
TripBuilder
The TripBuilder is a central reservations system and 
itinerary planner for consultants and their agents.

Supplier and product information is pulled from the 
SupplierPortal.

Check out the TripBuilder
Book360.io/tripbuilder

Find out more about Book360 TripBuilder, DocBuilder, TravelGuide and 
Dashboard by visiting the website at www.book360.io.

http://book360.io/tripbuilder
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This is the Book360 login screen. 

Gain access to Book360 via a secure and encrypted login screen.

Enter the relevant username 
and password to access the 
Book360 system.

To reset a password simply 
click on the “Forgot your 
password?” link.
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The “My TripBuilder Bookings” screen displays all bookings. Bookings are listed according to their 
creation date with the latest bookings appearing at the top. A new booking can be created or an 

existing booking can be viewed and edited.

The TripBuilder Bookings Screen displays the most recent bookings first. 

Access the "My TripBuilder 
Bookings" screen by 
clicking on the "TripBuilder 
Bookings" dropdown and 
then select "My Bookings" 
or "Team Bookings".
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Access the TripBuilder to begin the booking process by selecting the “Create a new booking” 
dropdown button.

The Create New Booking Button with dropdown.

Click on the "Create a new 
booking" button which will give 
two options to select either, 
"Create a new booking from 
scratch" or "Create a new 
booking from a package". 
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The booking process begins on this screen. Once chosen, travel dates can still be adjusted 
(shortened or extended) at any point during the booking process. 

The process of creating a new booking starts by selecting travel dates.

All of the required details in the 
“Edit trip information”, "Pax 
configuration” and “Dates” 
section of the TripBuilder should 
be added before adding the 
services.

Booking creation begins on the 
TripBuilder landing page.
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The initial view of the calendar presents the option to select the travel dates for the start and end of 
the trip. 

The Calendar Picker enables travel dates to be selected. 

Start the booking process by 
selecting the starting and 
ending travel dates on the 
calendar.

5



Trip details such as party name, budget, agent and the booking status can be added on the “Edit trip 
information” pop-up window.

The Core Trip Info popup window.

Click on the “Edit trip 
information” button and enter 
the “Party name” and 
“Budget”. Thereafter, select 
the “Agent” and booking 
“Status” dropdown.
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The pax details such as the traveller information (name, age and notes), the room type and the room 
name can be added on the “Room details” section of the "Edit Pax configuration" pop-up window.

The Pax and Room Configuration pop-up window.

Select the “Pax configuration” 
button to add a room, pax, and 
select a room type.
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Once the room details have been entered and saved the "Overview" section will be presented once 
again in order to add another room and pax.

The Pax and Room Configuration Button and corresponding display.

Simply select the “Add room” 
button to add another room 
with pax. Thereafter select the 
“Save Config” button which 
will save the information and 
close the pop-up window.
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There are nine service types that can be selected within the TripBuilder. These include options for 
accommodation, excursions, meet & greet, car rental, transfer, entrance fee, flight, meal and the ability 

for the traveller to create their own arrangements on specific days.

The Service Selection Pop-up window.

Any one of the services can 
be selected. Click on a day 
(rectangular block) to select a 
service. There are two search 
options, either via 
“Destination” or “Supplier”.
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The results of the destination search for accommodations are displayed in alphabetical order.

The Service Selection Options List.

To display the full description 
of a specific supplier click on 
the "View" button. The 
"Keyword search" tab and the 
"Meal ratings" drop down 
makes it easier to locate a 
supplier.
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The detailed information for a particular service (for example accommodation) includes visuals, 
contact information, service type, description, rates (group cost, group sell, FIT cost and FIT sell).

Services Dropdown

Simply click on the “Services” 
dropdown to select a room 
service type. Click on the 
“Select service” button to 
view the service in detail.
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After having selected a service, the “Add service line” pop up window will display information such 
as: Destination, Supplier, Physical address, Room type, Check in & out dates, and a Cost breakdown. 

Add service line

The time (for specific 
services) and date can be 
adjusted by clicking on the 
"Check in & out" field (a 
calendar will be displayed).

Select the "Service status" 
dropdown in order to 
change the status (for 
example, Initial status) of 
the service.

Important client information can be 
inserted in the “Client remarks” 
field. Clicking on the “Add service” 
button will add the service to the 
specific day.
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Once all services have been added click on the “Costing sheet” button to view all of the rates 
arranged per service line. Overrides that are made on the "Costing sheet" will automatically be saved.

The Costing Sheet.

When a “Markup (R)", 
“Markup (%)”, and “Retail 
(R)" is overriden, the 
block will highlight red to 
indicate the override. 

When a “Total Cost (R)" is 
overridden, the block will also 
highlight red and there will be a 
“Reason” dropdown. 
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When the necessary services have been selected, and the costing sheet checked, a view of all the 
days / dates, including the services will be displayed on the “TripBuilder” travel calendar.

The TripBuilder Travel Calendar.

Services that are added to a 
specific day / date will appear 
colour-coded according to the 
service type. Once your booking 
creation is complete, click on the 
"Save booking" button.
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Services can be edited or removed via the “Edit accommodation” pop-up window.

Editing a service.

To remove a service 
from the booking 
simply click on the 
“Delete” button. 

The “Check in & out”, “Service 
status” and the “Client remarks” 
options are the only information on 
the “Edit accommodation” pop-up 
window that can be edited.
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Once a booking has been saved, a reference number will be automatically generated.

The Booking Confirmation Dialog Box. 

Simply select the “Continue 
editing” button to edit the 
booking in the TripBuilder.

Click on the “View booking 
summary” button to view the 
final result of a booking.
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A synopsis of all trip information is displayed in the "Booking Summary". This includes the booking 
name, agent, travel date, consultant name, reference number, booking status, pax travelling, pax 

information and a detailed line for each service.

The Booking Summary.

To display the detailed 
view of the service 
click on the plus (+) 
icon.

Click on the "Open in 
DocBuilder" to access the 
DocBuilder from the "Booking 
summary" screen. 
To edit the booking from the 
"Booking summary" screen, 
simply click on the "Edit in 
TripBuilder" button.
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This is the detailed view of a service. There are various fields that can be edited on the detailed view 
per service such as the “Status”, the “Reservation Number”, the “Pickup location”, the “Drop off 

location” and the “Client Remarks”. 

The Service Details Expanded View.

To contract the detailed view of 
the service, click on the minus 
(-) icon.
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OFFICES
120 Strand Street

De Waterkant,

Cape Town, South Africa

capetown@book360.io

4 Ulica Glavica

Sutivan, 

Croatia

sutivan@book360.io

CONTACT
South Africa

+27 (0)21 418 0746

Croatia

+385 (0)91 947 1279

contact@book360.io

Twitter.com/book360_io

Instagram.com/book360.io

LEGAL
Terms and Conditions

Privacy Policy

HEX TEAM
Mark Fox

Tina Harkett

Sabrina Giquel

Steven Thomas

Keegan Klein

Megan Isaacs

Ivan Copeland

EXPLORE
Book360

How it works

Help & Support

Contact Us

Simplifying travel.

TripBuilder

DocBuilder

TravelGuide

Dashboard

Using Book360, agents are able to manage all the needs of their client’s, while 

simultaneously developing their business capacity with ease, assisting agents and 

customers throughout their booking journey.

Book360.io
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