How to Create a Reservation for a Group
Guest

The following steps review how to create a reservation for Group Guests that need to be
attached to a specific Group Block in the PMS.

NOTE: Group reservations may also be entered via the Rooming List of the Group
Wizard.

Step 1: Select the New Res button (or press the F2 function Key)
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Step 2: Enter the reservation details

Start with entering the Arrival and Departure dates of the group first, then selecting the Client
Type. You will notice that after making these selections, the Group box will automatically
populate with any groups that are bookable over that date range. Using the drop down list,
select the applicable Group Block that you wish to make a reservation for.

TIP: For booking a Group reservation, the Client Type must have the "Group/Tour/Convention"
function assigned to it. This is set up in the Client Types Module.

+ 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 Group Client Type for our Group
Guest (NOTE: The Client Types in your PMS may vary from this document, depending on
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your property's configuration. If you are unsure of which Client Type to select for a Group
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.

* Group - when a Group Client Type is selected, and the Arrival and Departure dates are set
to fall within the Group's block dates, the Group field will automatically populate with a list
of available Groups. Use the drop down menu to select the appropriate Group Block for
your reservation. This allows the PMS to further define which rates are available for a
specific company. (NOTE: The binoculars icon can be selected to enter the Group Module
should you need to look up, add or modify a Group Account at the time of booking).

+ 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.

Reservation - NEW

Client Type ~ GROUP ~ [Group Mahegany Run PGA o QI Rate  50.00 [ Guarantee
. O wait List

R Ch RCH e I &n 00
oom Lharge Groups will display here based Taxes S0.00

Arrival 22-May-2020 ~ Nights 3 : on Arrival and Departure dates Other | 50.00

Departure 25-May-2020 ~ C/OTime 11:00 Total |$0.00

Refresh

1. Click on 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 box-outline
flashing around it when it needs to be clicked.

2. The Inventory that displays is based on the block that is currently set for this Group within
the Groups Module. Rooms that are bookable as part of the block will be displayed in light
blue, and rooms not being held in the block are displayed in red. The inventory numbers
displayed are also specific to the block, and not the Hotel's overall inventory levels. In this
example, we see only the OVK and OVSK rooms have available inventory, with 4 rooms each.
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All other room types are displaying 0's. This means we are not holding any of these room
types under the Group's block. This does not mean that we are sold out of these room types
for this day. To check the actual inventory available outside of a block, please consult the
Inventory Calendar (F12), or simply click the "Details" button just left of the "Refresh"
button.

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.

Reservation - NEW

Client Type  GROUP | Group Mahogany Run PGA ~a Rate | $0.00 [ Guarantee
= O waitList
Eoowlchanel) RCH i Taxes $50.00
Arrival 22-May-2020 ~ Nights 3 : Other $0.00
Departure 25-May-2020 ~  C/0Time 11:00 Total $0.00
Guestinfo Services Travel Agent GuestShare Routing Details Room Number:
2ok Room Tvne . May 22 23
Book Room Type Rate Fri
PROPERTY 6 6 5 [JEnable assignment
> O saa » 5 5 5 Lockoff
O s« 3 0 0] 1]
-
O obaa y 1 1 1
O ok v 0 0 0
O exs N 0 0 0
[0 House Account R 0 0 0
- |
[ Enable Rate Overriding  [[] Enable Overbook [] Enable Restriction Overriding OK
ResiD: 0 Created by: ADMIN, RSI Cancel

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!

Guest Info  Services Travel Agent Guest Share Routing Details
\pri6 Apri7 Aprig
Book Room Type Rate fl o _l.l “l b !
z hu Fri Sat
PROPERTY 39 40 38

saq i 9 9 9
SK R 9 9 7
Dag F 6 6 6

DK i 5 6 6

750 sqgft 1 Bedroom Suite featuring a King-sized bed, fireplace, full kitchen and wrap-around
balcony with lake views. A queen-sized, pullout sofabed is avavilble for additional guests

OO0OoooOooooao
py

PHY Comfortably sleeps 4 adults, this suite may accommodate 1 rollaway bed or child cot.
PHS 5 3 3 3

» 0 0 0
House Account N 5] 6 5]
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Choosing a Rate

Select the pivot arrow in the Rate column to view your Available Rates for a specific Room Type.

GuestInfo Services Travel Agent GuestShare Routing Details
Book Room Type Rate ::I';ﬂ = [:'; = gLﬂ_l o
PROPERTY
> O saoq I. I 5 5 5
O sk , 0 0 0
[J pao v 1 1 1
O ok 3 0 0 0
O exs v 0 0 0
[0 Heuse Account , 0 0 0

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

GuestInfo Services Travel Agent GuestShare Routing Details
Book Room Type Rate ::I.;a “ [:::' - [:Lﬂj “
PROPERTY
O sao - 5 5 5

Rate (click to view restrictions) May 22 May 23 May 24 L]

Fri Sat sun
> )@ Group Rate $166.67 $175.00 $175.00 $150.00
[0 MANUAL RATE

| =
O sk ' 0 0 0
[0 paa v 1 1 1
O ok ' 0 0 0
[0 Exs ' 0 0 0
[0 House Account , 0 0 0

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).
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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.

Guestinfo Services Travel Agent Guest Share Routing Details Room Number:
e tay 22| May 23 May 2 B | -
Enable assignment
O saa ~Group Rate 5 5 5 [ Lockoff
E
> > Group Rate $166.67 $175.00 $175.00 $150.00 I
[0 maNuAL RATE
| =
O sk 3 0 0 0
O oaa v 1 1 1
O ok 3 0 0 0
O exs 3 0 0 0
[0 House Account N 0 0 0

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 GROUP
Room Charge  RCH
Arrival 22-May-2020

Departure 25-May-2020

Adults 2 Child 0

Guest Info  Services Travel Agent

House Account

[ Enable Rate Overriding  [] Enable Overbook [] Enable Restriction Overriding

ResliD: 1020

Nights 3

C/OTime

Rate

» Group Rate
»
»

3

Group Mahogany Run PGA

Guest Share Routing Tasks

May 22 | May 23 |May 24

Fri 8un

5 5 5
0 0 0
1 1 1
0 0 0
0 0 0
0 o 0

Created by: ADMIN, RSI

Reservation - NEW

Rate =

Taxes

Other $0.00

Total >

Details

Guarantee
‘Wait List

Refresh

Room Number:

Enable assignment

[ Lockoff

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 GROUP
Room Charge RCH

Arrival 22-May-2020
Departure 25-May-2020

Adults 2 child 0

Nights 2

C/OTime

Guest Info  Services Travel Agent

Book Room Type

PROPERTY
sQQ

SK

paQ

DK

EKS

ooooo®

House Account

[] Enable Rate Overriding [] Enable Overbook [] Enable Restriction Overriding
ResID: 1020

Rate

» Group Rate
»
»

3

Group Mahogany Run PGA

Guest Share Routing Tasks

5 5 5
0 0 0
1 1 1
0 0 0
0 0 0
0 o 0

Created by: ADMIN, RSI
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B 04
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[ Lockoff
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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 Guest Search enabled, please consult
this article before proceeding: How to use the Search Feature when "Force Search"
Permission is on

Reservation - NEW

Guarantee

Client Type GROUP Group Mahogany Run PGA
. Wait List
Room Charge RCH
Arrival 22-May-2020 Nights 2
Departure 25-May-2020 C/OTime 00 Total $525.00
Adults 2 Child 0

Calendar] NENESAUIGN [ Services  Travel Agent  Guest Share Routing  Tasks Room Number:

EN=SECN  Custom Data 204

Second Address [ use Address from Group/Tour/Convention Account Enable assignment
First Name ™~ H Clear Q [ Lockoff
Last Name Telephone

Address Mobile
E-mail
Zij Cil
° ty Loyalty
Country e State
Nationality s P/O Number Opt into Marketing Campaigns
Accept General Email
Owe
Source of . .
Business ~  PostDeposit: [] amount
Guest Mote Payment method
Card Type |
All Charges to Master Account
Res. Note
Number
Vehicle Make ' Medel s ExpiryDate _-_ (MMYY) Auth oK
Color ~  License Card Helder Credit Cards

Cancel

Search past guest profiles

The first step should always be to search for an existing Guest Profile by using the Magnifying
Glass icon 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 BElCEMINGN Services Travel Agent Guest Share Routing Tasks

CNEARREIEN Customn Data
(NETFNGGICEEN Second Address
R

First Name o Clear Q
—
Last Name Telephone
Address Mabile
E-mail
Zi Ci
. y Loyalty
Country e State e
Nationality ~  P/0ONumber Opt into Marketing Campaigns
Accept General Email
Owie
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 Search button to the right of the screen to see if the guest has an existing Guest
Profile.

E Guest Search X

Full Name Phone Address City Loyalty Number E-mail

>

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.

am a
First Name: LastName: sm Required I Search I

Loyalty Number: E-mail:

Ok Cancel

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.
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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

+ 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

E Guest Search X
Full Name Phone Address City Loyalty Number E-ma
» Smith, Dan 555-234-0987 .. 123 AshRoad Beverly Hills smithd@work
Smith, Helen 555-234-0875 2155 Arlington Crescent Schenectady Helennn@home
Smith, Kelli 477-477-2345 ... 847 Main Street Pueblo thastsme@home
[E ﬂ-
First Name: Last Name:  smith Required Search
Loyalty Number: E-mail:

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!
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M Services Travel Agent GuestShare Routing Tasks Room Number:
ICE@EIEN Custom Data

(EMELLIEER] Second Address Enable assignment

First Name hd Clear Q,
Last Name Telephone
Address Mobile

E-mail

Zip oy Loyalty

Country ] State

Nationality ~s  P{ONumber Opt into Marketing Campaigns
¥4 Accept General Email

Owvie

s PostDeposit: [] Amount:

Source of
Business

Guest Note Payment method

Card Type v
Res. Note Number Manual Entry
Vehicle Make ' Model s ExpiryDate - (MMYY) oK
Color “ License Card Holder Credit Cards

Cancel

+ 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

Owe

+ 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.
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Source of

Business ~  PostDepesit: [] Amount:

Guest Note Payment method
Card Type |
Res. Note Number Manual Entry
Vehicle make " Model s ExpiryDate __ (MMYY) oK
Color ~ License Card Holder Credit Cards

Cancel

Entering Additional Credit Cards

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

1. After selecting the Credit Cards button the “Available Credit Cards” box will appear.

2. Select the “New” button at the top of the screen.

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

Payment method
Card Type |
Number Manual Entry

ExpiryDate - (MM YY)

Card Holder Credit Cards

a Available Credit Cards X

a Available Credit Cards x

Type: VIS
Number 4484333322221111

3 122 My o
Norme on Gard [Dan st A4

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.
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Reservation - NEW

Guarantee

Client Type LEISURE Rate S
n Wait List
Room Charge  RCH
Taxes
Arrival 16-May-2020 Nights 3 Other $0
Departure 19-May-2020 C/OTime 171:00 Total $1,
Adults 2 Child 0
Calendar GuesllnfoTraveIAgenl Guest Share Routing Tasks Room Number:
Style Regular Grouping <ALL> v
Enable assignment
May May May ! Name ! <
Service Name Price 16 17 18  Voucher )
S 8 M
@ . ° > Airport Transfer
>
Breakfast per Person
1 Chocolate Covered Strawberries
Early Check-In Request
Extra Towels
High Floor Request
High Floor Request
- Hypeallergenic Bedding
0 a
Late Check-Out R t
Service Charges: $0.00 ate bneck-Out Reques
Taxes: $0.00 Overnight Parking
Total: $0.00 Pet In Reom
Rollaway Bed in Room oK
-]
ReslD: Cancel

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 GuesllnfoTraveIAgent Guest Share Routing Tasks Room Number:

Style Grouping <ALL> ~

May May May [ - | Name - |
Service Name Price 16 17 18  Voucher )
Sa 3u Mo

Enable assignment

Airport Transfer

I) Breakfast per Person I

Chocolate Covered Strawberries
Early Check-In Request
Extra Towels
High Floor Request
High Floor Request
- Hypoallergenic Bedding

Late Check-Out R t
Service Charges: 50.00 ate Lheck-Out Reques

Taxes: 50.00 Overnight Parking
jiotat $0.00 Pet In Room

Rollaway Bed in Room oK

ReslD 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,
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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.

Calendar Guest Info Travel Agent GuestShare Routing Tasks Room Number:
Style Regular  ~~ Grouping <ALL> R
Enable assignment
May May May -] Name & <
Service Name Price 16 17 18  Voucher )
Sa Su Mo
Airport Transfer

» Breakfast per Person $10.00 2 2 2
—— > Breakfast per Person

|I| Chocolate Covered Strawberries
» Early Check-In Request
Extra Towels
High Floor Request

High Floor Request

B ’ )
Hypoallergenic Bedding
[ |
Service Charges: $60.00 Late Check-Out Request
Taxes: $3.00 Overnight Parking
Total: $63.00 Pet In Room
Rollaway Bed in Room OK

ReslD: Cancel

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.

Calendar Guestinfo Services JBUIEVCILNEUR N Guest Share  Routing  Tasks

Travel Agent | i Search |ATA Q
Contact IATA
Override com. % Default %

Additional Travel Agents

Name Contact Commission

>

Add

Delete

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.
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Calendar Guestinfo Services BIENEENENS GuestShare Routing  Tasks

Travel Agent ABC Travel Agency woQ Search |ATA Q,

Contact Ann Buchanan| IATA 010123

Override com. % IDefauIt 10.00 %I

Additional Travel Agents

Name Contact Commission

Add
>

Delete

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 Guestinfo Services BIEEENENS GuestShare Routing Tasks

Travel Agent ABC Travel Agency o Search IATA

Q
Contact Ann Buchanar| IATA 010123

Override com. % Default 10.00 %

Additional Travel Agents
Name

Contact Commission
>

Delete

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.
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Calendar Guestinfo Services WIEVEELNEN Guest Share Routing Tasks

Travel Agent ABC Travel Agency| v| Q, Search |ATA Q

Contact Ann Buchanan IATA 010123

Override com. % Default 10.00 %

Additional Travel Agents

Name Contact Commission [l ok
? Cancel
=l
Travel Agent v a, LATA Search |ATA Q,
Contact Override com. % Default %

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 GuestInfo Services Travel Agent I Guest Share Routing Tasks

. . El
First Name Last Mame Use Folio | Folio Store as Guest

> O O

Delete Edit Post Cancel

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

How to Create a Reservation for a Group Guest Page 15



+ 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 JENGEESUEICH Routing Tasks

First Name Last Mame Use Folio  Folio Store as Guest [
b Jessica Stone 2
El
nsert Delete Edit Cancel
After the Post button is selected, you will have the option to “Split Room Charges Equally” by
checking the check box below.
Calendar GuestInfo Services Travel Agent Routing Tasks
First Name Last Mame Use Folio | Folio Store as Guest H
» Jessica Stone 2
=l
Insert Delete Edit I Split Room Charges Equally®™ I Post Cancel

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

How to Create a Reservation for a Group Guest Page 16



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
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 GuestInfo Services Travel Agent Guestsharell Tasks

- . . T . - . [=]
ransaction Group ransaction Res. ID Room Guest Name Folio Amount
> O
Transaction Group ~
Transaction Code
Folio Number ~ [ route to the same booking
Amount  0.00 [ percentage (Amount routing feature only works on future postings)
Res. ID il Room Filtered by
Mame @ In House

() Reservations
(O 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
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+ Select the correct Res ID from your list (This is the destination Reservation where the routed
charges should end up)

H n n
+ Click "ADD
Calendar GuestInfo Services Travel Agent Guest Share Tasks
_ - - . S e o . [=]
ransaction Group ransaction Res. ID Room Guest Name Folio Amount
> O
Transaction Group Room Charge N
Transaction Code RCH | |Room Charge
FolioNumber 1~ [] Route to the same booking
Amount  0.00 [ Percentage (amount routing feature only works on future postings!t)
Res. D [1002| ~ Room 203 Bikeredby
Mame Murdock Bryan (®) In House
() Reservations
) Mone

Update Delete

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 GuestInfo Services Travel Agent Guest Share Tasks

- - - . T N . [=]
ransaction Group ransaction Res. 1D Room Guest Name Folio Amount
> Room Charge RCH 1002 203 Murdock Bryan 1 0 O
Transaction Group Room Charge N
Transaction Code FCH ~| |Room Charge

Folio Number 1 D Route to the same booking

Amount 0.00 [ percentage (Amount routing feature only works on future postings!t)
Res.ID 1002 v Room 203 Filtered by
Mame Murdock Bryan (®) In House
O Reservations
© None
Add Update Delete Reload

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
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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 Guestinfo Services Travel Agent GuestShare Tasks

ransaction Group Transaction Res. 1D Room Guest Name Folio Amount

> O

Transaction Group Rcom Charge o
Transaction Code RCH | |Room Charge

Folio Number 2 -~ Route to the same booking

Amount 0.00 [ Percentage (Amount routing feature only works on future postings!t)
Res. ID Room Filtered by
Name (®) In House
(O Reservations
O None

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.

When the routing is successfully set up, it will be displayed in the list of routed charges.
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Calendar Guestinfo Services Travel Agent Guest Share Tasks

Transaction Group Transaction Res. 1D Room Guest Name Folio Amount B
I) Room Charge RCH 0 2 0 O II
Transaction Group Room Charge R
Transaction Code RCH ~s  |Room Charge

Folio Number 2 -  [¥ Route to the same booking

Amount 0.00 [ Percentage (Amount routing feature only works on future postings!!)
Res. ID Room Filtered by
A2 @ In House
O Reservations
O None

Update 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.

Reservation - NEW

Guarantee

Client Type GROUP Group Mahogany Run PGA
Room Charge | RCH Wait List
Arrival 22-May-2020 Nights 3
Departure 25-May-2020 C/OTime 11:00 Total $525.00
Adults 2 Child 0 Refresh
Guest Info Services Travel Agent Guest Share Routing Tasks Details Room Number:
Book Room Type Rate L;f = ';: = r\:\uaﬂ B B 204
PROPERTY 6 6 & Enable assignment
> sQaQ » Group Rate ] 5 5 [ Lockoff
O sk N 0 0 i}
[ baa v 1 1 1
O ok » 0 0 0
[0 House Account N 0 0 0

- |
[ enable Rate Overriding  [[] Enable Overbook [] Enable Restriction Overriding “

ReslD: 1020 Created by: ADMIN, RSI Cancel

"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.
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ERROR

Reservation is expired. Try to rebook

Refreshing reservation

To refresh and complete your reservation:

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.

Lk wn =

Reservation - NEW

Client Type GROUP ~  Group Mahogany Run PGA A

Rate $0.00
Room Charge RCH hd S
Arrival 22-May-2020 v Nights 3 Other
Departure 25-May-2020 ~ C/OTime 11.00 Total | $0.00
Adults 2 L chido
I IGueEt Info Services Travel Agent Guest Share Routing Convert Rate Details
BookRoom Type Rate ::;Iﬂ 22 |May 23 r‘jn 24
PROPERTY
[ clelel » Group Rate 5 5 5
O kx N 0 (] 0
O Jpaa , 1 1 1
O bk N 0 0 0
O Exs N 0 0 0
O MHouse Account N 0 0 0
e

[J Enable Rate Overriding  [] Enable Overbock [] Enable Restriction Overriding
ReslID: 1020 Created by: ADMIN, RSI

How to Create a Reservation for a Group Guest

Guarantee
D ‘Wait List

Room Number:

204 N
MEnable assignment
[ Lockoff
oF
Cancel
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Reviewing the completed Reservation

Once created, the reservation will then appear in the PMS. Notice the highlighted fields showing

the Group Information for this booking.

a RoomKeyPMS RoomKeyPMS Hotel (Ver. 10.0.0.1) = a
Front Desk Transactions Reservations Reports System Configuration Operations Export/import Search Help
G 8 O F
| . & = — = =2
Walk-In NewRes.  Change Res. Cancel Reservation Cenfirmation  GuestFelio PostCharges Post Payment
& o B Room Room Type Name DateIn 4 Date Out Rate Adit Chld Rate c In-House
> B 204 saq Brown, Luis 22-May-2020  25May-2020  -25 020 $16667 2 0 GroupRate Arrivals
Departures
Checked Out
No-Shows
Cancelled
Wait List
Tape Chart
-]
Guest Info Folio
Guarantee to Credit Card
Title: Client Type:  Group/Tour
Firstname: Luis Rate Code:  Group Rate Guest Note:
Lastname: Brown Source:
Streetaddress: 223 Bell Blvd Vebhicle License:
City: Fairfax Card Type: MC
State Virginia Expiry (mm/yy): 05 /23
Country: United States Card Number: ~ *rrexrsnmexx] ] Reservation note:
Zip 22031 Card Holder:  Luis M. Brown All Charges to Master Account
Telephone: 321-446-4875 Travel Agency:
Mobile: Group/Tour Mahogany Run PGA
E-mail: |brown@email.com
ADMIN, RSI 27-Apr-2020 04:09 PM [ smartBackupnotavalable |
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