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Step 1 : Maximizing Track’s Quote Feature
Sending and Saving Quotes to Guests via the Tape Chart

Step 2: Mastering Automations & Triggers in Track
Sending Documents, Creating Work Orders

Step 3: The Benefits of the Guest Portal
Get guests excited for their stay with you!

Step 4: Creating Impactful Reservation Documents
What message do you want to convey?

Step 5: Improving Your Workflow with Track’s Reservation Features
Utilize Batch Print Documents, Units by Owner List, Bulk Reservations and Block Units
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Lorem Ipsum
Maximizing Track’s 

Quote Feature1
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Quotes

A “Quote” in Track is an object separate from a reservation. It does not put a hold on a unit or block availability. It is a 
promise to honor the pricing for the specific unit(s) until the quote’s expiration date.

What is a “Quote” in Track?
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Quotes
There are 2 Ways to Create a Quote in Track

Create a quote and 
book it immediately 

Create a quote and 
send or save it to the 

guest
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Quotes

- A Quote can be sent to leads via Content Blocks in the lead form or a combination of Content Blocks and Quote 
Links

-

- When sending or saving quotes to guests in Track, a first name, last name and email address are required. This will 
then create the guest as a contact

- Quotes can be sent via SMS or Email or both

Promo Codes can be added to Quotes and show the total including the discount added

- If your Saleslink is set to sync the lead, it will automatically close the lead and attribute the booking if someone 
books through the Quotelink

Benefits of Using Quotes in Track
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    Configure Your Quote 
1. When do you want your quote to expire?

○ Choose a sufficient amount of days to have the quote expire

2. What is the email subject line?
○ Use Merge Field to customize and attract the recipient

3. What do you want your email and SMS intro message to be?
○  Thank the recipient for contacting you and express your interest in them 

staying with you

4. Search Alternative Units
○ When the unit to book is unavailable, allow the guest to click on a link to 

search for another unit they can book
○ Ensure a “Quote Booking Redirect URL” is entered, which will be the link 

that the guest clicks on to view other units

5. View Listing Link URL 
○ A “View Listing” button will appear in emailed quotes allowing guest to 

view more information about the property in the quote
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The Guest Receives the Quote

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.

● The featured image for the quote pulls from what is set 
at the unit profile

● The reservation dates for the quote appears

● The total is revealed, which will include taxes & fees and 
a promo code discount (if applicable)

● The max occupancy, # of bedrooms and bathrooms 
displayed is pulled from the unit profile

● Guests can click on Review and Book which will take 
them to the page where they can finish their booking

● Guests can click on the View Listing button, which will 
take them to the webpage of the unit. This is configured 
on the unit profile’s Website URL field

● The expiration date of the quote is displayed at the 
bottom of the quote
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But the Guest Wants You to Book their Quote…
Step #1: Navigate to the guest contact profile and click on the Quotes tab

Step #2: Click on the Book button for the quote that you wish to book for the guest
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About Quotes…
Can you answer these questions?

1. What are the 2 ways to create Quotes in Track?

2. What fields are required in order to send or save a quote to a guest in Track?

3. Sending a quote to a guest will place a hold on the unit and block availability until it is booked by the guest. True or 
False?

4. The guest calls in and wants to book their quote, but doesn’t want to do it themselves. Where do you go to look up their 
quote and book for them?
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2
Mastering 

Automations in 
Track through 

Triggers & 
Automations

Sending Documents, Creating Work Orders
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What is the difference between a “Trigger” and an 
Automation? 

If you want an action to occur when 
another event happens

A reservation has been made and has come into 
Track. A booking confirmation email will now be 
sent to the guest

If you want an action to occur on a specific 
time schedule

A day before the guest arrives, a pre-arrival 
instructions email is sent to the guest
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When Building a Trigger or Automation…
Determine: What do I want to do and Who do I want to Send This to or Create This For?

The Event dropdown options are going to reflect the Object that is chosen
The Event dropdown only appears in Triggers, not Automations because Automations are not event-based

Choose Meet “ALL” of the following conditions if you wish to have all of the conditions in your trigger or automation 
to be met in order for it to send

Choose Meet “ANY” of the following conditions if you have conditions, but do not require all of them to occur for the 
trigger or automation to send. It will send if one of the conditions is met.
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Some Helpful Conditions
What are the Reservation Types I want to include or not include in this Trigger/Automation?

Do I only want this to go to reservations that have these tags attached?

Recommend creating a start date so that old recipients do not get the same document (Ex. Booking Confirmation Email)

Will this Trigger/Automation be relevant to anyone who does or does not have an outstanding balance?

Will the recipient need to have been sent an E-Sign Agreement?
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Perform These Actions
Tips on how to choose the correct action

Action: Send Email 
Only choose this action if you wish to have the email saved within the trigger/automation. If the trigger/automation is 

deleted, this will also delete the email

Action: Send Reservation Message
Will send to Airbnb guests. Do not include links, phone numbers or email addresses or sending the message may fail

Action: Send Text Message
Ensure that your SMS inbox has been enabled and that the texting feature is functioning properly before adding this as an 

action 

Action: Create HK Work Order
Can only be selected as an action when “Reservation” is chosen as the Object of the trigger/automation. Can be used 

separate from HK Preferences (Departure Clean Interval), especially to automate other clean types

Action: Create Maint Work Order
Can only be selected as an action when “Reservation” is chosen as the Object of the trigger/automation. Ensure that 

Maintenance Work Order Template has been created in order to use in the trigger/automation
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About Triggers & Automations…

1. A guest is arriving within the next 7 days but has an outstanding balance.

2. The guest signed a Rental Agreement and you want to send an email confirming that it was received and thanking them 
for signing it.

3. A special request was added to a reservation and you want to create a task for a user to complete the special request 
for the guest

4. A unit has been vacant for more than 14 days and you want to create a housekeeping work order to clean the unit

5. The guest has departed and you want to create and send a survey to them

When to use which one?
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3 The Benefits of 
the Guest Portal

Get guests excited for their stay with you!



© 2025 | TravelNet Solutions, LLC | PRIVATE AND CONFIDENTIAL



© 2025 | TravelNet Solutions, LLC | PRIVATE AND CONFIDENTIAL

Guest Portal Tips
Security Codes

                          Control when you want and who you want to display the security codes to!
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Guest Portal Tips
Simplify the check-in and out process!

                    Check-In
              

Guests can self check-in through the Guest Portal              

Hide the self check-in until the reservation check-in              
time and/or until the unit status is clean

      

Guests can self check-out through the 
Guest Portal

Guests can also check-out portal items that 
need to be returned still outstanding

Check-Out
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Guest Portal Tips
Feature the places that you want the guests to visit during their stay!

1. Categories 2. Subcategories 3. Places
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Guest Portal Tips
Partner with local businesses and create deals for your guests!
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Guest Portal Tips
Create content that will be beneficial for your guests!

Choose what your message is and who you want it to go to!
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About the Guest Portal….
Can you answer these questions?

1. I  want to allow guests to check-out and not check-in through the Guest Portal. Can I configure this in Track?

2. I want to feature a local business on my guest portal where anyone staying with us gets 10% off. What section do I 
configure this in?

3. Do I need to send invites to the guest portal via a link in Reservation Documents?

4. There are events that I want to share with my guests in the Guest Portal that I don’t want to share with some of my other 
guests in a different area or unit. Can I do this in Track? 
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4
Creating 

Impactful 
Reservation 
Documents

What message do you want to convey?
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What Reservation Documents do customers use?

Initial Booking Confirmation Final Reservation Confirmation

Reservation Cancellation Owner Notification - Booking Confirmation

Rental Agreement/Waiver Owner Notification - Booking Cancellation

Pre-Arrival Instructions Payment Reminder

Mid-Stay Guest Message Payment Receipt

Guest Departure Instructions OTA Rental Agreement/Waiver

Post Departure Email Reservation Update

Travel Insurance Information Additional Add-Ons to Guest Stay

What do you use?
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Reservation Documents
Tip: Customize you document with Merge Fields

Confirmation Email Payment Reminder

Enable Custom Field for Merge Fields
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Don’t forget about these when creating your documents!

Use the source code button to 
build out extra details and 
styling capabilities in your 

document

Use the link button to add 
hyperlinks to your document. Invite 
them to the guest portal or to the 

payment portal

Insert an image to your 

document to make it 

attractive and stand out!
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Reservation Documents
Don’t Forget This Step!!!

When you are ready to test and send the documents, make sure that they are saved in your unit profiles section. This is 
done on the Reservation tab. Most Track users put all of their documents in their company-level node to inherit down to all 
of their units.
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Reservation Documents
Now You’re Ready to Send! 

              Manually: Within the Reservation        Automatically: Triggers and/or Automations
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Reservation Documents
After they are sent….Here is where you can see what they see!
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About Reservation Documents…
Can you answer these questions?

1. There are 3 steps to create and use Reservation Documents in Track. Step 1 is to create the document. Step 3 is to 
create a Trigger/Automation to send them automatically. What is Step 2?

2. What are the two ways to send Reservation Documents in Track?

3. What are some examples of documents that you would send to a guest? An owner?

4. Where would you go to view a Reservation Document once it has been sent? 
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5
Improve Your 
Workflow with 

Track’s 
Reservation 

Features
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Batch Print Documents
Do you want to print out a document?

Step #1: Create a Reservation 
Document and choose the “Letter” Type Step #2: In Batch Print Documents, choose the reservation 

based on check-in, check-out or booking, as well as start date 
and end date

Step #3: Choose the document from the 
dropdown list and click on the Filter 

button

Step #4: Click on one or all of the reservations. Click 
Print Documents
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Batch Print Documents Continued…
Step #5: Once completed, the Recent Document 
Jobs will be updated with a date and time stamp

Step #6: Click on the Download button to retrieve 
the document

Finished!

You can now download and/or print your document
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Why Use Batch Print Documents?
Customers use this feature for…

Guests checking in and/or out at the front desk 

Printing out documents to have physical copies for their own records

Sending important documents to guests that are not technically savvy 

Having physical copies of documents for guests in case there is a loss of power or there is no ability to send them 
electronically

Documents to have guests review and look at while in their unit
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Bulk Reservations Tool

Step #1: Search for reservations based 
on Check In, Check Out or Booking Date

Step #2: Use additional search options 
(if needed) to find the reservation(s)

Step #3: Click on the Search button

Step #4: Select 1 or more reservations that you wish 
to update or change
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Bulk Reservations Tool Continued…
Step #5: Choose: Add, Change, Refresh 

and Remove 

Click on the Continue button when finished

Step #6: Fill in the fields for the actions that you wish 
change for the reservations selected

Click on Update Reservations when finished

Finished! 



© 2025 | TravelNet Solutions, LLC | PRIVATE AND CONFIDENTIAL

Why Use Bulk Reservations?
Customers use this feature for…

Save time by updating multiple reservations instead of having to do them individually

Ability to add, change and remove items on reservations with a simple click

Can easily search for reservations by multiple filter options

Can update reservations once prompted automatically with little to no time to wait
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Block Units
Step 1: Choose the unit you want to create the block for Step 2: What is the Block Reason? 

This is configured in Block Unit 
Reasons

Step 3: Select if there is a Clean Type Needed. If there is, 
this will create a Housekeeping Work Order

Step 4: Add notes to give more details about the Block

Step 5: Select the dates for the Block to start and end. 

Click on Save Block when finished
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Block Units Continued…
Users can view the block on the Tape Chart

When clicking on the block on the Tape 
Chart, the information about the block 
will appear.

Users can click on the block link and it 
will take them to the block unit page 
where they can delete, archive or edit 
the block.
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Why Use Block Units?
Customers use this feature for…

When a unit is going off-program and property managers want to block out dates that they no longer have the ability to sell

When a unit is not able to be sold or occupied 

For unplanned or planned maintenance or emergency situations

Housekeeping-related availability block

An owner requested block

A way for property managers to block unit availability without making a reservation
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Units by Owner List
Step 1: Search for the owner and unit by utilizing the filters at the top of the page. Click on Run Report 
when finished

Step 2: A list of the unit names and owner, as well as 
the owner contact information will appear
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Units by Owner List Continued…

When clicking on 
the unit name…

When clicking on 
the owner name…
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A quick search for the owner contact information

An organized report that shows owners, their units and their contact information

Can quickly navigate to the owner contact profile and the unit profile with a click of the button

Can export the owner and units into an excel spreadsheet or Google sheet

Why Use Units by Owner List?
Customers use this feature for…
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About Reservations Features…
 Can you answer these questions?

1. I want to use Batch Print Documents. What Reservation Document type do I have to choose to be able to use this 
feature?

2. Once a block has been created on a unit, can I archive, delete or edit it before the block’s end date?

3. When navigating to the Units by Owner List, where do the 2 links on the owner list take the user to when clicked?

4. When using the Bulk Reservations tool, the user can do the following actions: Add, Change, Refresh and _________?

5. What is one of the reasons why a Track user would use the Block Units feature?



Thank You! 

Any Questions or Comments?




