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01. What is ProAgents Cayo Levantado Resort?  
 

 

ProAgents Cayo Levantado Resort is a platform for travel industry professionals. It is a space 

designed for sector experts where they can access a variety of resources, tools, and benefits that 

enhance their skills and efficiency in organizing travel for their clients. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

- Access to up-to-date information 

about destinations and offers 

- The ability to book accommodation more 

efficiently 

- Earn commissions for sales 

- Be the first to hear about the 

latest updates  

- Exclusive promotions for being a member 

- The ability to book multiple rooms at the 

same time 

Being part of a program for professionals 

in the travel industry can be a significant 

advantage, as it provides them with access 

to valuable resources and helps them 

deliver high-quality service to their clients. 



 

 

02. How to Register for ProAgents Cayo Levantado  Resort 
 

 

Access the new tool 'ProAgents Cayo Levantado Resort' to make your reservations. 

 
Accessing the new tool 'ProAgents Cayo Levantado Resort' provides travel agents with an 

innovative platform to explore and book exceptional experiences in this exotic destination, 

streamlining their planning process and offering detailed information to provide their clients with an 

unforgettable experience. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

If you don't have an account with ProAgents Cayo Levantado Resort, it's very easy:  

Access at:  

https://www.bahia-principe.com/bp18/process/proagents/Home  and click on 'CREATE ACCOUNT'. 

http://www.bahia-principe.com/bp18/process/proagents/Home


 

 

 

 

 

 

 

 

 

 

Once you click on “CREATE 

ACCOUNT”, you will arrive at the 'Sign 

up as a new member' page. When you 

have filled it out, you will need to press 

the 'Next' button.  

 
 
 
 
 
 
 
 
 
 
 
 

 
Step number 2 will be to fill out your 

travel agency information under 

'Agency Information.' Once you 

have everything filled in: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

         You will need to select the options that interest you the most.  

         In the end, all that will be left is to click on 'Register,' and your data will 

be submitted. 

 



 

 

03. How to access the ProAgents Cayo Levantado Resort 
 

 

When you register and have filled out all the 

pages, you will receive an email message like 

this: 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If you have already successfully registered, you will also be able to access your                                                                                                                                    

account through the link:  

https://www.bahia-principe.com/bp18/process/proagents/Home 

 

By entering your email and password, and then clicking 'Log In': 
 

 

 

 

  

 

 

 

 

 
 

 

You will then be inside the platform. 

http://www.bahia-principe.com/bp18/process/proagents/Home


 

 

04. What can I do if I have forgotten the password 

 
Do not worry if you do not remember the password you registered with. You can click on the section 
'Forgotten your password?'  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

A screen will open for you to enter your email and reset the password. Enter your email 

and click send. 



 

 

Upon clicking 'Send,' your data for password restoration will be automatically submitted.  

 
 

You will quickly receive an email in your inbox 

or in your email's spam folder to reset the 

password. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

In the email, you will need to click on 

'Recover Password.' This will open a window 

to enter a new password. Once you have set 

the new password, simply press 'Send'.  

 

 

 

 

 

 

 

 

 

 

 

Your data will be sent so that your new 

password becomes operational. You will 

receive an email, and from there, your 

password will have been successfully reset. 



 

 

05. How to make a reservation for your clients  
 

 

On the home screen, you will find a tab labeled 'Hotel,' where you will need to fill in 

the fields for check-in date, check-out date, and the number of people staying at the 

hotel. Once you have filled in all the information, click the 'Bookings' button.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Clicking ' Bookings ' will redirect you to a page with all the available rooms for the 

selected period. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can scroll and view all the rooms available at the resort. Once you choose the rate 

you want, click 'Continue'. 

 
From this section, you can also book more than one room for your clients. 



 

 

06. What payment methods are available?  
 

 

In our platform, we offer our customers flexible payment methods to ensure a hassle-free 

experience. 

 
Option 1 - Full Reservation Payment 

The total amount will be charged in a single payment, with the following options: 

 
PVP Rate – Commissionable 

 
Total reservation cost: XXXXXX EUR 
EUR Total commission: XXXXXX EUR (% commission)  

 

• You will receive two confirmations, one with the price for the agency and another without the  

price for the customer. 

 
• The selected amount must be paid when confirming the reservation or within 48 hours after 

the reservation confirmation. Otherwise, the reservation may be canceled.  

 
• To make the payment, go to the 'Reservations' section in the ProAgents menu.  

 
• Once the check-out for this reservation is completed, the commission will be credited. 

 
Non-Commissionable (Net) 
 

Rate Net Price: (Total Price - Commission) 
Agency Commission Discount: (% commission)  

 
Option 2 - 20% Deposit 

 
PVP Rate - Commissionable  

 
Total reservation cost: XXXXXXXX EUR 

Total commission: XXXXXXXX EUR (% commission) 
 

• You will receive two confirmations, one with the price for the agency and another without  

the price for the customer. 

• The selected amount must be paid when confirming the reservation or within 48 hours after the 

reservation confirmation. Otherwise, the reservation may be canceled. 

• When you make the reservation, you will receive a confirmation email with two payment  
dates: one for the 20% payment and another for the 80% payment 

• To make the payment, go to the 'Reservations' section in the ProAgents menu. 

• Once the check-out for this reservation is completed, the commission will be credited." 



 

 

Net Price: (Total Price - Commission)  

Agency Commission Discount: (% commission) 

 
 
 

• You will receive two confirmations, one with the price for the agency and another without 
the price for the customer. 

 
• The selected amount must be paid within 48 hours after the reservation confirmation. 

Otherwise, the reservation may be canceled. 

 
• To make the payment, go to the 'Reservations' section in the ProAgents menu. 

These payment methods have been designed to accommodate the needs of our agents, 

providing flexibility and convenience at every step of the booking process. 

 

From the 'Reservations' section, you can access the reservation for which you wish to make a 

payment. Once you select the reservation, you will need to click on "Make Payment."  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You will immediately receive an email with a link to make the payment online. 



 

 

07. How to download the booking confirmation and invoice 

 
When you enter the page to 

download the reservation or 

the invoice, you will need to 

click on the left section that 

says " Bookings ". 

 

 

 

 

 

 

 

 

Once inside, you will be 

able to see the complete 

list of reservations you 

have made: 

 

 

 

 

 

 

 

 

 

 
 

You will click on the reservation 

for which you want to download 

the confirmation or the invoice: 

 

 

 

 

 

 

 

 

 
Once inside the reservation, 

you will find two buttons at the 

top right, which are "Resend 

Booking Confirmation" and 

"Send Invoice." 



 

 

If you click "Resend Booking Confirmation" you will receive an email in your 

inbox with the booking confirmation: 



 

 
If you need to view or download the invoice 

associated with a reservation, you will need  

to click the "Send Invoice" button, which will  

open a new window with the document for 

your download: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

08. How to modify and cancel a client's reservation  

 
When you enter the page to 

cancel a reservation, you will 

need to click on the left section 

that says "Bookings"  

 

 

 

 

 

 

 

Once inside, you will be able to 

see the complete list of 

reservations you have made: 

 

 

 

 

 

You will click on the 

reservation you wish to 

cancel: 



 

 

Once inside the reservation, 

you will find a button at the 

top right that says, "Cancel 

Booking”. 

 

 

 

 

 

 

Once you have clicked it, a 

window will appear with the 

following options: 

 

 

 

 

 

 

 

 

 

 

 

 

* We recommend: We understand that circumstances can change, and we are here to help you 

make changes to your reservation. To modify an existing reservation, we offer two options: 1-

Create a new reservation with the desired changes and then cancel the original reservation. 2- 

Contact our Contact Center, where our specialized agents will be happy to assist you in making the 

necessary changes. You can find the contact information in the 'Contacts' section of our platform. 

 

09. My Profile  
From your profile, you will have access to various pieces of information, such as a summary of the 
reservations you've made, your points, or the total commissions you've earned so far. You can also 

update personal information like your name or phone number. If you wish to change the agency's 
data, or if you want to change your password, you can do so from your profile under the "Update 
Password" section. Additionally, you can select the language in which you prefer to work. 



 

 

10. Budgets 

 

To review all your quotes, you will 

need to go to the third tab labeled 

"Prices."  

 

 

 

 

 

 

 

 

 

 

 

In this section, you will find all the  

quotes you have created: 

 

 

 

 

 

 

 

 

 

 

By clicking on the quote, you 

want to review, you can check 

the price and make a reservation. 

 

 

 

 

 

 

 

 

At the top right, you will find the 

option "Resend Booking 

Confirmation." In this section, 

you can also have a summary of 

the inquiry you have made. All 

the information will be available. 



 
 
 
 
 
 
 
 

 

You will also be able to receive an email with all the information about the requested  

reservation 
 

 

 



 

 

11. Contact ProAgentsCayo Levantado Resort 

 
On the left-hand side, you can find the section labeled "Contacts." 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

By clicking on this section, you can find a contact email: 

proagents@cayolevantadoresort.com, as well as various destinations where you can get in 

touch via telephone: 
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