How to Create a Walk-In Reservation

The following steps review how to create a Walk-In Reservation for an individual Transient
Guest.

What is the difference between a Walk-In Reservation and a New Reservation?

+ Walk-In Reservation - a Walk-In reservation must arrive today and once the reservation
process is completed the reservation will appear under the “In House” view screen as it
is automatically checked into the PMS.

* New Reservation - Any arrival date can be selected for a New Reservation and once the
reservation is completed, the reservation will appear under the “Arrivals” view screen (if
the arrival day is today) or under the “Reservations” view screen (if the arrival day is
sometime in the future).

Please follow these links for more information on creating reservations for Group,
Corporate or Wholesaler guests.

Step 1: Select the Walk-In Button

Click the Walk-In button at the top left of the screen.

TIP: The "Walk-in" and "New Res" buttons will be viewable on any screen you are working on in
the PMS.
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Step 2 - Entering Reservation Details

B TR F | SHREATRARSIERT

Foom

Charge RCH bl [ Guarantes

. = Rate | $0.00 Taxez ($0.00
Arrival 03-Jul-2015 Mights |1 = [] wait Ligt

Departure |10-Jul-2015 CAOTime |12:00 Other | $0.00 Total  |$0.00

Adults 2 2 Child |0

-

Refresh
Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting Dretails

Start at the top of the screen and work your way down.

+ Client Type - this field allows you to select which type of client is booking, and acts as a Rate
Filter. If you are making a reservation for a Corporate Booking, you may select your
Corporate Client Type or for a Group Booking you may select your Group Client Type. In this
example, we will use the drop down menu to select our Leisure/Transient Client Type for our
Transient Guest (NOTE: The Client Types in your PMS may vary from this document, depending
on your property's configuration. If you are unsure of which Client Type to select for a Leisure/
Transient Booking please confirm with your Manager). Selecting the proper Client Type allows
the PMS to filter and display the proper rates for the room type and the time period
selected.

* Room Charge - this drop down menu allows you to select the Room Charge Code that
applies to this reservation. The default RCH Room Charge Code will most likely be selected
for the majority of reservations created. An example of another Room Charge Transaction
Code that may be available is a Room Charge Tax Exempt Code which would allow Room
Charges to post without taxes. (NOTE: These codes may differ in your property depending on
your specific PMS configuration, and should be confirmed with your Manager).

+ Arrival - select the arrival date for this reservation

* Nights - select the number of nights the guest wishes to stay (NOTE: If you select a departure
date, the number of nights will automatically populate)

+ Departure - select the departure date for this reservation (NOTE: If you select the number of
nights the guest wishes to stay, the departure date will automatically populate)

+ C/0 Time - this is the default check-out time for your property which is setup under System
Configuration -> Property -> Contacts & Preference tab. If you wish to extend a late check-
out to a guest, you may change the C/O Time here and it will then be reflected on the
Housekeeping Reports (NOTE: As there is no AM/PM designation, it is a Best Practice to use 24
Hour/Military Time in this field)

+ Adults/Child - select the number of adults & children that will be staying in the room. The
number of people occupying a room can affect your rates, so ensure the correct number of
people are input.
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Refresh

Now, select the “Refresh” button to the far right hand side of the screen to load the available
Rates & Inventory for the Arrival and Departure dates selected. You will notice a green box
flashing around it when it needs to be clicked.

NOTE: If you change any of the parameters at the top of the screen, you must select the
“Refresh” button to update your Rates & Inventory.

Client Type | LEISURE/TRAMSIENT v
Room
Charge RCH b Guarantes
Arrival 09-Aug-2015 v | Mights |3 [ it List
Departure | 12-8ug-2015 w ||[CA0Time | 14:00 Other | $0.00 Total |$0.00
Adults 2 = Chid |0 |2 . _
| Refresh |
Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing [Dretails 2
Boo Rate Aug 09 Aug 10 Aug 11 # | Room Number
Sun  |[Mon  |Tue
O ek ] [} [} g |
| O 5Kk | 13 13 13 Enable
L [] 52000 + 4 4 4 assignment
| O DKk | 34 34 34 Lockoff
| [ DzD-DD | 5 5 5
_| [ PRK 2l 3 9 3
| O JKSK | 16 16 16
| [ [EKS£ | 4 4 4
| [ Ls5-k/DD | 1 1 1
| O Fosk/oD T 1 1 1
| [J HOUSE-HOUSE | B B B
[] | Boardioom-Boardm e 1 1 1
Ok
.| [0
[] Enable Rate Overriding [[] Enable Dverboak. x LCancel
RezlD: O Created by: ADMIN. RSI1

TIP: If you right click on one of the Room Types in the list below, a description of the room you
are selling will appear on your screen!
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Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting D etails

Boak Rate ‘JTL;_EUDH ~
_| L] ok A 20
_| L] evan Y 20
| L] ovk 4 20
D 0von <l . n . .
» ] iER Our luxuricus 600 sqaure-f-:n:uti:_]c;an_‘-flay5ultes_nffe_r
Ll [ Ps2e4/00 unp.arallele.d comfort and 5|:-|:|h|.5t|cat||:|r1 ina trDFIICE|. island
— setting., With french doors leading to terrace balconies off
|| [] HOUSE ACCOUNT both the bedroom and living room, you can enjoy private,

in-ream dining while overlocking one of Great Bay's
magnificent sunsets. All Ocean View suites feature a
Califernia King bed, full marble bathrooms with dual sinks,
rainforrest showers, and an ienizing fountain,

Choosing a Rate

Select the “+" sign under the Rate column to display your Available Rates for a specific Room
Type.

Calendar | Guest Info | Services | Travel &gent | Guest Share | Flouting Detailz
Book Rate ._Jl_L;1|uEIE ~

| [ ] vk | 20

| [ cvog el 20

M O ok 20

n [ ovag | 20

| [ ovsk | al

| ] |Ps2B-k/a0 | 0

H [ ] 'HOUSE ACCOUMT 3| 10

The first column after the Rate Name displays the Average Rate for the reservation period. If
you scroll to the right, you will see what the rate will be on each night of the guests stay.
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Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting D etails
Book Rate ._Jl_L;1IuEIH ~
| O] owk 4 20
_| [ cvao # 20
] Ok = 20
-
TTo|EE
4 *Best Available Rate $400.00 $400.00
a [] Breakfast Package $460.00 $460.00
[] Scooter Package $440.00 $440.00
| [ MaNUAL RATE
W
| O ovag Iy 20
n [ ] 0OwsK | 5

To select a rate, check the checkbox beside the Rate Name.

NOTE: If you do not see the rate that you are looking for it could be because the rate is
not available for the dates you have entered. Try changing your dates and selecting the

“Refresh” button to see if the desired rates appear.

Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting Dietailz
P
B ook, R ate ._Jl_L;1IuEIEI
[ CvE | 20
| O cvag =l 20
] ove —|*Best Available Rate 20
Rate ‘H:UDE ”
kL) “Best Available Bate $400.00 $400.00
[] ) Breakiast Package $460.00 $460.00
B [ ]} Scooter Package $440.00 $440.00
| T MenuaL RaTE
W
| [ ovao Y 20
| O ovsk =+ g

TIP: If you right click on one of the Rate Plan Names in the list below, a description of the rate
you are selling will appear on your screen!
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Calendar | Guest Info | Services | Travel &gent | Guest Share | Flouting D etailz

A
Book Rate ._Jl_L;1|uEIE
[] CvE | 20
| [ cvag 4 20
P[] ovK =l 20
. |Rate ‘H:UDE ‘ ”
N [ ] |*Best Available Rate $400.00 $400.00
N [ |Ereakfast Package $460.00 $460.00
S EEE s Want to explore the island on your own? Book & scooter
L [] MaMHUAL BAT rental with your room. Charged per person, per day.
W

Assigning a Room Number (optional)

At this point, if you wish to assign a Room Number to the reservation, check the “Enable
Assignment” box to the right of your screen. Use the drop down menu to select the desired
Room Number (the list will only populate with the Room Numbers for the specific Room Type
selected).

NOTE: Your property may not pre-assign or guarantee room numbers at time of booking,
as availability for a specific room number can vary based by uncontrollable factors.
Speak to your Manager to find out what your policy is in regards to pre-assigning Room
Numbers.

nenesEr

Calendar | Guest Info | Services | Travel Agent | Guest Share | Flouting Dietailz

Bonk] Fate '-IT'-:JEE'I i\UxLEIE JTL;1Iu23 # | Boom Mumber:
_| O] ovk I 200 200 20 |
_| L] cvag Y 16 20 20 —
— L] ok e 20 13 20 azzignment
| O ovog 4 200 20 20
M [ ovsk A 7 g8 10
| [ PsaB-k/a8 | 2 2 2
N [] 'HOUSE ACCOUMT 3| 10 11 11

Once this box is checked, you will be able to select a room number from the drop down menu
to your right. You must assign the room before checking the "Book" box.

NOTE: The coloured buttons to the right of the room numbers indicate the Housekeeping
Status of each room number at this moment.

* Green -room is clean & inspected
. - room is clean but not yet inspected
* Red - room is dirty

TIP: Since this room is being directly checked in, you will want to select a room with the green
radial dial (ie: clean/inspected).
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Client Type | LEISURE h

Roaom
Charge RCH -~ [ Guarantes

. < Rate |$0.00 Tares | $0.00
Agrivval 21-Jul-2015 w | Mights 1 = [ wait List

Departure | 22-Jul-2015 w CA0Time [11:00 QOther | $0.00 Tatal |[$0.00

Adultz 2 |= Child |0

-

- - - Refrezh
Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting Detailz ut

Biook Fiate Jul 21 # || Room Mumber:

Tue
20 101 |
cvag 18

=
Ok | 20
oo | 20
|
|
=

VK

OWSE. 7
PS2E-KAT0 2
HOUSE ACCOUNT 10

I

The Book Box

Now select the appropriate checkbox under the “Book” column to correspond with the Room
Type & Rate you are looking for.

NOTE: Once you place a check in this box, you are telling the PMS that you are locking in
the selections you have made. After checking this box, you will notice that the top
portion of the screen where dates are selected will grey out, as will the the Room
Assignment drop down from the previous step. In order to make changes to Client Type,
Arrival / Departure Dates, number of people in the room, the selected Rate Plan, or the
assigned Room Number, you will first need to uncheck this box.
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Client Type | LEISLIRE hd

Room
Charge RCH hd
Rate | $400.00
Aurival 09-Jul-2015 v | Mights 1
Departure  10-Jul-2015 w | CA0Time 171:00 Other | $0.00

Adults 2 2 Chid 0

Calendar | Guest Info | Services | Travel Agent | Guest Share | Fouting | Tasks

Tanes

Total

Guarantee

$60.00

Wait List

$460.00

D etails

Book] Rate ..Jl_L:1|uDQ
CWE # 20

[ |cvion #l 0

4 [y | *Best Available Rate 20
D fovon -+ 20
| [ sk, 4 5
| O |rszksan 4l 0
HOUSE &CCOUMT | 10

[] Enable Rate Overriding [[] Enable Overhaak

ReslD: 1312 Created by: ADMIM. R51

| Room Mumber:

104 =l

| Enable
aszignment

[ Lockaf

o 0K

X Cancel

Once a checkmark has been placed under the “Book” column, you will see the Room Rate +

applicable Taxes for the guest's stay populate in the box at the top of your screen, and a

Reservation ID number will be assigned to the booking in the bottom left hand corner of the

screen.
Client Type | LEISLIRE v
Room
Charge RCH n
Rate |$400.00
Arrival 058-Jul-2M5 w|  Mights 1
Departure  10-Jul-2015 w | CA0Time 1100 Other | $0.00

Taxes

Total

$60.00

$460.00

Guarantee

it List

Adults 2 2 Chid O

Calendar | Guest Irfo | Services | TravelAgent | Guest Share | Routing | Tasks

Details

B ook) Rate ._Jl_L;1|uE|9
| O] vk A 20

[] cvag £ 20
» vk, | “Bast Awailable Rate 20
| [ ovog 2 20
| []  owsk | [
| O Psze/00 # D
| [] HOUSE ACCOUMT # 10

[] Enable Rate Overriding [[] Enable Overbaak

IHesID: 1312 I Created by: ADMIN. RSI

# | Room Mumber:

104 =]

| Enable
azzighment

[ Lockatf

o OK
X Cancel
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Step 3 - Entering the Guest Information

Proceed to the “Guest Info” tab to enter the guest information.

NOTE: If your property has permission 2090 - Force Search enabled, please proceed to this
article: How to use the Search Feature when "Force Search" Permission is on

Clignt Type | LEISLIRE v
Fioom
Charge ACH ) Guarantee
. . Rate | $400.00 Taxes |$60.00
Airrival 08-Jul-2015 w | Mights 1 wait List
Departure  10-Jul-2015 w | C/OTime 11:00 Other | $0.00 Total | $460.00
Adults 2 T Chid 0 2
Calendar Services | Travel Agent | Guest Share | Routing | Tasks
Guest Data | Custorn Data Room Number:
Main Address | Second Address . J
First Name v Clear #4 Search | Enable
assignrnent
Last Mame Telephone [ Lockat
Address Muobile 0oka
E-mail
Zi -
2 Lty Layalty Mumber
Country w | State W
@ f . Opt into Marketing Campaigns
ountry o 7 |
I ationality M Wumber Slc:Fc':ept GeneialEnai
Source of i+ .
s W Paost Deposit: [ Amant;
Guest Mote Payment method
Fes Mote Card Type ©
Yehicle Murnber Auth W OK
Make | Modsl = Expiy Date |- |[MM *rYhio % Cencel
Color j Licerise Card Holder Extra Cards

Search past guest profiles

The first step should always be to search for an existing Guest Profile by using the “Search”

button to the right hand side of the screen. This way you can see if the guest has stayed at your
property before, and already has an existing Guest history record.
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Calendar | GuestInfo | Services | Travel Agent | Guest Share | Fouting | Tasks

Guest Data | Custom Data Fioom Mumber:
Main &ddrezs | Second Address
104 |
First Mame W Clear | Enable
agzighrment
Last Hame Telephune D —_
Address b cibile EE
E-mail
i i
. City Loyalty Mumber
Coaurtry w | State W
c ; =i Opt inta Marketing Campaigns
auntny o F .
M aticinality M | Mo ﬁr:ept General Email
Fill in either:

+ Last Name (at least 1 characters needed) and First Name. (NOTE: The more characters you
enter for first & last name the more streamlined your search will be)
* OR Loyalty Number

Select the magnifying glass icon to the right of the screen to see if the guest has an existing
Guest Profile.

TIP: Entering only the first few characters
of a name & the first initial will help you
find guests whose last name may have
been misspelled.

L)

Firzt Marne: Lasgt Narme: | g Fequired

Loyalty Murnber;

A list of Guest Profile’s fitting your search criteria will appear in the screen below. If the guest
you are looking for is located in the list, click on their name (ensure the black arrow is pointing
towards their name) and select the “OK” button at the bottom of the screen. The Guest's Profile
Information will now automatically populate into the Guest Info Tab.

Reasons for doing a Guest Search:

+ Makes the reservation process move a lot faster
+ Ensures cleaner reporting (ie: # of guest stays) and a smaller more accurate database

How to Create a Walk-In Reservation Page 10



+ Duplicate Guest Profiles can be created if you manually enter the Guest Information for a
guest that already has an existing Guest Profile in the PMS

Fullhame Addresz City Lawalky Murnber

Smith, D'an 123 Azh Road Bewverly Hillz
| Smith, Helen 2158 Arlington Crezcent Puehla

| Smith, Richard 2133 W alley Hill Boad Bewverly Hillz
_|Smith, Ellen Bewverly Hillz
_[Smith, Jim 321 Oak Street Schenectady
_[SmithJones 'wedding Block, 501123 Main Street Bewverly Hillz

Smith, kel 123 Main Street Bewverly Hillz

First Mame: Last Mame: | srmith] Required

Loyalty Mumber:

Cancel

New Guest Profile

If the guest does not have a pre-existing Guest Profile, select the cancel button within the Guest
Search box and proceed to fill in the guest information manually into the Guest Data screen
below.

Enter as much information as possible. The more information you enter, the more useful it will
be to you in the future. The absolute minimum that you will be required to enter is the First
Name, Last Name and Telephone Number. If your property has setup Required Fields, those
selected fields will be mandatory as well, and be shown in bold.

TIP: When filling in a guest's information, after inserting the U.S or Canadian Zip/Postal Code hit
the TAB button and the PMS will automatically populate the City, Country and State for you!

Calendar | Guestinfo | Services | Travel Agent | Guest Share | Fouting | Tasks

Guest Data | Custom Dats Room Murnber:
Main Address | Second Address 0 _I
-
First Name w Clear h Search /| Enatle
assighment
Lazt Name Telephone [ Lockof
Address Mobile oCko
E-mail
Zi i
" City Lawaly Murmber
Courtry w || State W
Countr of /0 Opt into M arketing Campaigns
ountry o 7 .
M ationality ¥ || Murmber SF:EN General Emai
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+ Opt into Marking Campaigns - check this box if the guest has agreed to be included in

such things as Promotional Email Blasts

+ Accept General Email - check this box if the guest has agreed to be accept general emails

(ie: email confirmations) from your property

+ VIP - check this box if this guest is to be identified as a VIP Guest. You may type more

information regarding the guests VIP status in the blank box to the right of the VIP checkbox.
NOTE: Once the reservation is created, the guest reservation will appear highlighted in green
as a way of identifying the VIP reservation

Opt into Marketing Campaigns
Accept General Email

[=]yIP

Source of Business - select how or where the guest heard about the property. Certain
Statistical Reports in the PMS are produced based on Source of Business so it is important
that this field is filled out to ensure accurate reporting.

Guest Note - this area is for notes pertaining to the guest and will be saved on the Guest
Profile and will appear on all future reservations until changed

Reservation Note - this area is for notes pertaining to this reservation only and will not be
saved on the Guest Profile

Post Deposit - if the Policy in the PMS is set to take a deposit at the time of reservation, the
amount of the deposit will appear in this box. Once the OK button is selected to create the
reservation, the deposit will then be posted to the guest reservation.

Payment Method - a valid method of payment must be placed on the reservation in order
to guarantee the booking.

5;:;;::;:; W Post Depozit [ Aot
Guest Mote Pavrnent rmethad
Res Mote Card Type W
Yehicle Murnber Auth o OK
Make ] ize ﬂ Ewpiy Date |- |[MM ¥Y]fo X Cancel
Colar - | License Card Haolder Extra Cards :

Entering Additional Credit Cards

Extra Cards - this button allows you to add two or more credit cards on a Guest Reservation.

1.
2.
3.

After selecting the Extra Cards button the “Additional Cards” box will appear.

Select the “New Card” menu at the top of the screen.

Enter the additional card information into the box below, and select the “Save” button and
the additional card information will be saved.
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Payrment method

Card Type

Number Auth I:I
Ewpiry Date |_-__ | [MM ¥Yhio

Card Holder

I Eutra Cardsl

MNew Card

e:Card
e

| Card Number

|Card Type

Select Card

Mew Card  Delete Card

|Eard Type Card Number ‘ ”~

CadType | VIS& [v]

MNurnber: 4222222222232 e

Expiry D1ate: 05-20 | MM v
Mamme on Card: |Dan SmitH ‘

I Save I | Cancel |

Step 4: Selecting applicable Guest Services (optional)

If your property is using Guest Services, they should have already been entered into the PMS by

your management team, and should be displayed on the right hand side of the screen.

Clert Type | IEEIH ~ |
R
Charge | ACH [

Arival (230205 [v] Nights 3|2
Departure | 01-Aug-2015 C/0Time | 11:00
s (2[5 awa o 2

Calendar I Guest Infol Services ITraveI Agent I Guest Share I Houting|

Grouping  |<all>

=

Style | Regular W
Jul [Jul

Service Mame Frice 29 (30
We| Th

Jul
il
Fr

Woucher

~ Mame

[hd

Aumay From Elevatar
_|Bowed Lunch

Service Charges
Taxes

_|Breakfast

E _ | Champagne

| Golf Green Fees

High Floor

_|Horse Back Rides
_|Hypoallergenic Duvet
_|Hypoallergenic: Pillaws
_|Kayak Rental

| Low Floor

Pet

_ | Refridgerator

$0.00 _|Rollaway Bed

w

$0.00 _ | Scooter Rentals

Total

ReslD

_| Transporation
_|Walet Parking
_|'wiFi Access
| |'acht Rentals

$0.00

Ll

<

Guarantes

[ *wait List

Roorn Murmber:

=
Enable
asgignment

Lockaff

o OK
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Choose the Service you would like to add to the reservation by clicking on the Service, and then
using the arrow pointing towards the left to add the Service to the reservation.

Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing

Style | Regular W

Grouping | <ALL:

j Room Mumber:

Service Mame Frice

Jul
29
We

Jul

Th

Jul
1|
Fr

~
Waoucher

Semvice Charges

ReslD:

Tanes

Total

$0.00
$0.00

$0.00

K1

M ame

|~ -l

| Away From Elevatar

Boxed Lunch

Enable
agzignment

Breakfazt

I Lockoff

Champagne

| Golf Green Fees
__|High Floor

Horze Back Rides

_|Hvpoallergenic Duvet
_|Hypoallergenic Fillows

k.avak Rental

: Lo Floor

Pet

N R efridgeratar
_|Rollaway Bed

Scooter Rentalz

: Transporation
_|Valet Farking

Wik Access

__|'vacht Rentals

v x Cancel

The item will now display in the selected box. If there is a price already attached to this service it
will be displayed under the “Price” column.

NOTE: If there is no price, or you would like to change the price, simply enter the desired
amount into the “Price” column.

The highlighted number indicates how many times the Guest Service is being applied to the
reservation each day. This is typically based on how the Service is setup, and whether it is based
on a "per person", or "per room" pricing model. In this example, the Breakfast service is set to
post per person, per day. Because this reservation is for 2 people, it will post twice each day,
once for each person in the room. If you wish to change how many times per day this Service
posts, you can alter this number up or down as needed. Enter "0" to omit the service for a

specific date.
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Calendar | Guest Info| Services | Travel Agent | Guest Share | Routing

Stle | Regular " Grouping | <ALL> j R oom Mumber:

Jal [dul [dul ) Narme | =l
Service Mame Frice 29 |30 |31 | “oucher Awway From Elevator Enable

WelTh | Fr _|Bowed Lunch assignment
Breakfast $a0oof 2 2 &

e

| Breakfast Lackoff
=2 | | Champagne

p || |Golf Green Fees

| High Flaar

_|Horse Back Rides
_|Hypoallergenic Duvet
_|Hypoallergenic Pillows

| FKayak Rental

| Lawe Floor
¥ Pet

: R efridgerator

< >

Service Charges $180.00 _|Rollaway Bed
Tares £9.00 | Scooter Rentals
Tranzporation
Tetal $189.00 : Y alet Parking
_|WiFi Access

| |'vacht Rentals v x LCancel

ReszlD:

Step 5: Attaching a Travel Agent (if applicable)

If a Travel Agent needs to be attached to the booking, proceed to the Travel Agent tab. Use the
drop down menu below to view a list of Travel Agents that already exist in the PMS.

If the Travel Agent you are searching for is not in the drop down menu, the Binoculars icon can
be used to access the Travel Agent Module so that you may enter the new Travel Agent's
information.
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Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing

Travel dgent ' - IM
Contact Overide Search |ATA Search
corn, =
AT A Default com. $1000 %
Additional Travel Agents
M amne |D:untact Commizzion | ~ Add
4
— Delete
W

After you have selected the desired Travel Agent, you may manually enter the Contact Name
into the Contact field below. Note how the Default Commission for this Travel Agent appears to
the right hand side of the screen, if you wish to change the Commission Amount for this
reservation only, input the new amount into the “Override Com%” box to the right.

Calendar | Guest Info | Services | Travel Agent

Guest Share | Routing
Room Mumber:
Travel Agent Beach Bum Y acations ﬂ i J
Contact Kelvin Thampsan] Dvveride Search [ATA Search [] Enable
com. assignmment
474 951352 [ Default com $10.0 % | Lockalt
Additiohal Travel Agentz
MHame |Cu:untact |D:ummi$siu:un " Add
4
— Delete
W
x LCancel
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Should you need to add more then 1 Travel Agent to a booking, use the “Add” button below to

attach additional Travel Agents to the booking.
Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing

Travel dgent Beach Bumn Yacations ﬂ i

Contact K.elvin Thompsor| E::'EE Search [ATA

[4TA 951352 Default com. $1000 %

Additiohal Travel Agents

Search

M ame | Contact Commisgion | »

L4

Add

Delete

Room Mumber:

=

Enable
azsignment

Lockoff

x LCancel

The Additional Travel Agents box will open, and you may attach another agent to this
reservation, using the same steps as before. You can change the commission percentage on
this reservation only by entering a new amount into the "Override com %" box.

Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing

Travel Agent Beach Bum“facations ﬂ dh

Contact K.elvin Thompson DVE”L',:IE Search AT
cam. =

274 951352 Default com. $10.0 =

Search

Additional Travel Agents
M ame |E0ntact Commigzian | »
L4
W
Travel Agent ﬂ | aTA
Owvemde
Contact com. & Search [ATA

Ok

Cancel

Default com. IbDef

Search
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Step 6: Attach Guest Share (if applicable)

The Guest Share tab allows you to add a 2nd guest name to a reservation. This name can be
there for informational purposes only (ie: in case someone calls looking for the guest) or it can
be there for billing purposes (ie: to split room charges upon checkout).

Should you need to add a 2nd (or 3rd or 4th, etc...) guest name to a reservation, select the
“Insert” button below.

Calendar | Guest Info | Services | Travel Agent | Guest Share |Fouting | Tasks

Firzt Mame Last Mame |Llse Fu:uliu:u| Faolio |St|:|re az Guest| A

Id |

|nzert Delete Edit

Next, input the information of the Guest that will be sharing the Room.

+ First/Last Name - Enter the first & last name of the sharing guest

+ Use Folio - Check this box if you wish for this guest to have their own specific Folio where
charges can be posted

+ Folio - Once the Use Folio box is checked, a folio number will automatically be assigned to
this guest. Any charges this guest wishes to pay for can be posted to this folio

+ Store as Guest - If you wish to create a separate Guest Profile for this guest, check this box
and then enter the Guest Information into the box that appears.

Once the Guest Share information has been input, select the “Post” button to save.

Calendar | Guest Info | Services | Travel Agent| Guest Share | Routing | Tasks

First M ame |Last M ame |L|sei|:||il:||Fl:ulil:u |St|:|re ﬂﬁuesﬂ ~

2 |

(<]
(<]

*| leszica Stone

W
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After the Post button is selected, you will have the option to “Split Room Charges Equally” by
checking the check box below.

Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing | Tasks

Firgt Mame Last Mame |L|se Fu:uliu:u| Falio |St|:|re az Guest| A
L Jeszzica Starne 2
W
|nzert Delete E dit

Split Room Charges Equally

Step 7: Setup Routing (if applicable)

The Routing tab allows you to:

+ Setup specific Transaction Codes to transfer to a different Reservation
+ Setup specific Transaction Codes to transfer to a specific Folio # on the Guest Folio

Scenario 1: To setup specific Transaction Codes to transfer to a
different Reservation follow these steps:

Transaction Group - Use the drop down menu to select the Transaction Group where the
Transaction Code is located (ie: Room Charge Transaction Codes are found under Room Charge,
Payment Transaction Codes are found under Payment and all other Transaction Codes are
located under Other Charges) If you are routing ALL charges then you would select <ALL>.

+ Transaction Code - Select the Transaction Code you wish to Route.

+ Folio Number - select Folio 1 unless you would like the Transaction to Route to a specific
folio number on the destination reservation, use the drop down menu to select the
applicable Folio Number. NOTE: The Route to the same booking box should NOT be
checked, unless you intend to route the charges to another folio on the same reservation.

« Amount (Optional) - If the permission "1546 - Route By Amount" is enabled for both your
property, and your user ID, you may see this field. The amount that you enter into this box
will be calculated on a daily basis. For example, if my Room Charge is $200 per night, and |
enter $75 into the Amount field, it will route $75 of the $200 daily Room Charge to the folio |
choose.

+ Percentage (Optional) - As with the Amount field, this will only be displayed if the permission
"1546 - Route By Amount" is enabled for both your property, and your user ID. This field
acts as a modifier, and indicates that the value entered into the Amount field should be
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treated as a percentage. For example, if | enter "75" into the Amount field, and check the

percentage box, the PMS will route 75% of the daily Room Charge, instead of $75.

Calendar | Guest Info | Services | Travel Agent GuestShareTasks

Tranzaction Group Tranzaction

| Fesz |0 | Fioom |

Guest Mame Falio Amount | E4 |

L4

Tranzaction Group |Foom Charge

Transaction Code |RCH

E

ﬂ R oom Charge

Folio Number |1 v | [ |Route to the same booking

Amount | 0.00 [|Percentage  [Amount routing feature only works on future postings!!]
Filtered by
Res_ ID - Room
J (® |n House
Mame () Reservations
() None
Add Update Delete Reload

~

* Now select where the charges are going to be routed. Using the “Filtered By" settings select
whether the guest is In House, Reservations (not in house yet but has a reservation) or None

(will show all guests)

+ Select the "RELOAD" button to load the guest Res ID information
+ Select the correct Res ID from your list (This is the destination Reservation where the routed

charges should end up)
 Click "ADD"

How to Create a Walk-In Reservation
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Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing | Tasks

Tranzacton Group Tranzaction | Rez. ID | Room | Guest Name Folio Amount | x | M
Ld
]
Trangaction Group | Foom Charge ﬂ
Tranzaction Code FCH ﬂ Roar Charge

Folio Number |1 v [ |Route to the same booking

Amount |0.00 []Percentage  [Amount routing feature only works on future postings!!)

Rez ID M e R0 Filtered tl_','

(@) In House
M amie Smith Helen (") Rieservations

[ Mone

facld Update Delste

If needed, continue the first three steps to add more transaction codes. Hit the "Add" button so
the charges move up onto your list.

When the routing is successfully set up, it will be displayed in the list of routed charges.

Calendar | Guest Info | Services | Travel Agent | Guest Share | Routing | Tasks

Tranzaction Group | Trangachion | Res. 1D | Roarm | Guest M arne | Folic | Aot | z | ~
| »|Foom Charge RCH 1312 50 Smith Helen 1 0 |
]
Transaction Group | Room Charge j
Tranzaction Code |FRCH j Room Charge
Folio Humber |1 % [ |Route to the zame booking
Amount | []Percentage [Amaunt routing feature anly warks on future postinga!!]
Res.ID 1312 +| Room 501 Filtered by
(® [n Houze
Mame Smith Helen () Reservations
() Nane
Add Update Delete Relnad

How to Create a Walk-In Reservation Page 21



Scenario 2: Setup specific Transaction Codes to transfer to a
specific Folio # on the same Guest Folio

Transaction Group - Use the drop down menu to select the Transaction Group where the
Transaction Code is located (ie: Room Charge Transaction Codes are found under Room
Charge, Payment Transaction Codes are found under Payment and all other Transaction
Codes are located under Other Charges) If you are routing ALL charges then you would
select <ALL>.

Transaction Code - Select the Transaction Code you wish to Route.

Folio Number - select the folio number where you would like the Transaction Code to post.
Route to the Same Booking - check this box

Amount (Optional) - If the permission "1546 - Route By Amount" is enabled for both your
property, and your user ID, you may see this field. The amount that you enter into this box
will be calculated on a daily basis. For example, if my Room Charge is $200 per night, and |
enter $75 into the Amount field, it will route $75 of the $200 daily Room Charge to the folio |
choose.

Percentage (Optional) - As with the Amount field, this will only be displayed if the permission
"1546 - Route By Amount" is enabled for both your property, and your user ID. This field
acts as a modifier, and indicates that the value entered into the Amount field should be
treated as a percentage. For example, if | enter "75" into the Amount field, and check the
percentage box, the PMS will route 75% of the daily Room Charge, instead of $75.

Select the “Add” button at the bottom of the screen

Calendar | Guest Info | Services | Travel dgent | Guest Share Tasks

Tranzaction Group Tranzaction | Resz. D | Fioom | Guest Mame Falio Arnount | X | ~
id
W
Transaction Group | Room Charge j
Tranzaction Code FCH j Room Charge
Folio Humber |2 v Route to the same booking
Amount | 0.00 [|Percentage [Amount routing feature only warks on future postings!!)
Res. ID J Foom _flltered by
(™ |n Houze
Mamne

() Reservations

() Mane

Add Update Delete Reload

If needed, continue the first three steps to add more transaction codes. Hit the "Add" button so
the charges move up onto your list.
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When the routing is successfully set up, it will be displayed in the list of routed charges.

Calendar | Guest Info | Services Guest Share | Routing | Tasks

Travel sugent

Transaction Group | Transaction | Res. ID | Room | Guest Mame | Falio | Arnount | % |
¥|Foam Charge RCH i 2 i |
Trangaction Group | Foom Charge ﬂ

RCH

Transaction Code j Faom Charge

Folio Mumber 2 w Route to the same booking

Amount 0.00

[]Percentage  [&mount routing feature only works on future postings!!)

Filtered by
Rez ID Fioom —
J (® [n Houge
M arme () Riezervations
() Nane
pdate Delete Reload

Step 8: Complete the Reservation

~

Once all the reservation information has been added to the booking, select the “OK" button to

create the reservation in the PMS.

Client Type | LEISURE h
Room
Charge RCH hd Guarantes
Rate |$1.650.00 Taves |$256.50
Arrival 13-Jul-2015 w| HMights 2 ‘e ait List
Departure  16-Jul-2015 w | C/0Time 1100 Other |$180.00 Total | $2.086.50
Adulks 2 L Chid 0 2
Calendar | GuestInfo | Services | Travel Agent | Guest Share | Fouting | Tasks [retails
Jul13 [Jul 14 JJul 15 | Room Number:
Bl Imels Mon | Tue  |Wwed ‘
| [ vk | 20 19 19 J
| O |cvag E 20 20 20 Enahla
| O 0wk | 20 20 20 assighment
[] ovog =+ _ 20 20 20 Lackoff
» WS, #*Best Awailable R ate 3 2 3
[] Psze+/00 | 2 2 2
[[] HOUSE ACCOUNT | 11 11 11
oK
. Xz
[] Enable Rate Dverriding [] Enable Dwverbook x Cancel
ReslD: 1313 Created by: ADMIN, R5I1
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"Reservation is Expired" message

You have 5 minutes to complete the booking process, if you do not complete the booking
process within this time you will receive a message that the reservation has expired.

=

Reszervation is expired. Try to rebook

=

Refreshing reservation

To refresh and complete your reservation:

Lk wnh =

B0

Go to the Calendar Tab,
Uncheck the checkbox under the Book column
Select the Refresh button to ensure the room is still available
Recheck the checkbox under the Book column
Select OK to create the reservation.

2 | Chid |V =

Guest Info | Services | Trawvel Agent | Guest Share | Routing | Tasks

Dretails

| O o A .

1 [ |ovan | = I -
] Jovk A 2

Wi Hlovan +l*Best Available Rate 19 13 19

| 0 |ovsk A L

| [ |Pseexvan Y 2 2 2
[ ] JHOUSE ACCOUNT =l 1M1
[[] Enable Rate Oveniding ] Enable Overbook

How to Create a Walk-In Reservation
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Refresh

Foom Mumber:

=

Enable
azgignment

L ockoff

x Cancel
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Guest Folio Credit Limit

Once you have clicked "OK" on the reservation, the Guest Folio Credit Limit box will then
appear. The “Credit Limit” assigned to the reservation will automatically cover the room & tax
for the guest's entire stay (ie: $575.00). If you were to select “Post” at this time, the guest's credit
limit would reflect $575.00; however, because this guest has $91.75 of Guest Services on their
account, you need to increase the credit limit to cover the additional $91.75.

NOTE: If you wish to take additional credit to cover other incidentals, you can increase
the $91.75 to a higher amount.

Rez D 1354
Foom 105 Guezt Greene,. Shelley

Dizable on-line proceszing [

Credit Lirnit 575.00
Aueailable Credit |-91.75

Post Cancel

Increasing the Credit Limit

To ensure the Guest Folio has enough Credit Limit to cover all charges, you will add an
additional $91.75 into the box located to the right of the plus (+) sign.

NOTE: If you have a PMS Credit Card Interface, it will automatically get an approval for
this authorization once you select the “Post” button. If you do NOT have a PMS Credit
Card Interface, you will need to manually process the approval on your CC Terminal
PRIOR to selecting the “Post” button.
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Rez 1D 1354
Room 105 Guezt Greene, Shelley

Dizable orvine processing [

CreditLimt  575.00 |

Awvailable Credit |.91 75 | 91.74

| Post || Ear‘u:ell

Post

Select "Post" to apply the appropriate credit amount. Note that the Credit Limit has been
increased to include the original $575.00 for Room & Tax, plus the $91.75 for the Guest
Services. The new total Credit Limit is $666.75.

Res D 1354
Foom 109 Guezt Greene, Shelley

Dizable onvline processing [

CreditLimt 6675 |

Available Credit |0.00 C+ 9175 |

m Cancel |

Complete Check-In

The reservation is now complete and the guest appears under the “In House” view screen.
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'j Front Desk, Tranzactions Reservations  Reports Systemn Configuration

Operations

Export/lmport

Search

Help

&dl | Chid  » b In House

1I i I_Jf:ﬂ_‘ € |\I ’ ll' I‘ ll' Iu l! 1 I_,"F ‘ﬁ
| fy ' & ! = = Sa
Walk-ln Mew Res. Check-Out  Change Stay  Reservation  Reg Card Guest Folio  Post Charges  Post Payment
ﬁ = B HD...@ Room Type  Mame Date In Date Out Stay ReslD Rate Rate code
=% 101 OvE Sparks, George 14-Jul-2015 | 24-Jul-2015 ] 1315 $4B0.00 *Best Avail... 2 ]
= 103 Ok ‘Wiebber, John 22Jul-2015 | 23Jul-2015 1] 1329 $400.00) *Best Avall... 2 0
104 Ok Granger. Greg Z2Jul-2015 | 23-ul-2015 i 1353 $R00.00) “Best Avail. . 2 i
' ] 105 Ok, Greene, Shelley 22-Jul-2015 | 23-Jul-2015 1] 1354 $500.00 *Best Avail... 2 1] I
= 106 |CWE Fry. Jason 14-Jul-2015 | 28-Jul-2015 8 1309 $£392 86| “Best Avail .. 2 i
ﬁ = 107 |CWEk Webber, John 15-Jul-2015 27-Jul-2015 7 13260 $408.33 "Best Avail .. 2 1]
ﬁ 108 CWk Jones, Jim 15Jul-2015 | 30-Jul-2015 7 1327 $3BE.E7 “Best Avail .. 2 ]
109 CWk Bizhap, Holly 17-Jul-2015 | 29-Jul-2015 5 1341 $416.67 *Best Avail .. 2 ]
111 0van Silcox, Jozhua 14-Jul-2015 | 28-Jul-2015 g 1314 $471.43*Best Avall... 2 0
] 508 |OWSEK Reid, Eva 20-Jul-2015 23 Jul-2015 2 1350 $500.00) “Best Avail .. 2 i

Arrivals
Departures
Reservations
Checked Out
Mo Shows
Cancelled
Wait List
Tape Chart

Reg Card

If your system is not set to auto print or pre-print Reg Cards, you may need to manually print
the Reg Card by clicking the Reg Card button at the top of the screen.

&dt (Chid ~ P In House

3 Front Desk Trahsactions Reservations  Reports Syztem Configuration Operations Expart/Amport Search  Help
_ql i I_n(’:n_‘ r |\I l’ il' II ll' Iu i! 1 I_."F ‘ﬁ
| ey = ¥ = || = =4
Walk-ln Mew Res. Check-Out  Change Stay  Rezervation Reg Card Guest Folio Post Charges  Post Payment
ﬁ = B Fh:u...(‘f} Foom Type  Mame Date In Date Out Stay ReslD Rate Rate code
= 1071 Ok Sparks, George 14-Jul-2015 24-Jul-2015 g 1215 $420.00| *Best Avall... 2 1]
= 103 OV ‘wiebber, John 22ul-2015 23 Jul-2M5 i 1329 $40000| “Best Avail .. 2 i
104 OvE Granger, Greg 2244ul-2015  23-Jul-205 1] 1352 $500.00) *Best Avall... 2 1]
4 = 105 OvE Greene, Shelley 22ul-2015 23 Jul-205 i 1354 450000 “Best Avail .. 2 i
= 106  Cwk Fry, Jazon 14-Jul-2015  28-Jul-2015 a 1209 $392.86| “Best Avail... 2 1]
ﬁ = 107 Cwk ‘Wiebber, John 15Jul-2015  27-Jul-2015 7 1326 $408 33| *Best Avall.. 2 1]
ﬁ 108 Ok Jones, Jim 15Jul-2015 30-Jul-2015 7 1327 $386.67|“Best Avail .. 2 i
109 Cvwk Bishop, Holly 17Jul-2015  29-Jul-2015 3] 1241 41667 *Best Avall... 2 1]
111 0van Silcox, Jozhua 14-Jul-2015 28 Jul-2015 8 1314 $471 43| *Best Avail .. 2 i
= 508 OWSE Reid, Eva 20-0ul-2015  23-Jul-205 2 1350 $500.00)*Best Avall... 2 1]

Arrivals
Departures
Rezervations
Checked Out
Mo Shows
Cancellzd
“afait List
Tape Chart

First Night's Charges

1. Once the guest is checked-in, the 1st night's Room & Tax will automatically post to the Guest
Folio, along with any Guest Services that were also scheduled to post on Day 1.

2. In the bottom right hand corner, we can see a Summary of the Guest Folio. The last two lines
reflect the current “Credit Limit” on the Guest Folio. Here we see the guest has enough credit
to cover all their charges, but no “Available Credit” for additional incidental charges.
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"j Front Desk. Tranzactions Reservations  Reports Swstem Configuration Operations Export/mport Search  Help
d =2 Fad Tl 1 5 1 g ‘%
ol - - - =
3 U = = = 5
Walk-ln Mew Res. Check-Out  Change Stay  Reservation Feg Card Guest Folio  Post Charges Post Payment
€ 2 B Ro.$ RoomType Mame Date In Date Out Stay | ReslD Rate Ratecode |Adt Chid| ~ B In House
Vs
= 101 0vE Sparks, George 14-Jul-2015 | 24-Jul-2015 g 1315 $480.00 *Best Avail.. 20 Aurivals
=] 103 OWE ‘wehber, John Z2Jul-2015 | 23Jul-2015 a 1329 $400.00 *Best Avail.. 20 Departures
104 OV Granger, Greg Z2Jul-2015 | 23Jul-2015 a 1353 $500.00 *Best Avail.. 20 Reservations
» = 105 OWE Greene, Shellsy Z2Jul-2015 | 23Jul-2015 a 1354 $500.00 *Best Avail.. 2 0 Checked Out
= 106 CvVE Fry, Jazon 14-Jul-2015 | 28-Jul-2015 g 1309 $392.86 *Best Avail.. 20 Mo Shows
3K~ 107 CVK ‘wehber, John 18-Jul-2015 | 27-Jul-2015 7 1326 $408.33 *Best Avail.. 20 Cancelled
“® 108 CVK Jones, Jim 18-Jul-2015 | 30-Jul-2015 7 1327 $386.67 *Best Avail.. 20 whait List
109 CvVK Bishop, Haolly 17-Jul-2015 | 29Jul-2015 5 1341 $416.67 *Best Avail.. 20 Tape Chart
111 0vao Silcox, Joshua 14-Jul-2015 | 28-Jul-2015 g 1314)  $471.43 *Best Avail.. 20
= 508 0VSK Reid. Eva 20-Jul-2015 | 23Jul-2015 2 13500 $500.00 *Best Avail.. 20
]
0 - &1l Falios j Refresh | Select Mave Summary
Room Charge: $500.00
@|3|# |Date & [TCode|Description Amount | Tax Total oucher A ?th?' Eharge: :g?gg
[ 1 22Jul-2015 RCH Fioom Charge $500.00 $75.00 $575.00 - -
A 1 22Jul-2015 IRD-F  |BRE&KY $60.00 $3.00 $63.00 \onal: $666.75
1 22-Jul-2015 PARK  PARK $25.00 $3.75 $28.75 ™ Credits: $0.00
Balance: $666.75
Credit Limit: $666.75
Available Credit: $0.00
N
$585.00 $81.75 $BEE. 75 v -
< > (@ Mow ) Stay
Guest Infa Falio
ADMIN, RSI 22-Jul-2015 02:03 PM SmartBackup not available

Increase an In House Guest's Credit Limit

To increase a guest's Credit Limit, go to Transactions -> Guest Folio Credit Limit.

ﬂ Front Desk Reservations  Reports Swyztem Configuration Operations Expart/lmpaort Search  Help
-] Post Payment =1 =1 =
ii’ Post Charges ] :[:'l_‘, :l':'[: == ‘ﬁ
Whalk-n | ion  Req Card Guest Folio  Post Charges  Post Payment
T O B R — DateOut |Stap |RedD  |Rate Ratecode Adt Chid| ~ b In House
= SUSSERelio CrediEHimit , 5 | 24-Jul-2015 8 1315 $48000 *Bestéwal. 2 0 Arrivals
P Unprocessed credit card transactions e on ) ioie g 1320 440000 Besthval. 2 O Departures
Authorized Transactions 15 23Jul2015 0 1353 4500.00 *BestAwal. 2 O Reservations
y = Folio Appearance 15 23Jul2015 0 1354 450000 *Bestiwal. 2 O Checked Out
= 15 28Jul2015 8 1303 $39205 *Besthval. 2 O No Shows
=" Cancel All No Shows 15 27-Jul2015 7 1326 $408.33 Bestéval. 2 0 Cancelled
Lo 15 30Jul-2015 7 1327 $39567 “Bestival. 2 O e e
109 TVK Bishap, Hally 17Jul2015  29.Jul2015 5 1341 $41667 Bestéval. 2 0 Tema o
111 0vao Silcax, Joshua 14Jul2015 2802015 8 13114 $471.43 *Bestiwal. 2 O
= 508  OWSK Feid, Eva 20Ul 2015 23Jul-2015 2 130 450000 *Bestiwal. 2 O
LS

Enter Additional Credit

Enter the additional amount of credit that you would like to place on the Guest Folio into the
box located to the right hand side of the “+” sign.
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Resz D 1354
Foom 1059 Guezt Greene, Shelley

Dizable orviine processing [

CreditLimit 666,75 |

Available Credit | 0.00 |+ oo

| Paost || Eancell

Post

Select "Post" to apply the additional credit.

Rez 1D 1354
Room 105 Guest Greene, Shelley

Dizable arvine proceszing [

CreditLimit 65675 |

Available Credit|0.00 o+ (100 |

I Post I| I:ance||

Review New Credit Limit
The Guest Folio will now reflect the total credit (Credit Limit), as well as any additional credit
(Available Credit) they may have to cover other incidental charges.

In this example, the guest has a Credit Limit of $666.75 for the projected charges on their folio
(Room & Tax + scheduled Guest Services), plus an additional $100 for any other incidentals they
may incur. The Credit Limit reflects the sum of these as $766.75.
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Rez 1D 1354
Room 105 Guezt Greene, Shelley

Dizable online proceszing [

Credit Lirnit 7BB.7H
Aeallable Credit [100.00

The Folio "Summary" View

+ Balance - Reflects the sum of current charges on the Guest's Folio

+ Credit Limit - Reflects the total Credit Limit (including additional credit obtained)

+ Available Credit - Reflects additional Credit over and above the sum of any current and
scheduled charges on a Guest's Folio. NOTE: If you are using a Credit Card Interface with the
PMS, this is additional money held as an Authorization on the Guest's Credit card, and unless
used during their stay, will be released upon check-out.

0 - All Foliog ;I Refresh | Select Move Summary

Foom Charge: $500.00

D3¢ |Date & |TCode| Description Amount  |Tax  |Total ‘“Youcher ?th'_a' e :g?gg
I 1 22-Juk2015 FCH Room Charge $500.00 $75.00 $575.00 = —
| 1/ 22-Julk2015 IRD-F | BRE&KY $E60.00 $3.00 $63.00 Total: $666.75
u 1| 22-Juk-2015 PARE. | P&RK $25.00 $3.75 $28.75 Credits: $0.00
Balance: $666. 75

Credit Limit: $766.75

Available Credit: $100.00

$585.00 $81.75 $66E. 75
a | | | = v (®) Mew () Stay
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