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System Emails & Automated Reminders 
 
Depending on your market, the system may not present every option described in this document. 
 
 
System Emails 
 
The Qantas Group Travel website will send email confirmations to the user when actions are requested or 
completed by the user. 
 
These messages which are sent, may vary depending upon your local terms and conditions. Please see 
below for a list of system emails: 
 

• Quote Request – sent when the user requests a quote 

• Quote Awaiting Confirmation – sent when a booking has been requested and is awaiting 
confirmation of any sector/s 

• Booking Confirmation – sent when the booking is confirmed 

• Change Quote – sent went the user requests a quote amendment 

• Booking Change Confirmation – sent when the user confirms an amendment 

• PNR Cancelled – sent when the user cancels a PNR 

• Booking Summary – sent when requested, outlining a summary of the group booking 

• Payment Recorded – sent when the user makes a payment. 

• Final Payment Statement – sent by the user when requested. This is to be sent prior to 
making payment on the outstanding balance due. This will lock the ticket taxes for 14 days 
to allow full payment with no changes to the tax. 

• Ticketed Statement – sent once ticketing is completed and details ticket numbers and 
names 

• Post Ticket Amendment Confirmation – sent when the user actions a change after tickets have 
been issued 

 
 
 
Below is an example of a booking confirmation email: 
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Automated Reminders 
 
The Qantas Group Travel website will generate automated reminders, and these are forwarded to the 
booking owner. The following reminders are sent as outlined to assist with booking management- 
 

1. Deposit Reminder - 4 days prior to due date 
2. Deposit Final Reminder 1 - 1 day prior to due date 
3.    Deposit Final Reminder 2 - on the due date 
4.  Final Payment Reminder - 10 days prior to due date 
5.   Final Payment Reminder 1 - 4 days prior to due date 
6. Final Payment Reminder 2 - on the due date 
7. Ticket Deadline reminder - 7 days prior to due date 

 
 
The reminders can be viewed by selecting the Reminders button on the booking summary page.  

 

 
The below box will appear where a list of reminders set up for the booking is scrollable 

 
Additional reminders can be set up at any point during the booking life cycle by simply clicking ‘Add 
reminder’- 

 

 
 

Extra fields will display, to be complete for the new reminder- 

• multiple email addresses can be added  

• enter the reminder send date  

• select the reminder type to be set up 

• add any additional notes for reference 
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