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RESPAX TOUR VOUCHER –  
FREE SOFTWARE FOR BOOKING AGENTS 

 
1.  Register to Use Tour Voucher 
 
You can register to use the product here:  http://tourvoucher.respax.com.au/ (use the 'Click here for free 
instant access link').  After you have registered for Tour Voucher, you will be sent an email with your user 
name and password. 
 
Please remember that Respax is not a middleman in the commission structure, we simply provide the 
software for operators and agents.  All commission negotiations must be conducted directly between 
yourselves and each operator which we suggest you do this before requesting a mapping through the Tour 
Voucher software. 
 

 
 

http://tourvoucher.respax.com.au/


Respax Tour Voucher Instructions 

 

Respax – assisting you to improve your online sales Page 2 

 

2.  Setting Up 

 Log in, go to the Tools and Settings tab. 

 

 My Company section.  Enter your ABN and upload logos at the size specified on the screen.  If you 
are not sure how to resize your logo, send it to me and I will do it for you. 

 

 Add/Edit Users section.  If you have more than one user and want to track who is making the 
bookings, add users and tick the appropriate permissions boxes below.  IMPORTANT NOTE:  One 
permission box relates to cancellations:  Cancelling or changing bookings in the system will not send 
a request to the operator, it simply updates your records in the system.  You need to phone through 
any cancellations or changes so the operator can take immediate action. 

 

 Operator Mapping section.  There is a click-down for region.  Obviously you will want to "Request a 
mapping" to operators in Cairns, but don't forget there are operators listed under other regions who 
also offer tours in the Cairns region (such as Adventure Tours Australia shown under Adelaide).  In 
any case, you may wish to map to all operators no matter where they are located.  You can sell 
online tours using the web widget and "Book Now" links to booking vouchers for any location, so it 
doesn't hurt to add them (ok, may be not the ones in Antigua or Canada but certainly Australia and 
New Zealand).  Up to you! 

 

3.  Using the System 

 Once Respax operators become live (they have accepted your mapping request), the booking 
process is very simple and you can view their live availability (not allotments) and make confirmed 
bookings.  Whilst you are awaiting mapping, you can still create booking vouchers on the system 
and you will be directed to a freeform booking voucher (the same booking voucher you use for non 
Respax tour operators).  You will need to phone through any bookings you make on a freeform 
voucher. 
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 When you confirm a new booking, a screen confirmation will show, with a button "print PDF".  A page 
will pop up that you can print out, with two vouchers on it - one for you, and one for the customer. 

 

 Once you start entering bookings, you will then have information to view in Reports (found under the 
Tools and Settings tab). 

 

 



Respax Tour Voucher Instructions 

 

Respax – assisting you to improve your online sales Page 4 

 

 You will notice there is a link at the bottom of every page, and also a section under the Tools and 
Settings tab, which says Availability Grid.  This Availability Grid will show you tour availability 
information for 5 days.  This is a "favourites" list which you can add other tours to.  If you click on a 
date for a particular tour in the Grid, and then go to the "Add New" tab (for a new booking), the fields 
will automatically be populated with that tour and date. 

 

 

4.  Online Sales Tools 

 You can find this section under the Tools and Settings tab. 

 

 Under General Options, select either the voucher (book now) link or web widget, select user (the 
only user in the dropdown list - if you have several websites and want to distinguish between them 
for sales tracking purposes, call me for instructions on setting up another anonymous user), select 
style (colour). 

 Under Voucher Link Options - this is only applicable for the voucher link, as the web widget 
displays all operators and tours that are live in your operator mapping section.  Select Operator, 
select Tour, and change the wording of "Book Now!" if you wish... 

 Hit the "Create HTML" button. 

 Cut and paste the scripting in the HTML section to your website (if you do the website design), or 
send with instructions to your web designer. 
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Easy!  Now you can take tour bookings on your website with absolutely no manhandling by yourself or your 
staff.    

 
If you have any queries, there are links down the bottom of the pages for Help, Tutorials, Frequently Asked 
Questions and Support.   
 
 
 
 
 
Your Respax Contact 
 
Ingrid Champion 
Client Account Manager 
Ingrid@respax.com.au 
Ph: 4041 1017 
Mob: 0488 610 437 
 


