Amend automated emails
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Within BookingsPlus is a bank of generic emails which are sent to your clients at various
stages throughout the booking process.

You have full control over the content of the emails & we suggest that you review them periodically to ensure they are worded in
accordance with your lettings procedures.

The emails are located within the [Manage] section of your system. Click on m and select the [Emails] tab.
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Switch between the different tabs to enter venue details and then click the Save button when you've finished. “ w
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Receive email when:

New enquiry was added via website Booking was confirmed by administrators
New enquiry was added by administrators Daily notifications of reminders requiring action (sent at 08:00)
Booking was confirmed by hirers

User Welcome Email Enquiry Email
Subject Subject
‘Welcome to Kajima Community Thank you for your enquiry
Variables: Variables:
%MAME®% = recipient name %MAME®% = recipient name
%LOGIN_PATH% = link to login page
%PAS SWORD% = recipient's password Body
Dear %NAMES: a
Body
: Thank you very much for your enquiry.
Dear %NAMEY -

A member of our team will get back to you very shortly.

Welcome to Kajima Community.Please login to your account to view our terms and

conditions. As aspecial welcome offer, we will give you 5% discount onyour first booking with us if
you book in the next 2 days. Please quote WELCOMES.

Each email can be fully customised to your needs. Simply read through the content & type in your amendments. At certain
points, you will notice code such as %NAME% or %PASSWORD%. This is where client specific information is pulled from
BookingsPlus into the email, so ensure you don't amend any of these sections. Otherwise, change what you need!

Once you've finished, just click m



