
I am a new Reservation Agent - How do I get 
started? 

Use the following article links to learn about common Reservation Agent tasks and 

functions in RoomKeyPMS 

Login 

Use the following articles to learn more about managing a RoomKeyPMS Login: 

• How to Log into the PMS 
• How to Change my Password 
• How to Reset a Clerk ID Password for a User 

Create & Manage Reservations 

 PMS Shortcut Keys 

Use the following articles to learn more about reservation management functions in 
RoomKeyPMS: 

Create 

• How to Create a Reservation for an Individual Guest 
• How to Create a Reservation for a Corporate Guest 
• How to Create a Reservation for a Group Guest 
• How to View a Room Type & Rate Description during the Reservation Process 
• How to Assign a Room Number during the Reservation Process 
• How to Email a Reservation Confirmation or Cancellation Confirmation 

Manage 

• How to Search for a Guest Reservation 
• How to Copy a Reservation 
• How to Modify a Reservation 
• How to Cancel a Reservation 
• How to Post a Deposit 

Additional Reservation Management Functions 
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https://support.roomkeypms.com/a/397775-how-to-log-into-the-pms
https://support.roomkeypms.com/a/509521-how-to-change-a-clerk-password-article-archive#changing-passwords-from-the-main-menu
https://support.roomkeypms.com/a/509521-how-to-change-a-clerk-password-article-archive#changing-passwords-from-the-clerks-module
http://support.roomkeypms.com/a/399165-pms-shortcut-keys
http://support.roomkeypms.com/a/399169-how-to-create-a-reservation-for-an-individual-guest
http://support.roomkeypms.com/a/403158-how-to-create-a-reservation-for-a-corporate-guest
http://support.roomkeypms.com/a/404909-how-to-create-a-reservation-for-a-group-guest
http://support.roomkeypms.com/a/407559-how-to-view-a-room-type-rate-description-during-the-reservation-process
http://support.roomkeypms.com/a/408901-how-to-assign-a-room-number-during-the-reservation-process
http://support.roomkeypms.com/a/417270-how-to-email-a-reservation-confirmation-or-cancellation-confirmation
http://support.roomkeypms.com/a/400953-how-to-search-for-a-guest-reservation
http://support.roomkeypms.com/a/408910-how-to-copy-a-reservation
http://support.roomkeypms.com/a/408900-how-to-modify-a-reservation
http://support.roomkeypms.com/a/408914-how-to-cancel-a-reservation
http://support.roomkeypms.com/a/407561-how-to-post-a-deposit


• How to Create a Reservation for a Wholesaler Guest 
• How to Create a Reservation using Overbooking Limits 
• Wait List Reservations 
• How to Override a Rate 
• How to Overbook a Room Type 
• How to Reinstate a Reservation 
• How to add a Second Address to a Guest Reservation 
• How to Book a Reservation with Multiple Rates 
• How to use the Tape Chart in your PMS 

Managing Reports 

Use the following articles to learn more about common Reservation reports in RoomKeyPMS: 

• Property Dashboard (F1) 
• Property Dashboard Reports 

• How to use the Inventory Calendar (F12) 
• Print Guest Notes Report 
• Cancellation and Early Check out by Reason 
• Rate Restriction Override Report 
• Rate Override/Variance Report 
• Reservations by Client Type 
• Reservation by Source of Business 

 Accessing RoomKeyPMS requires an internet connection. If your internet goes down, 

you can use the Smart File Backup button from the Login Page to access emergency 

reporting 

Click Here to Access More Getting Started Articles 

• I am a new Front Desk Agent - How do I get started? 
• I am a new Night Auditor - How do I get started? 
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http://support.roomkeypms.com/a/403672-how-to-create-a-reservation-for-a-wholesaler-guest
http://support.roomkeypms.com/a/1079056-how-to-create-a-reservation-using-overbooking-limits
http://support.roomkeypms.com/a/406489-wait-list-reservations
http://support.roomkeypms.com/a/406495-how-to-override-a-rate
http://support.roomkeypms.com/a/406538-how-to-overbook-a-room-type
http://support.roomkeypms.com/a/408986-how-to-reinstate-a-reservation
http://support.roomkeypms.com/a/408908-how-to-add-a-second-address-to-a-guest-reservation
http://support.roomkeypms.com/a/409745-how-to-book-a-reservation-with-multiple-rates
http://support.roomkeypms.com/a/421965-how-to-use-the-tape-chart-in-your-pms
http://support.roomkeypms.com/a/530259-property-dashboard-f1
http://support.roomkeypms.com/a/530259-property-dashboard-f1#property-dashboard-reports
http://support.roomkeypms.com/a/421861-how-to-use-the-inventory-calendar-f12
http://support.roomkeypms.com/a/536591-print-guest-notes-report
http://support.roomkeypms.com/a/536578-cancellation-and-early-check-out-by-reason
http://support.roomkeypms.com/a/536586-rate-restriction-override-report
http://support.roomkeypms.com/a/537760-rate-override-variance-report
http://support.roomkeypms.com/a/536571-reservations-by-client-type
http://support.roomkeypms.com/a/536575-reservation-by-source-of-business
http://support.roomkeypms.com/a/421976-how-to-access-use-troubleshoot-your-smart-files-backup
http://support.roomkeypms.com/a/1402954-i-am-a-new-front-desk-agent-how-do-i-get-started
http://support.roomkeypms.com/a/1402962-i-am-a-new-night-auditor-how-do-i-get-started
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