Room Assignment Shortcut

This feature is available on the Arrival and Reservation screen:
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Title: Telephone: 2538845580
Firstname:  Bill and Marcia W obile:
Lastname:  Heath E-mail
Steet address: 11319 Country Club DR Guest Mote:  Low floor request

City:  Anderson lsland.
State  Washington
Country:  United States

Zip 98303 Card Type: Travel Agency
Client Type:  Leisure

Rleservation note:

Expiry [mrndyy]: /!
Rate Code:  *Best Available Rate Card Murber: ehicle License
Source: Card Holder:
Guest Info Folia
Guest Information T.Bryn 02-5ep-2016 09:26 AM

Basic Room Assighment

Double Click on the Room field to bring up the Room Assignment box => click on the drop down
to select the desired room number => click Post to assign the room:
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Advanced Room Assighment

For a more advanced shortcut, click on the three dots on the Room Assignment:
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Post Cancel

This will bring up a modified version of the Room Assignment Calendar (the full version of the
Room Assignment Calendar is found under the operations Menu; best used when assigning
multiple rooms) => the dates of the reservation will load automatically in the Date From and
Date to => only the room type of the reservation will appear => to assign reservation to a room,
click and drag the reservation from the bottom to the desired room number =>
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Or as a second option => double click on the empty cell beside the desired Room Number and
the "Assign reservation to room" box will appear => click Assign to complete:
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Releasing Room

Should you choose the wrong room, double click on the Res Id of the Reservation you just
assigned and the Release Room box will appear:

**Please Note: you can only un-assign the reservation you are currently working in. For full
capabilities or assigning multiple rooms, use the full Room Assignment Calender found under
the Operations menu**
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Upon releasing the reservation from the room, it will appear down at the bottom to be re-
assigned:
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