How can | use Custom Fields to store
property-specific information?

You can create additional text fields to store information about your individual properties,
which can then be pulled through to a template email using a single tag.

An example of this might be if you wanted to create a single 'Arrival Instructions' template
to send to all your properties, but within that single template you needed to include the
specific entry code for the property booked.

Setting-up Custom Fields is a two-stage process. First you set-up your Custom Fields, then
you go into each property to populate the information for that particular property (i.e. its
own specific access code).

1. Set-Up the Custom Fields

1. Go to Properties > Custom fields.

2. Enter a field name eg. "Door entry codes" and click "Add new".

- Door entry code = Multi line text box  * -

You can set-up different types of fields, depending upon what you will use them for. The image
below shows some examples, from a single line (for a Key Code), to a multi-line box (for a longer
set of instructions), an image, and a date. Dates can be used to create Property Reminders to
flag important things to be aware of.

Custom property fields

3352 Key Code Single line field No Edit

3365 Gas Certificate Renewal Reminder Date No Edit
5934 Assigned Parking Space Multi line text box No Edit

5935 Key Box Image Upload image No Edit

- Multi line text box v No VI Add new |
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2. Populate the fields in each individual property

3. Go to Properties > Edit > select property > Custom fields > Go. You will now be shown an
additional text field to enter your information for each of your individual properties- once
added click Save, and then go to the Custom Fields section of the next property and add the
code for that property.

2. Pull this information into your email templates using a
tag

4. Go to Emails/Letters > Edit.
5. Select your letter you wish to include this new information and click Edit.

6. Click the "Tag" button to display your tag options.

Main details

Letter name: Paid in full

Category: Mo category ¥ | [Add/edit categories]

Bsue @ R[] B « B I US| @mse(r)i |-

7. Click on "Booking properties" and near the bottom you will see your list of property custom
fields. Click the relevant tag to enter into your email template and close the window.
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Booking properiies

The section allows you to add information for each property in a boaking. You should first add a “baoking_
Section.

Humber of adukts Humber of children

Number of aduks plus chidren Humber of adulis plus chikiven plus infants
Departure day of wesk e sy i i
Arrival date Depariure date
Heliday count dawn tmer Guest names, ages & gendsrs
Departure ime Guest names only
Hougskeepsr names

Op = Opo Quantties only
Number of bedraoms Housekeeper contact details
Total commissan Total owner payment
Totzl outstznding to owner Property postcode
Fropesty region Your ref
Cwmembmfdds
Gas cerificate reminder Door entry codes

{sc_logo_stari{logo}(sc_lego_end}

{eustomeditle] Lw%amﬁmms} {customerasiname}

{ckstomeraddress 1)

icustomeraddresse}

icustomeriawn}

icustomercounty}

icustemerposicods)

{date}

Dear [customerisiname}.

Thanking you for booking with JuperCaonirgl Plus Villas. We have now received your final payment; thank you. We look forward to your visit and want you to know that we will do everything possible to make your stay pleasant and enjoyable.
We show you arriving on {-booking_properties_start—} {property_arrival} and staying in {property_name}. If this is not correct, please contact us as soon as possible. A brief description of {property_name} follows:

For access to the property on your arival day please use the following door code:

popety s 71| <o TEERGBAN
{~booking_properties_end-}
Kind regards

8. Click Save once your template is ready. Now when you generate the letter to send within a
booking, the custom field will be pre-populated with the correct information. How do | generate
an email to a guest?

Thanking you for booking with SuperCantrol Plus Villas. We have now received your final payment; thank you. We look forward to your visit and
want you o know that we will do everything possible to make your stay pleasant and enjoyable.

We show you arriving on Sth June 2018 and staying in Finlays cottage. If this is not correct, please contact us as soon as possible. |
For access to the property on your arrival day please use the following door code:
123456

Kind regards

How can | use Custom Fields to store property-specific information? Page 3


https://help.supercontrol.co.uk/a/732242-how-do-i-send-emails-and-payment-links-within-a-booking
https://help.supercontrol.co.uk/a/732242-how-do-i-send-emails-and-payment-links-within-a-booking

How can delete all custom property fields?

1. Go to Property > Custom Fields

2. Click onto Edit on the right hand side.

Custom property fields

m Field name Fieehd type Guest Lagin
3257 Sleeping Ophons Mult: line text box Mo ——le Edit
4165 property spacific digital gusde Mt Do Bt B Yas Edit

Add new

. l Multi line text box  * I Nao

3. Click onto the down arrow in the empty field underneath Save and Delete.

4185 property specific digital guide Multi line tod box. ¥ Yo ¥ E

4. Click onto the first entry in the list that comes up.

E e
L4 T

Mindful Retreat [www.my-page-name-here.co.uk] [Description]
Mindful Retreat [www.supercontrol.co.uk] [Description)
Mindful Retreat [www.here-not-there.com) [Description)

Maddswadar Anecirht hananu myv-nace-nama-hare roould MMacerindinn

5. This will forward you directly to the property where the entry needs to be deleted from this
custom field.
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Image title:  Kitchen Delete everything in this field

Upload image file
Choose file | No file chosen

Repeat step 4. and 5. until there is no longer anything left in the list. The drop down list will no
longer display for the custom field.

6. Click Delete on the right hand side

ID Field name Field type Guest Login

Save
3257 Sleeping Options Multi line text box ¥ Only when balance is paid  *
Delete
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