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Owner Portal & Owner 
Communications

- Current owner portal overview
- How to set up Owner Communications
- How to use Owner Communications

Guest Portal and 
Communication

- Guest Portal overview
- Setting up Guest Requests for 

communications
- Using custom content to inform guests



Owner Portal and Owner 
Communications

How to Enhance Your Owner Experience
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Owner Portal Dashboard
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Owner Portal

Availability
- You are provided with Reservations 

(bookings) across your Unit(s) for the 
current year 

- In  both a calendar view and list view 
you can choose which calendar year 
and what unit from the dropdowns 
they’d like to view. 

Reservations

- You can see all prior, current, and 
future Reservations in your Unit(s). 

- You can also create a new booking in 
your Unit(s), by clicking the green 
“+New Reservation” button towards 
the top-right corner.

- If you allow owners to create their own 
reservations, they will do so on this 
tab

Statements

- This is where all owner statement will 
publish. 

- They will have access to Year End Tax 
forms and a statement summary 
report as well
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Owner Portal

Work Orders
- You will be able to see Work Orders 

that have been completed in their 
Unit(s), by month, along with any 
associated charges that you’ve 
incurred from any of those Work 
Orders

Documents

- Various documents may be shared 
with the owner.

- To access any Documents you see 
here, click the applicable line item’s 
View button.

Messages

- This is the owner’s message inbox. 
Any messages sent through owner 
communication will live in this inbox. 
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Owner Communication Settings
Configuration>Owners>Preferences

Lorem ipsum dolor sit amet, consectetur adipiscing elit. 
Donec urna ligula, aliquam in porttitor sit amet, dapibus eget 
purus. Quisque hendrerit ut ipsum ac fermentum. Nam non 
ipsum diam. Ut a malesuada sem.

● Lorem ipsum dolor sit amet, consectetur adipiscing 
elit. Donec urna ligula, aliquam in porttitor sit amet, 
dapibus eget purus. 
○ Quisque hendrerit ut ipsum ac fermentum. 

■ Nam non ipsum diam. Ut a malesuada 
sem.

● Should the messages be view only?

● Would you like the owner to see the individual sending 
the messages or do you want them to see your 
company as the sender?

● How do you want the owner to be notified? 



Owner Messages: Message Home 
Screen

Your inbox is where you’ll see new owner 
messages and compose new messages.
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    Personal Message        vs.               Broadcast

- Single owner communication

- A way to get secure 
documents through the 
platform instead of directly 
through email

- To reach a large audience quickly

- A way to gather secure 
information from a large group 
through Track

- Send out a balance due reminder 
when owners have a negative 
balance
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Personal Owner Message

● Owner: Choose the owner company 
● Recipients: Will generate based on available contacts under the owner 

company
● Unit- choose unit under the ownership
● Subject: what will appear as the subject line
● Messages body: context of your message
● Secure message: requires owner to log in to read
● Attachments: Attach forms, pictures that you’d like to be included in the 

message

Choose your parameters and send it out 
quickly!

● Message will send to owner via text/email
● Messages will store in the inbox
● Owners will be able to respond if you allow 

them to do so
● Sender will be shown based on your 

configuration settings
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Broadcast Message

● Primary Contact: Only send to the primary contact on the owner 
companies that meet the conditions

● Conditions: Choose your conditions of who should receive the 
message

● Subject: what will appear as the subject line
● Messages body: context of your message
● Attachments: Attach forms, pictures that you’d like to be included 

in the message
● Send Later: choose the date you’d like the message to send
● Secure message: requires owner to log in to read
●

Select your conditions of who should 
review the message

● Set the message up conditions of who 
should review the messaging

● Conditions are “Meets All” 
● Choose to send out now or later
● Broadcasts will show under the broadcast 

inbox



Guest Portal
How to Enhance Your Guest Experience



Add a feature image or Youtube video

Welcome your guests to the portal 

Pay via the payment portal

Share your social media pages

Add custom content

Feature local businesses

Guest Requests

Local Deals

Enable Security Codes

Add a countdown clock to get guests excited for their stay
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My ReservationMy Rental
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Lorem Ipsum

Local Deals Places

Categories

Sub-Categories

Places
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Share Your Social Media PagesGuest Can Invite Other 
Guests to the Portal
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Pay via the Payment Portal Add Custom Content
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Let’s talk about Custom Content

● Control which locations you want the content to appear
○ Choose from the nodes that have been configured

● Control which units where you want the content to appear

● Select the icon that you want to appear in the menu
○ Track has many to choose from, including the Spock 

Hand! 

● Choose a start and end date that you only want the content 
to appear for

● Do you want the content to appear within another custom 
content?
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Now let’s talk about Guest Requests

Lorem ipsum dolor sit amet, consectetur adipiscing elit. 
Donec urna ligula, aliquam in porttitor sit amet, dapibus 
eget purus. Quisque hendrerit ut ipsum ac fermentum. 
Nam non ipsum diam. Ut a malesuada sem.

● Lorem ipsum dolor sit amet, consectetur adipiscing 
elit. Donec urna ligula, aliquam in porttitor sit amet, 
dapibus eget purus. 
○ Quisque hendrerit ut ipsum ac fermentum. 

■ Nam non ipsum diam. Ut a malesuada 
sem.

This allows guests to reach out to you directly from the Guest Portal!
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● Will use the location tree to determine the office of that unit 
and send a notification to the email address associated with 
that office

● An extra field is a select input that you can custom define 
and will be included in the request

● Is shown directly above the Guest Request form. Can use 
verbiage like, “If this is an emergency, call 911”

● The message that is displayed after the Guest Request has 
been submitted

Configuring Guest Requests
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Additional Guest Requests Options…

Enter the name of the status to be selected 
when adding/editing a guest request

● Completed, In-Progress, New, 
Archived, etc.

Configure extra fields related to Guest 
Portal request entries

● Add-On Request, Book Future Stay, 
Housekeeping Request, Maintenance 
Request, Other, etc.
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Here!Once this form is submitted, it goes…

View, edit or delete the Guest Request
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When clicking “View” on the Guest Request

● Manage the current status of the request

● Select the Priority of the Request

● If the request is related to a folio, find and select the folio 
number

● Select who is assigned to take care of the request



Questions?
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Thank You!


