Accommotel — Brief Introduction for Property Owners & Managers
(Agents)

A very warm Welcome to the new Accommotel website and reservations system, based on
maximising the speed of the Request & Quote process rather than relying on “live” availability and
closeout data. In fact, we would argue that it can't get more “live” than our system, putting you in
direct contact with the client, so you can offer the last apartment available — but we have also built in
a close-out feature for good measure.
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Logging On: This will usually consist of your email address and chosen password. The system refers
to the owner or manager of a property or group of properties as an Agent and ideally one log-on
account only should be created for each property or group.

Should you not have already registered, you should please do so now.
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Registration: Registration is extremely quick and easy. Complete some basic contact information and
you are ready to return to Log On.
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Your Account: Your Account will allow you to access the Agent Hub, your Property information, all
the Quotes you have ever made, all the Requests you have ever received and all the Bookings we
have ever made. It is for this reason that just one account will give you a better oversight of activity.
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Agent Hub: It may take a little time getting used to thinking of yourself as an “Agent” but this is the
Property Hub.

In this section, you will be able to search all your bookings, monitor how fast you are responding
compared with other properties (because please remember that speed is of the essence in this
system) and check on any important announcements. There is also a section containing some useful
links.
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Your Properties: Basic details of all your Properties will be listed here, showing also whether
approved by Admin or awaiting approval. You can view details as presented on the web, amend or
remove properties. Of course, initially, no properties will be listed and you should click Add New

Property.
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Add New Property: All property details should be added here under the various tabbed sections.
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Add Room Type: Once created, you should return to the list of properties and click Edit in order to
add as many room types as you wish. In this section, you can also add closeout data. You will not
receive new Requests for arrival on any dates you have closed, so if you are fully booked all summer,
you may wish to use this facility. You can of course still decline any dates left open.
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Add Pictures: You can add pictures specific to room-types from within the Add Room Type section as
well as remove unwanted pictures. You can include a maximum of 15 pictures which will be viewable

using a horizontal scroll on your property page.
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Requests View: as well as being able to see historical data of Quotes and Bookings, it is the

Requests tab that you will be using most frequently. You will receive email notification of new requests
received, with a link to your Requests page. Requests are filtered by a number of criteria including
date, room-type and budget to ensure the requests match your property. Each row represents a
different request and shows basic requirements. The colour of the row changes according to the status
of the Request. Bright blue shows new Requests, changing to yellow once you have quoted etc. Click

on the Ref link far left which will open up the Quotes View for each Request.
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Quotes View: The top row remains the initial Requests View, below which will appear your relevant
property or properties. Click Quote to send a quote or click Decline and please advise reason why a

quote was not possible.

The client will be able to view quotes from you and other properties in a very similar table and will
Book or Decline (with reasons). Once the client has Booked it will transmit an email to you with credit
card details by fax. At this stage you should Confirm the booking is still possible or you can Reject if

now fully booked.
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For further information or if you have questions, please Tel. +44 (0)20 7096 0313 or email

richard@accommotel.com
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