ROLE-SPECIFIC

RepBuddy home & flow

This is your RepBuddy home — where the reps you work with request booking stats, invite you
to events, and stay connected. Here's how to find your way around.

Covers /dashboard/buddy (with /dashboard/buddy/stats, /dashboard/buddy/company, /dashboard/buddy/events) - for
buddy

REPBUD RAY - THE RIDGE

B (U home view — today ata glance; mestings, follow-ups dus; and contacts worth a nudge
Try this: Scan today’s list and open the first thing that needs you.
Gotit v’ Getting started
. Nice work, Ray — let's finish setting up X
Your data's in. Two quick things and Il start catching your client emails and WhatsApps so they arrive here for logging

YOUR REPBUD EMAIL ADDRESS
ray.mitchell@example.com Copy

Forward any client email to this address and RepBud logs the contact, pulls out the action points, and files it — no typing. Forward one and watch it land in your Lantern

How do | set this up? —Personalise this address —

ADDRESSES YOU SEND FROM

So RepBud knows which messages in a thread are yours. Get this wrong and a forwarded conversation reads backwards — your own name offered as a new contact, and the other person's to-do list logged as
yours.

ray.mitchell@example.com

othi ss you send from Add

RepBud adds these on its own when a forward arrives under your own name — this is for the ones it can't spot, like mail you send as a team or company address

WHATSAPP

Connecting confirms it's your number with a one-time code. After that, forward any client WhatsApp message to RepBud on +44 7427 134567 and it's logged the same way your emails are. RepBud only sees the

chats you choose to forward

Enter your WhatsApp number with its country code (e.g. +44..., tap Send code, then type the 6-digit code we send you on WhatsApp to verify.

The steps




01  Your home at a glance

The header greets you and shows your RepBuddy badge and company. Everything a rep needs from
you starts here.

02  Fill'in your profile

The Your profile tile shows your location and the countries you sell. Setting these helps reps in your area
find and connect with you.

03  Stats requests from your reps

When a rep needs your booking data, a request appears here. Tap the alert to review what they've
asked for and respond.

04  Choose how reps reach you

The Connect with reps card controls event & meeting invitations. Leave it on and reps near you can
invite you to trade events or ask to meet — turn it off any time.

05  Seeyour connected reps

The Connected reps card lists the reps you're linked with and how many. These are the people who can
request stats and send invites.

06  Claim your company

In the sidebar, Your company lets you find your company and claim its shared profile — DMC
partnerships, destinations, specialities — so the reps you work with see consistent details.

07 Find trade events

Trade Events shows invitations from reps plus events in the markets you sell. Apply to attend, or accept
an invite, right from the list.

08  Stay connected on the move

That's your RepBuddy home. Next, upload booking stats when a rep asks. Get the app to stay reachable
between desk sessions.

Next: Upload booking stats

Questions

What is a RepBuddy on RepBud?

A RepBuddy is a booking manager, agent or product partner (like a tour operator) that reps connect with. Your
home at /dashboard/buddy is where those reps request booking stats, invite you to events, and keep your
shared details in sync.

Why can't | see the RepBuddy dashboard on my account?
These screens render only for a buddy account type. A rep or DMC login is redirected to the standard
dashboard — you need a RepBuddy account to see them.

Do | have to let reps invite me to events?
No. The Event & meeting invitations toggle on the Connect with reps card is yours to control — switch it off and
reps can't invite you or request to meet, and you can switch it back on any time.
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What does claiming my company do?
Claiming your company profile lets you keep its details — partnerships, destinations, specialities — current in
one place, so the reps you work with see the same information.
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