
Finance Training with 
Booking.com - How to 
reconcile your invoice

Invoicing and Reservation Reconciliation



We’ll provide suggestions on a variety of 
topics to help enhance your operations.

● Review procedures
● How to use tooling
● Share tips & tricks

We’re here to 
set you up for 
success



Let’s review our tooling and processes to enhance your operations.

Today’s opportunity

Booking.com 
invoice cycle

Utilizing our 
reservations page

Communication 
with your guests, 
and Booking.com



Invoicing Cycle

1st of Month

Reservation 
Statement Generated

5th of Month 
by 5:00PM EST
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6th of Month
 

Invoices available in 
the Extranet

19th of Month

Invoice payment due
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Customer impact

Short description on 
how this helps 
customers.
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Utilizing the reservations page

1. How to get to Reservations Page 

2. Mark “ No Shows” by the 5th of each month 
 

3. Update reservation status, stay dates or 
rates when guests make changes

4. Mark “Invalid credit card” if you could not 
charge the card 



How to get to the Reservation Page



How to mark a no show 

Update this reservation status to 
“No Show”   



If a guest no shows and you also 
could not collect funds, mark the 
reservation as a no show and 
invalid credit card.

No Show AND Invalid Credit Card



Updating Reservation Date & Price
Ideally update before they check out. 
Allows you to check availability 



Report Credit Card Fraud or Guest Misconduct

We’re here to support
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Invoice Example



How to dispute 
commission amount
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How to pay your invoice
For fastest processing, submit a one-time ACH payment or opt-in for Direct Debit 



What do We know so Far

● Step 1: Source of truth is The Extranet

● Step 2: Reconcile before the 5th to avoid 

Commission Disputes

● Step 3: Download Pulse app to reduce 

workload

● Step 4: Always go to Partner.Booking.com 

for peer support



How to contact our finance team
Inbox Tab
Booking.com Messages
Topic: Finance (invoices and payments)



Update contact information
Make sure Booking.com Customer 
Service is contacting the right contacts at 
your property! 

Your name here



Reservations Page

Statuses :
 “Pending Credit Card”
“Updated Credit Card”

“Ready to Cancel”
 
 



Filter to view uncharged virtual cards



Virtual Credit Card Hub
● Sorted by the earliest refund date

● Easy button to click and view the VCC details

● Link to our partner hub page for questions on 
VCC



How to contact your guests

Reservations Tab         Click on 
specific reservation

  See all of your Templates to easily 
respond or update reservation



Pending Guest Requests
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Timeline

Reconcile by the 5th, 
invoice generates on 
the 6th & payment is 
due on the 19th

Header Text
In sed magna vel elit 
pretium mollis eget vitae 
tortor. Mauris sit amet 
posuere tortor. Phasellus 
iaculis mattis diam, 
pulvinar mollis tortor. 
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pulvinar mollis tortor. 

Payment

Direct debit or ACH 
one time transfer are 
the recommended 
payment methods

Invoice Contact

Ensure the correct 
email address is up to 
date for invoicing in 
the extranet

In summary



Partner.booking.com
Visit the partner help center and search “invoice” for additional information.



Thank you
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