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Introduction 
 
Welcome to the WebReserv.com, the most flexible Internet based reservation system.  
 
WebReserv.com was founded in 2002 to create a competitive and effective online reservation system for 
hotels, vacation rentals and B&B’s. Since then, WebReserv.com has been extended to support virtually any 
kind of reservations.  
 
Some examples are: 
 
• Airplane and Hot Air Balloon rental and Scheduling 
• Bike, Boat and Car Reservations 
• Camp Sites, Nature Parks and RV parks 
• Company Event Planning  
• Educational Classes and Cooking Classes  
• Equipment Rental  
• Event Planners  
• Formal Ware and Dress Rental  
• Golf Tee Times  
• Hotels, Villa and B&B Reservations 
• Hunting and Fishing Guides 
• Jet Ski Rental  
• Limo and Taxi Services  
• Movers and Moving Truck Rental  
• Office Space Leasing  
• Party Room Reservation  
• Scuba and Adventure Training/Rental  
• Self-help classes  
• Spa Reservation  
• Storage Center Reservation  
• Timeshare and Vacation Clubs 
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Getting started 
 
Getting your products listed on WebReserv.com is very easy and can usually be completed in just a couple of 
hours. You will need a username and password for your reservation account. If you do not have a username 
and password already, go to http://www.webreserv.com/gettingstarted.do to set up an account. 
 
To access your WebReserv.com administration account, go to http://www.webreserv.com, and click Login in 
the upper, right-hand corner. 
 
Every time you log onto WebReserv.com, the first screen you will see if the reservation home page. The home 
page shows you all the important information right away, including new reservations and today’s guests. 
 

 
 
The navigation menu is located on the left side of the screen. The menu is divided into three sections; General, 
Reservations and Setup. 
 
General section 
The general section contains links to the home page, online help and logout. 
 
Reservations 
The reservations section contains links to view and modify reservations and to view and modify availability. 
 
Setup 
The setup section contains links to setup the listings, products and rates and other administrative tasks such 
as user management. 
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How to set up your online reservation system 
 
Setting up your online reservation system is easy. It can usually be accomplished in 1-2 hours, depending on 
the number of products and rates. The setup consists of 3 main tasks; company, products and rates. 

Setup Company Information 
To setup the company information, click setup – company from the main menu. The company information 
section consists of 5 different page (address, description, pictures, search, reservations), each of which as 
described in the following.  
 
When you have completed the information on a page, click the save button before continuing with the next 
page. If you want to see the result as it appears on WebReserv.com, click View page. 
 
Address 
 

 
 
The address section contains the business address, phonenumber and faxnumber. Enter the business address 
and contact information and click the save button. 
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Description 
 

 
 
The description page is used to describe the business and consists of the following sections: 
 
Brief description 
The brief description is the description that will be showed when the user sees the listing on WebReserv.com. 
The short description is also used to generate “meta” tags on your hosted page. The meta tag is used by 
search engines such as Google, Yahoo and MSN to optimize your search. You want to provide a short, but 
powerful description of your business in this field. 
 
Description 
The full description is the description that will be showed when the user views your business information on 
WebReserv.com. The full description is limited to xxx characters. 
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Features 
The features section can be used to describe general features about the business. For example, a hotel or 
vacation rental may use this space to describe swimming pool, conference and leisure activtities. 
 
Attractions 
The attractions section can be used to describe attractions in the vicinity of the business. 
 
Policies 
The policies section is used to describe policies pertinent to the business. This may include minimum age, 
minimum reservation time etc. 
 

User Guide  7 
© Web Reservation Systems, Inc.   
 



 

Pictures 
 

 
 
To add one or more pictures of the business, click the browse… button to select the picture or pictures that 
you want to upload. When you are done selecting the picture(s), click the upload button to upload the picture 
to the system. 
 
Tip: The pictures that you upload should be of type JPEG (with .JPG extension) and have the size of 640 by 
480 or 800 by 600. It is possible to use other pictures sizes, however, pictures with these dimensions will look 
the best. 
 
Thumbnail 
When you upload a picture, the system will automatically generate thumbnail images the picture. The 
thumbnail picture is show when the user views the location information on the site. The user can click on the 
image and will then be able to see the full size image as you uploaded it.  
 
Sequence number 
If you have more than one picture for your location, you can specify a sequence number. The sequence 
number controls in which order the pictures are presented to the customer. The picture with the lowest 
sequence number is always shown first. 
 
Description 
The description field allows you to enter a short description for the picture. This description is shown to the 
customer when the customer puts the mouse over the picture. 
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Search 
 

 
 
On the search page you can control how your business appears on WebReserv.com. 
 
Category 
The category is used to provide a general description of the business.  
 
Keywords 
The keywords section is used to provide all the keywords for your business. The keywords are used to match 
the search string entered by users on WebReserv.com. Make sure to include as many keywords as possible 
for you business. 
 
City/Area 
The city/area field is used to describe the physical location of your business.  
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Reservations 
 

 
 
The reservations page allows you to specify email addresses for reservations. 
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Setup Products 
 

 
 
On the products page you can add, edit and delete products for your business. Click an existing product or 
Add product to modify the details for that product. 
 
When you have completed the information on a page, click the save button before continuing with the next 
page. If you want to see the result as it appears on WebReserv.com, click View page. 
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Description 
 

 
 
The description tab contains general information about the product.  
 
Active 
The active setting is used to control whether a customer can select this product. Set to no only if you don’t 
want the users to see this product. 
 
Category 
The category field is used to describe the product type. 
 
Name 
The name field contains the name of the product 
 
Description 
The description field contains the description of the product. 
 
Features 
The features field can be used to provide additional features for this product. 
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Pictures 
 

 
 
 
To add one or more pictures, click the browse… button to select the picture or pictures that you want to 
upload. When you are done selecting the picture(s), click the upload button to upload the picture to the 
system. 
 
Tip: The pictures that you upload should be of type JPEG (with .JPG extension) and have the size of 640 by 
480 or 800 by 600. It is possible to use other pictures sizes, however, pictures with these dimensions will look 
the best. 
 
Thumbnail 
When you upload a picture, the system will automatically generate thumbnail images the picture. The 
thumbnail picture is show when the user views the location information on the site. The user can click on the 
image and will then be able to see the full size image as you uploaded it.  
 
Sequence number 
If you have more than one picture for your location, you can specify a sequence number. The sequence 
number controls in which order the pictures are presented to the customer. The picture with the lowest 
sequence number is always shown first. 
 
Description 
The description field allows you to enter a short description for the picture. This description is shown to the 
customer when the customer puts the mouse over the picture. 
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Rules 
 

 
 
The rules page contains the rules for how and when a product can be reserved. 
 
Reservation Type 
Reservation type indicates the timeframe for a reservation. If can be set one of the following three options: 
 

 Daily. Indicates that the product can only be reserved one or more days. 
 Anytime, variable. Indicates that a reservation can be made for any time within the opening hours 

specified on the schedules tab. 
 Anytime, fixed. Indicates that the customer must select a specific schedule as specified on the 

schedules tab. 
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Number of products 
Indicates the total number of product that can be reserved at any given time.  
 
Minimum number of persons 
Indicates the minimum number of persons per reservation. Leave this field blank if there is no minimum. 
 
Maximum number of persons 
Indicates the maximum number of persons per unit/reservation. Leave this field blank if there is no maximum. 
 
Minimum time (duration) 
Indicate the minimum duration in minutes, hours or days a reservation is allowed to be. Leave this field blank if 
there is no minimum time. 
 
Maximum time (duration) 
Indicate the maximum duration in minutes, hours or days a reservation is allowed to be. Leave this field blank if 
there is no maximum time. 
 
Reservation cut-off time: 
Indicates the minimum time a reservation will have to be made in advance. Leave blank if there is no cut-off 
time. (Martin: Think that the system  currently requires one day, even if this field is blank) 
 
Customer Information 
Select what customer information that is required or optional when the customer makes a reservation. 
 
Auto confirm 
This setting controls whether new reservations are set to pending or confirmed. Pending reservations must be 
confirmed manually by the business. The valid options are: 
 

 Do not auto confirm. Reservations will never be auto confirmed 
 Always auto confirm. Reservations will always be auto confirmed, regardless of availability 
 Auto confirm if available. Reservations will be confirmed if there is availability, otherwise the reservation 

will be set to pending. 
 
Auto confirm cut-off time 
Indicates the minimum time a reservation will have to be made in advance for auto confirm to take place. 
Leave blank if there is no cut-off time.  
 
Emails 
The emails option allows you to specify what emails should be sent when a reservation is pending, confirmed, 
declined or cancelled. You can select the built-in email templates, or you can customize your own template in 
the templates module. 
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Rates 
 
The rates page allows you to define how rates for the reservation should be calculated. 
 

 
 
Use rates 
If a reservation has a rate (price) that you want to show to the user when making the reservation, set this field 
to yes. If there is not price, i.e. a dinner reservation, set this field to no. 
 
Use different adult/child rates 
If adults and children have different rates, set this field to yes, otherwise set this field to no. 
 
Rate calculation rules 
 
The rate calculation rules defines how the rates will be interpreted. 
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Rate calculation/people 
Indicates how the rate scheme should be interpreted. 
 

 Rate is per person. Indicates that the same is for each person 
 Rate is for all persons. Indicates that the rate is for one or more persons 
 Rate changes with number of persons. Indicates that the rate per person can change depending on the 

number of persons 
 
Rate calculation/time 
Indicates how the rates are calculated. Options are: 
 

 Rate is for the visit. Indicates that the rate is for the entire visit, regardless of length 
 Rate is for one day. Indicates that the rate is for one day 
 Rate is for one hour. Indicates that the rate is for one hour 
 Rate is for one unit of time. Indicates that the rate is for one unit of time. Specify the time and unit of 

time below. 
 
Deposit calculation 
Indicates if and how a deposit should be calculated. Options are: 
 

 No deposit 
 Full deposit required. The full amount is required as deposit 
 First day deposit. The rate for the first day is required as deposit 
 First hour deposit. The rate for the first hour is required as deposit 
 Fixed deposit. The deposit is a fixed amount, specify the amount below. 
 Percent. The deposit is a percentage of the total rate, specify the percentage in the percentage field 

below. 
 
Tax Calculation 
If a tax is required for this unit, specify the tax percentage in the tax calculation field. The tax will automatically 
be added to the total rate. 
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Schedules 
 

 
 
If the reservation type is Anytime (variable or fixed), you must specify the schedules on this page. For variable 
time reservations, the schedules are interpreted as opening hours. For fixed time reservations, the user will be 
requested to pick a specific schedule when making the reservation. 
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Setup Rates 
 

 
 
On the rate page you can add, edit and delete rate lists (called groups) for your business. Click an existing rate 
group or Add rate group to modify the details for that rate list. 
 

 
 
Active 
Indicates that this rate list is active. Set to no to make a rate group inactive. Default setting is Yes. 
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Name 
Short name of this rate group 
 
Description 
Description of this rate group 
 
Valid From 
Start date for this rate group 
 
Valid To 
End date for this rate group 
 
Rates 
Add products to the list by seleting the product in the Add rate field. After adding a product to the list, select the 
category and enter the rate for the number of people in the list. 
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Website Setup 
 

 
 
On the website setup page, you can get the HTML codes required to link or embed the reservation system to 
your own site. 
 
Embedded reservation module 
It is possible to embed the reservation module directly inside your own website. Embedding the reservation 
module provides the most professional look. An example of this is the Casa Deco demo website 
(http://www.webreserv.com/casadeco). The reservation module is embedded using the <IFRAME> HTML tag.  
 
Linked reservation module 
It is also possible to include the reservation system as linked (pop-up) reservation module. See the HTML code 
provided on the Website Setup page. 
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Reservations 
 
When new reservations are made on WebReserv.com, you will immediately get notified to the email address 
specified in the company setup. Depending on the reservation rules for that product, the reservation may be 
set to pending or confirmed. 
 
If the reservation is pending, you must manually confirm the reservation. To confirm a reservation, find the 
reservation in the reservation link and click confirm. The reservation is now confirmed. You can also cancel the 
reservation from this screen.  
 
When a reservation changes status from pending to confirmed, or if it gets cancelled, the customer will 
automatically be sent an email notification. 
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Support 
 
For support questions, please email mailto:msupport@webreserv.com. 
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