
How to Create a Booking
TFM3 - Web Browser & Ipad App
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1. In TFM3 there is always a black bar at the top of the page for navigation (except for when you are 
already making a reservation).

2. To make a booking, click on the green button that says “RESERVATION”

3. This will open the Reservations screen



*If you do not select a table and there are no appropriate tables available, the booking will be created as unallocated
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4. On the left of the screen you can select the:
-booking date
-pax size
-service
-booking time

5. Under the services you will see any notes that apply to the 
selected service

6. You can also see a map of the floorplan. You can either 
pre-select tables from the floorplan, or if you don’t select tables, 
they will be automatically allocated when you create the 
booking*.

7. The meal duration will default to what is setup in the services. 
To change the meal duration you can click on the drop down.

8. “Note about this reservation” is for notes specific to this 
booking. These notes will not appear on future bookings for this 
customer.

Service

Booking Date

Pax Size

Service Notes

Booking Time

Meal Duration

Booking Notes

Table Selection
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9. On the right of the reservation screen you can enter the 
customer details:

-Title
-First name
-Last name
-Phone number
-Email Address
-Seating (where you can record preferred seating)
-Notes about the customer (these notes will load every 

time you create a booking with this customer profile).

10. Customers are opted out of marketing as a default. Once the 
customer has agreed to marketing you can tick the “The 
customer agrees to receive emails and SMS from the restaurant” 

11. If the booking is being made for someone else (e.g an EA 
calling to book for their boss) you can select “From a Promoter” 
and put the EA’s details there

11. The default will send the confirmation via SMS and email but 
you can choose which way to send it.

12. Click “Create”
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