirm ation|
ABN 99 200 638 143

Tax Invoice

Annual Pass

Thank you for booking with Puffing Billy Railway, Australia's favourite steam train.
Flease find following details of your booking.

Reservation Details:

Reference Num ber: 1557845

Date of Reservation: 08 May 2024
Reservation Nam e: DYLAN HEALEY TEST
Contact Details:

Thu 09 May 2024 Annual Pass (af

ALUERILTI)  Adutcsannatpess (1> $12200

Booking Ref: 871525 i
Guest: Dylan Healey Welcom e to your Puffing Billy Annual Pass.

You have unlocked unlimited travel on Puffing Billy
Excursion Train between Belgrave and Lakeside and
Lakeside and to Gem brook for 12 m onths.

IMPORTANT - Go to to complete your
m em bership profile. Sim ply set your password and
upload m ember photos to be ready for your visit.

Visit our to make bookings for your
future visits .

Booking Details: HNet (AUD)

$122.00

Paymenits Summary:
Net
Total Net

Paid in Full - Thank you

$122.00
$122.00

Dylan Healey
08 May 2024

Puffing Billy Railway

1 Old Monbulk Road (PO Box 451)
Belgrave VIC 3160

Australia

Reseration Systems from
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