
Retrieve a pinSIGHT 2.0 Booking in AgentMate 

AgentMate allows you to launch pinSIGHT via a Single Sign On option, create your pinSIGHT 
reservation and then bring that reservation back into AgentMate. 

Step 1: To get started Click on 
the Pro Suite Tab and Select 
pinSIGHT 2.0 from the menu. 

Step 2: pinSIGHT launches in a 
new window. Enter in the 
information in the red box and 
then Click Search. 

Step 3: Once you’ve selected 
your hotel, Click on Show 
Rooms.  



Step 4: After selecting a room 
type, Click Add to Cart. 
 

 

Step 5: Your hotel has been 
added to your cart and you can 
Select Checkout.  
 

 

Step 6: On the Trip Summary 
screen, you will need to click the 
Choose Traveler dropdown, and 
Select Add New.  
 

 



Step 7: After selecting Add New, 
the page expands and allows 
you to Enter in first and last 
name of the primary guest. 
 

 

Step 8: Scroll down to the Card 
Details section. The areas will 
the asterisks are required fields, 
and must be filled in before you 
are able to complete the 
booking.  
 
After ensuring that the 
information is correct, Click 
Complete Booking.  
 

 



Step 9: Your pinSIGHT 2.0 
booking is now confirmed  
 

 

Step 10: Navigate back to 
AgentMate.  
 
From the Reservations 
dropdown, Select the Retrieve 
ProSuite Booking from the 
menu.  
 

 

Step 11: On this screen, Select 
the pinSIGHT bookings radio 
button. 
 

 



Step 12:  After the pinSIGHT 
booking is selected in the top 
section of the screen, one of 
two things can be done. 
 
1. The pinSIGHT booking can be 
entered in AgentMate as a 
completely new reservation. 
 
2. The pinSIGHT booking can be 
associated to an already existing 
AgentMate booking. If the 
selected option is #2, find the 
previously existing AgentMate 
booking in the list of 
reservations and select it.  
 

 

Step 13:  If the client already 
exists in the Agency’s 
AgentMate database, those 
clients will display at the bottom 
of the screen.  
 
The previously existing client 
can be selected, or the Create 
New Customer option can be 
selected.  
 

 



Step 14:  After selecting a client 
profile to append the 
reservation to, select a 
Reservation Marketing Source 
and Click Enter as Booking  
 

 

Step 15:  Now the AgentMate 
reservation is completed, and 
the payment needs to be 
documented  
 
Click on the Receive Payment 
from Client icon in the bottom 
left corner. 
 
PLEASE NOTE: To have the 
commission auto-populate in the 
AgentMate Hotel line item, the 
Store Defaults Commission for 
pinSIGHT 2.0 needs to be set for 
10% under Utilities > Vendor 
Setup.  

 

Step 16:  Select a credit card, 
then Enter in the payment 
amount (with the same amount 
entered into the Applied 
column) and Click Save.  
 

 



Step 17:  Now the Res Info tab 
of the booking shows the 
pinSIGHT 2.0 line item paid in 
full, with commission due from 
pinSIGHT 2.0. 
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