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Acronyms
CRS: Computerized Reservation Systems

PMS: Property Management Systems
OTAs: Online Travel Agents

CRM: Customer Relationship Management
API: Application Program Interface

RMS: Revenue Management System
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Introduction to the Module:

This unit describes the knowledge, skills and attitude required to perform pre-arrival and arrival

operations using computerized system. It includes operational activities of creating a reservation

and registration processes using automated system.

This module covers the units:

Identifying the features offered by a computerized reservations systems

Operating a computerized reservation system

Carrying out registration of guests using computerized system.

Minimizing waste of printed materials

Learning Objective of the Module

Identify the features offered by a computerized reservations systems

Operate a computerized reservation system

Carryout registration of guests using computerized system.

Minimize waste of printed materials

Module Instruction

For effective use this modules trainees are expected to follow the following module

instruction:

1.
. Accomplish the Self-checks at the end of each unit

2
3
4.
5

Read the information written in each unit

Perform Operation Sheets which were provided at the end of units
Do the “LAP test” giver at the end of each unit and
Read the identified reference book for Examples and exercise
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Special Instructions

This Training material i.s prepared as a sample for the Unit of Competency of “Perform Pre-arrival

and Arrival Operations” using Fortune Next 6i/ IDS Next hotel software. Here we recommend the

TVET institutes to prepare their own training material as per the curriculum and hotel software

they have. The following are some of the hotel software you may find in different training

institutes but not limited to:

e |DS Next/ Fortune Next
e CNET ERP Hotel Software

e Opera Software

e New Hotel
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Unit One Identify the Features Offered by a Computerized Reservations

Systems
This learning guide is developed to provide you the necessary information regarding the following
content coverage and topics:
e Explain the benefit of computerized reservations system

e Describe functions that can be performed on a computerized reservations system,

This guide will also assist you to attain the learning outcomes stated in the cover page. Specifically,
upon completion of this learning guide, you will be able to:
e Explaining the benefit of computerized reservations system

e Describing functions that can be performed on a computerized reservations system,
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This unit enables you identify the basic features of the hotel software with respect to the overall
operations of pre-arrival operations, detailing the concepts of reservation and its operations in
hotels’ software system. Describes major functions performed on a computerized reservation
system. Based on the IDS/Fortune Next 6i, which TTI uses for PMS training, the unit contents and
their respective operations are illustrated as follows.

1.1.  Explaining the benefit of computerized reservations system

The advantages of central reservation systems (CRS) in the hospitality industry go beyond
efficiency in booking and reservation. The data distribution software aids central hotel
management by relaying data from property management software (PMS) to various distribution
channels. In turn, when customers make bookings from third-party sources, the information goes
through the CRS to the PMS for synchronization.

Nowadays, two-thirds of hotel bookings are made through online travel agents (OTAs) and travel
websites. Some internet users will also visit the hotel’s website for direct bookings. That means
you need many distribution channels to hit the maximum occupancy levels. Managing the
distribution channels offline is hectic. Besides, the hotel’s management must control the flow of
information across all departments to avoid double booking and ensure guests have fantastic

experiences.

Specifically for chain hotels, it allows you to create reservations on a chain level and funnel them
to a centralized booking engine that you can then connect to a customer relationship management
tool (CRM). A CRS gives you maximum control of the booking process by synchronizing data and

automating some processes.

What are the advantages of using a central reservation system?

There are plenty of advantages to using a CRS that a hotelier can benefit from. The CRS
essentially acts like a global distribution center, storing hotel rates and availability so that it’s

more accessible to online channels such as OTAs and travel agents.

So what are the benefits of a central reservation system beyond booking? We’ll look at how a CRS

helps build better customer relationships, synchronizes information, increases flexibility and
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efficiency, saves time and money, keeps track of reservations and streamlines payment. Let’s dive

in.

1. Better customer relationship

Hospitality flourishes through the provision of quality services and building meaningful
relationships with customers. It’s good to wish your customers a happy birthday or remember them
during the holidays. A happy customer will bring in referrals and more business. A CRS helps you
build sustainable relationships by identifying customers' buying patterns and recording relevant

information to understand them better.

This information allows you to provide personalized services and improve guest experiences.
Some of the customized services include seasonal prices and discounts for regular customers, and a
cancellation policy. You can also adjust children's rates and meal plans to suit their preferences.
Alternatively, you can make their booking process seamless by pre-filling their preferred room
types and personal information. Customers appreciate even small gestures, making them more

likely to recommend your hotel to their friends.

2. Synchronization of information

In the past, hotels had to manage reservations and bookings manually. When a guest checks in or
leaves, the front office and sales staff need to update the available rooms and regularly update the
bookings list. Setting room rates, determining availability and managing bookings manually often
leads to overbooking or double booking due to human error. It also leads to guest inconvenience,

especially if customers fully book the hotel.

You can avoid all those errors and inconveniences by embracing automation software like central
reservation systems. One of the major selling points of a CRS is that it collects hotel data,

including available rooms, rates and inventory, making it accessible on a global level.

Hotel management can access the information from any computer, tablet or phone in the building,
and make the necessary adjustments. Moreover, information on occupancy levels and room
rates are available in real time. For example, if a customer reserves a room, the system will

update the status, ensuring it is not available to other visitors. Synchronized data also gives the

Page 9 of 118 Author/Copyright Performing Pre-arrival and Arrival | Training module Version -1

Ministry of Labor and Skills Operations Dec, 2022



https://www.mews.com/en/blog/hotel-overbooking-strategy

customer a time-saving search tool to refine their preference according to dates, location and room

type.

Besides, the online booking system allows visitors to take advantage of special offers and extras
like meal deals and airport transfers. Furthermore, this synchronization takes place on a global
level via the global distribution system interface, meaning that OTAs and travel agents around the

world can access this information.

3. Increases flexibility and efficiency

As market trends change, hoteliers must adapt by adjusting their pricing strategies and policies. A
central reservation system increases your flexibility by adopting new rates and policies according
to the corresponding marketing condition, which can also be adapted on a chain level. The global
market is not uniform, so you can change the rates for various rooms, and the latest prices will be
reflected on the booking website. Apart from occupancy rates, you can also adjust the

commission and cost of distribution resources depending on market fluctuations.

A CRS also allows the implementation of multi-channel marketing strategies, boosting your online
presence and increasing bookings. All the traffic from third-party distribution channels and online
travel agents will come to your booking engine. Therefore, if you link the CRS with your website,
you can provide relevant information like available rooms, price comparisons and helpful
resources to persuade visitors to book a room. That means you can reach worldwide guests without
adjusting hotel data for every location. Besides, central reservation systems have an intuitive
interface that makes the reservation process smooth and stress-free for your guests.

4. Saves time and money

Before hotel booking system software became a standard, hoteliers required additional front
office staff to handle bookings and data entry. During peak season, you had to find extra reception
staff to check-in guests and take care of booking requests. The introduction of reservation systems

that work with all distribution systems eases the burden on hotel management.

Hoteliers need fewer reception staff, reducing the operational costs. Not only that, but your staff

will have time to tend to other customer needs without data entry tasks. You also don’t need sales
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agents to advertise your hotel, and you can keep commissions at a minimum with online travel
agents. Integrating the booking engine with a CRS will also promote direct bookings and reduce

the distribution channels' costs.

If you want to save money further, pair your CRS with the Mews cloud-based property
management system. You can access your information from any part of the world without
worrying about maintaining servers or subscription plans. A central reservation system will

streamline your revenue and grow your bottom-line.

5. Keeping track of reservations

Sometimes, visitors reserve rooms months ahead, especially when they have a holiday planned out
during the peak seasons. Manually managing such reservations can lead to errors. The sales agents
may misplace the booking details, inconveniencing the customer or causing overbooking.

Fortunately, a central reservation system can solve your booking problems.

You can reserve tables and rooms for guests months ahead without worrying about losing track of
the reservation. The system will display the booked days, preventing chances of double or
overbooking. You can also note down guest's special requests during reservations like food

allergies and favorite rooms.

Even better, you can use the reservations to make projections on the peak and low seasons and
make preparations. If you have hotels in various countries, you can still access reservation
information from the online booking system. Chains can even create reservations on a chain level
and steer to a centralized booking engine. Furthermore, you can monitor the occupancy rates in all

your hotels, allocate resources and increase marketing efforts in low-performing hotels.

6. Ease of use and secure payment

A central reservation system is compatible with various distribution systems and property
management systems, allowing the easy streamlining of information. Therefore, hotels do not
need to find new distribution systems. It’s also a user-friendly interface for guests and hotel staff.
Guests can easily navigate the booking process while staff can access or update information with a

few clicks. If you have multiple hotels with separate reservation systems, you can integrate them
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into a central system and monitor your businesses. Furthermore, visitors booking via the CRS
enjoy data security, and their payment information remains confidential. Guests have no reason to

worry about sharing their credit card details since they can access other secure payment options.

e Difference between a CRS and GDS

On the surface, both a CRS and a GDS seem to offer similar functionality. These two systems
distribute your hotel’s rates and availability to various channels. Is it necessary to use both? The
difference lies in the types of channels each system connects to. A GDS can connect your hotel to
a network of travel agents and corporate travel planners. A CRS offers connections to these
partners too, but also to guests themselves via online travel agencies, metasearch sites, and your
direct booking engine. For most hotels, travel agents aren’t the sole source of reservations. Today’s
hotels also need connections to Expedia, Booking.com, and others - plus a solid booking engine to
take direct reservations. For many hotels, a CRS can offer more value than a GDS alone
can. Amadeus is the largest GDS player in the world and also offers its own CRS. Many GDS
players branched into hotel software as a way to expand their offerings with integrated services
geared at the same customers (hotels).

1.2.  Describing the functions performed on computerized reservations system

A property management system, or PMS, is software that helps manage all the operations in a
hotel from catering to accounting with a CRS usually being its main module. We have an all-

encompassing article about how a PMS and all its parts work.

A CRS is either included in the PMS or can be a stand-alone solution. It’s closely related to the
front-desk, as it passes all the information about the new reservations for further processing,
and revenue management modules of the PMS, as it makes price changes according to certain

variables, thus influencing revenue.

The channel manager connects the PMS and all distribution interfaces. It collects information
about the room availability and rates from the CRS and shares it across multiple channels, such as
GDSs, OTAs, wholesalers, metasearch sites, and the hotel’s own website through different types
of APIs. As rooms get booked, it syncs the inventory information throughout all the online

platforms to prevent overbooking and also maintains rate parity. A channel manager can also come
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as a part of the comprehensive PMS, as part of the CRS if the latter is designed separately, or as

independent software to be integrated with the existing hotel software.

Hotel reservation software is designed to automate and facilitate all the booking-related processes.
So, let’s take a closer look at how reservations are created and how technology is involved. A

typical hotel reservation process can be broken down into several steps as described below.

1. Searching for the options. Nowadays there is a multitude of search engines and platforms
to find accommodations. Companies and travel agencies often use a GDS, and individuals
mostly browse through metasearch websites and big OTAs. To have all these sources
present your hotel’s information to potential customers, you have to integrate with them
first and then distribute your ARI through a channel manager. We will discuss the
integration options in more detail further on. So, when somebody is looking for
accommodations, they have to fill in the dates and room type on the website or terminal to
check availability and send the inquiry.

2. Receiving an availability inquiry. The channel manager delivers these inquiries to your
CRS to get the availability information.

3. Checking availability and sending response. At this stage, it’s necessary to verify in the
system if the requested room type is available on indicated dates and get back with the
result. The two-way integration through a channel manager allows this to be done in a
flash, pulling the data from the CRS and shooting it back to the booker.

4. Receiving a reservation request. If the booker is satisfied with the rate and decides to stay
at your hotel, the reservation request is created with the help of the booking engine (either
the booking engine on your side or the OTA’s, depending on the channel) and sent to the
CRS. It contains all the essential information about the number of guests, arrival and
departure dates, room type, contact details, special requests, etc.

5. Confirming and blocking. In case the requested room is still available, it has to be
blocked to prevent double-booking. At the same time, a reservation record is created in the
CRS that contains all the information related to this booking. An email notification is then
generated and sent to the booker to confirm the reservation. Also, it usually contains

payment details and cancellation policy.
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6. Receiving payment. This step is optional as many guests still prefer to pay on arrival.
Many OTAs do not require paying in advance, but having a secure payment tool included
in your booking engine is a big advantage, as it gives travelers the opportunity to pay in a
convenient way and save time during check-in.

7. Transferring information to other departments. The reservation record shares all the
reservation details with other PMS modules. For example, the housekeeping staff has to be
informed about all the expected arrivals in order to appropriately prepare all the reserved
rooms; the front desk should have all the information to ensure a smooth guest check-in;
the reporting module uses this data to create reports, and so on.

8. Optional reservation modifications. Prior to arrival, the booking details might be
adjusted. A guest might want to change arrival or departure dates, type of room or desired
amenities, number of visitors, etc. If that happens, changes have to be confirmed by the
hotel, registered in the reservation record, and shared with other modules.

9. Cancellations. Sometimes reservations are cancelled. In this case, the room has to be
unblocked to allow for further booking, and, if prepayment took place, a refund has to be
issued (if envisaged by the hotel’s policy). As soon as availability changes in the CRS, the

channel manager shares this information across different channels.

Additional features that come integrated with CRS

A lot of CRS providers offer products with the booking engine, mobile application, and/or channel
manager already integrated. That can save you time and money for establishing the connection
between separate products and provide better cooperation between these modules. Let’s see what

those additional functions are and what they can help you with.

e Direct booking (booking engine and website) — With OTAs charging up to 30 percent
commission, it’s critical for hotels to encourage direct bookings. This isn’t possible without a
modern, mobile-optimized booking engine integrated with the hotel’s website. A good online
booking system gives an advantage over competitors as many small hotels still lack online
booking capability, and thus, can’t use their website’s full potential. Some providers offer
website white labels. They are pre-integrated with a booking engine and have all content
management capabilities ready. The only thing a hotelier should do is customize the look to

match brand identity.
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Today, 90 percent of travelers expect a personalized experience when they plan their trips. So
besides displaying the ARI information and processing reservations, a booking engine has to
provide personalization options like sending special requests, scheduling an airport transfer,
pre-stocking room with preferred amenities, or a “choose your own room” feature as in Hilton

hotels.

Additional features that overlap with other systems in a PMS

A lot of providers now offer the all-in-one products that include a broad variety of built-in
capabilities, typically characteristic of other solutions, i.e., customer relationship management
(CRM), a revenue management system (RMS), or customer support. Here are some of those

related additional features.

Rate management — it allows for creating dynamic pricing rules, rate plans and restrictions, set
up season or weekend prices, assigning different rates for different channels, generating geo-
targeted promotions, and more. You can have your rates changed automatically depending on
market demand or your hotel occupancy, or it can set up special discounts for such categories as

senior citizens, military personnel, war widows, etc. to encourage additional bookings.

Profiles management (CRM) — collecting customer data is crucial for providing a personalized
experience and increasing customer satisfaction and loyalty. So, all the information such as contact
details, payment preferences, past stay experiences, membership status, special rates, etc., has to be
stored for future reference and providing customized offers. There can be different categories of
guest profiles, i.e., individual, group, corporate, and more. If you already have a CRM, check
whether it can be integrated with the reservation system in question or consider migrating to a new

one that includes a CRS.

Data collection and reporting — you can maintain control of all the reservation-related processes
with the help of the reporting feature. Keep track of expected arrivals, total booking activity,
occupancy, revenue, and more. All the statistics data can then be turned into the basis for further
analysis and forecasting. Check out our dedicated article about hotel data management for more
details.
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Customer support — research shows that almost 70 percent of people are inclined to spend more
money with a company that provides great customer service and about 97 percent will share with
others if they had an excellent customer service experience. Obviously, providing your guests with
an opportunity to contact you 24/7 with any issue or inquiry and receive professional assistance is

vital.

Today, chatbots and Al solutions have become extremely popular as they can answer up to 80
percent of simple routine questions. They also speed up response time, reduce the need for staff to
handle customer queries, and help save up to 30 percent of customer support cost. A great example
of how this technology is developing is Japanese hotelier Fujita Kanko’s multilingual chatbot that

provides personalized 24/7 assistance in various languages.

e Displays travel services with prices and images
e Inventory and reservation management

e User friendly reservation system

e Online payment gateway integration

e Customer data management

e Email notifications

e Booking cancellation and refund management

Self-Check 1 WRITTEN EXAM

Partl: Essay Type

1. What are the functions performed under computerized reservation system?

2. What are the benefits of using computerized reservations system?
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Unit Two

Operate the Computerized Reservation System

This learning guide is developed to provide you the necessary information regarding the following

content coverage and topics:

Checking availability of required booking

Create new reservations

Performing temporary assignment and room blocking activities
Make accurate updates and amendments to reservations

Process Cancellations

This guide will also assist you to attain the learning outcomes stated in the cover page. Specifically,

upon completion of this learning guide, you will be able to:

Check availability of required booking

Creating new reservations

Perform temporary assignment and room blocking activities
Making accurate updates and amendments to reservations

Processing Cancellations
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Identifying Standards

The following are some of the standards options.

Click To

Enter a new reservation.

Amend an existing reservation.

Cancel a reservation.

Enquire about a reservation.

o

=

I Assign a room to the guest.

Copy a reservation

Re-instate cancelled reservations.

Re-instate no-shows. You can view this button when
you load Room Booking screen.

el
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2.1.  Checking availability of required booking

- Hotel Position

Hatel Pozition

1. Click Hotel Position to view the status of room availability in the hotel. The
following screen appears.

Hoted Position ¥6.0.0
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2. The total number of rooms available on each day of the specified month for different
room types is dlsBIaye_d. o ) _

3. Click Detailed Position as highlighted in the above screenshot. The following
screen appears.

Detailed Position ¥6.0.21

From Dste T

05-SEP-2012 Thursday 14P | 24 | 28 [ oo | EA1 | ERM [ TwD [ Day Toal
Total Rooms 6 1| 4 54 3 15 35 118
* Physical Occupancy 6 |4 48 3 12] 3:\ 10§
* Expected Asivals 1 1 =& 1 a1 P
'SWOVW + + + + + + +
* Expected Depadures | | | 4 | [ 2 6
* Guest Block | | e | ¢ 2 3
Occupancy Forecast 6 | 4 67 3 13 3 125

% 100 | 100] 124 100, 87 91 106
[e— W S
Budget ! } ! ! ! ! !
Vasiance 3 | 4 e 3 13 125
Vacart % BRI EEEEE

Count '
.W - - - - - . -
* Wait sted Bookings | [ [ '
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Day Use [Resv & Inhouse) | | | 1 Il 1
Group Asirvals
Group Checkouts
* Triple Booms
* Extra - Bed Adult 5
* Extra - Bed Chid
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This screen displays information such as total number of rooms, physical occupancy,
expected arrivals and departures, stay over, blocked rooms, agent allocation, available
rooms etc. for all room types. The day total for all the criteria is also displayed. The detailed
position for each can also be viewed.

For example, in the above screenshot, the physical occupancy for Standard type room is 2°.
Double-click on the value o view the detailed position of Physical Occupancy as shown

below
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»

Room |Folo# |Reg # |Guest Name Aaival Nat | ]
3] 1 36313 MiRam Komsl D4SEP-2012  O7SEP-212 PG | |
Compary.. - WOTIF Austrabs
Guest Classhication - Reguist
84 1 36334  DrBooth Frances 05SEP2012  08SEP-2012 PG
Company... - Booking com
Guest Classhication - Regula
85 1 32004  MiDingare \Walter 21MaY- 2012 O7SEP2M12 PG
Guest Classhcahon - Regulat
9 1 36335  FO Puni Fred 05SEP-2012  O7-SEP-2012  SAM
Comparg... - Axlres PNG
Guest Classheaton Regulat
2 1 36285  MiUmezaki Masaheo 03SEP2012  (8SEP-2012 PG
Compary,.. + PNG Insttute of Medical Research [PNGIMR)
Gueat Classhicaon Regulat
93 1 36311 MiAwai Padinus 04SEP2012  (3SEP-2012 PG

ae A Dept of Jushice & Attceney Gerseal
[ Guest Classiicanon - | Reguix

Back

Note: The Detailed Position screen is displayed for the attributes with * symbol only.

3.
From Date |0&SEP—2012 | Load '
06-SEP-2012 Thursday J ap T 24P | 389 | owb | €Al |enu|two|o Total
Total Frooms 6 1 4 sS4 3 15 3B 18
Occupancy 6! | 4 48 3 12, 33| 108
Expected Arrivals 23 | S
Stay Over | | | | | | il I
Expectsd D | | | 4 | | 2} 5
! I |
Gueat 1 8 N 2 R S
Occupancy Forecant 6 4 67 3 13 = 125
0 % 100] 100, 124) w0 87, 9 106
| 1 o 2] 3
* Aperk ASocaton | |
7] 1) TN N Y | I TR
Vanaocs 3 4. 67 3 13 xR 125
Ve % - | 15 o
Courd = 1 ] | E
Provisional | ! |
* Wk ksted B ‘
Avalable altes Prov/\Wi. 1 ji=x) 2 |
Complmentary Roomis) | | | | | 1 |
Day Use (Rexv & Inhouse] | | { 1 | 1 | 1
Group Anvals ‘
| Group Checkouts S
* Tripda Rooms
* Extes - Bed Adt
* Exta - Bed Chid

6. Click Next button or Previous button to view the availability of room for the next and
previous dates respectively. From the “Hotel Position” screen, click Yearly Chart to view

the booking details for a year
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2.2.  Create new reservations containing accurate customer details

Reservations

The Reservations menu of the Front Office module explains the various operations such as
room booking, room type booking, assigning rooms for guests, viewing no shows and cancelled
reservations, closing room inventory etc. that are required to be performed as a part of
reservations operation.

On the main screen, click Front Office and select Reservations; you can view
the following screen.

5SS ewsce ISTEC2ONT 1TSS OF Somanes 71 La2 NT) / 1955

e e e o o e e e

Fromt office Statistics

Registrations..

1S 5

Resorvat loos.. ]
Cashdoring. .

Dawy Envd process..

Gusest History..

Howuse Keeping..

Concilerge..

Reports..

Lookagrs. . - - 3 i
SIS Setup.. 1.5¢
Setup..

[ l Everrs | LomUpcmes Tele saes | o |  losarow

Quick Reservation screen allows you to make reservations fast with minimal

information. You can enter additional information to the reservation at a later stage

using the Amend option or by clicking the button.
Add new Reservations

Double-click Room Booking to view the following screen.
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) % B 1*l *f <& <
= =~ = ¥ < <
Asrineal I 1 ] Nights
Oeparure | I ] —
Propertys == -~ 1IDS SOF TWARES PVvT LTD
Comparss [ ]®
Booker Typel I@ Booker Code[ l
Mobile | ]
Roorm: 1T ype [Double Db vi MMode l 'i
Rooms | ] | Acunt [ ] cnaa | ] R ocm Detaas |
g Status IOonﬁrmed Ll Eate I
| Tide | Last Name | Micdie Name | First Name - I
! L _lv
Curmrency- Single Double Trnpls Qud =Exa Aduh > Child
I I I | | I I
FS - Guest Note || |
F10 - Documents - 8 x L

2.2.1. Add a new reservation

1. Enter the arrival date. You can enter the date in the following ways: - In the Arrival field,
press Enter to enter the default current date. - To enter a different date, press F1 to select from
the calendar. - You can also enter a number and press Enter. For example: If the system date
is 10-Nov-2022 and if you enter 2 and press Enter, then 2 days from the system date appears.
That is the arrival date will be 12-Nov-2022. - You can also manually enter the date in the
date/month/year format.

2. Enter the arrival time. Pressing Enter key will display the current time.

3. Enter the departure date. You can enter the date in the following ways - In the Departure
field, press Enter key to enter the default current date. - Press F1 to select a different date from
the calendar. - You can also enter a number and press Enter key. For example: If the arrival
date is 12-Nov-2022 and if you enter 2 and press Enter, then 2 days from the arrival date
appears. That is the Departure date will be 14-Nov-2022. - You can also manually enter the
date in the date/month/year format.

4. The nights will be calculated automatically.

Select the Property from the dropdown list if there are multi Properties. Else, the default

Property will be displayed.

Page 23 of 118 Author/Copyright Performing Pre-arrival and Arrival | Training module Version -1

Ministry of Labor and Skills Operations Dec, 2022




6. If the reservation is from a Company then enter the Company code or press F1 to select

the Company code from the list. Select the Company code and click Select.

Company Profile ¥6.0.1

Neme | | compaypioie |
| Company Code  |Name [Area |City | Country |Sales Office |Sal 4]
AIRADO (Air Niugini Ltd | Contact Lucy Buri | C.S/Noelyn/32738 | em: cs.admin@an| =]
AIRADD2 Aitlines PNG |PNG |E:ap local3@spni reymond ken@ap
| AIRQ001 | Qantas Airway's | Downtown | cont: Doreen Kank|
CARADDI (Aur Niugini
CARADNDZ2 Ap Engineering
CARAND3 Asia Vanua Timbers
FARANNA Toanv Aze ‘ I [ [ 1 | _._J
Jf o
Nea | seea | Coce |

7. If the booking is through a booking agent, then enter the Booker type or press F1 to
select the company

8. Booker Type.

Select acriteria Code wise/ Name wise based on which you want to digplay the booker types. Click

on the booker type and then click Select.

" Codewise & Namewise
Bookers Type |Description -
COM COMPANY I
FRN VFOREIGNERS
GRP | GROUP
TRAG | TRAVEL AGENTS

Select | Concel |

8.  Select the type of room that is requested by the Guest.
9.  Select the reservation mode from the Mode dropdown list.

10. Enter the number of rooms required. Press Enter key twice or click .

A green tick mark | Fooms ‘/ppears next to the number of rooms confirming the
number of rooms booked.

11. Enter the number of adults and children expected to arrive.
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...............................

12. Click to enter more information about the room, such as single, double or triple bed,

and if any extra bed is required etc.

Room Details Extra Bed E
Sql Adult
bl Child
Trl
P |nfant
Clud

I~ Complimentary

13.  The total number of rooms entered here and the number of rooms mentioned in the
Rooms field of the main screen must be equal.

14. Click to view te hotel position or status of the rooms in the hotel at the time of
booking for a given date. This gives you a brief idea about the number of rooms and the type of
rooms available for booking.

Note : Buttons next to :

plan definition).

...............................

16. Clickesssmamzsdd The “Rate Information” screen appears. You can select the rate type, meal

plan, Currency @nd Discount.

17. Select the Rate type that is applicable from the options available, that is Rack Type (regular
tariff), discounted rate, Contract rate (if the guest is from a Company) or a package.

Note: The rates are predefined in the Room Rate Master in the Front office Setup

Rack Rate: Standard tariff of the Hotel.

Discounted Rate: Discounts offered for a Company or guest.

Package Rate: A particular rate may be fixed for few nights and days. For example: for
three days and two nights. These rates are fixed.
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18.
currency by

selecting from the list of existing currencies.

19.
plan and the

Currency will be displayed.

Rate Table Help ¥6.0.0

Propeny FRoom Type | Mealplan | Cumency
LAM oo 80 PGK

Sngle Double Triple [4]
Rate Table Descrption Room rate Meal plan Room rate Meal plan Room rate Meal plan |

1 |Rack Rate 53000 000 £30.00 ) 630,00 000

2 |Aimuigind Distrupted Pas| 25000 a0 250,00 000 25000 0.00

3 |DayUse 000 000 %000 000 2000 0

5 CDR 10% 57600 000 S76.00 UL 576.00 Dm0

6 COR 15% 54400 000 544.00 000 544,00 000

7 |coR 20% 51200 000 1200 00 51200 0.00

8 CDR 25% 48000 000 420,00 00 42000 000

3 COR 30% 44800 a0 44800 00 4800 000
| vl"‘
st | e |

Select the Currency from the list. The default currency will be displayed. You can also change the

Select te Rate ID. The “Rate Table” guypears. The rates defined for a goedfic Room Type, the medl

Select the appropriate rate and click Select. The data will be copied to the “Rate Information”

screen.
f Rate Information ¥6 .0.23
21. |
R Dete [O6-SEF-2012) 3 Rate 80
ou W|Sh FRoom Type |Double Dix ~1 Racxo [ ] s.n?:Te 0 00 5 00
y e f—— come |22 z =
H Sessions Oss DOuwN [Oose I Paghs Cuadruple {0 00 0 00
to prlnt the Rate Type [RacxTope v] Erara Sciult 0 00 0 OO0 ]
R Currency” E@ $m°SC'tn:: 0 00 o 00 l
rate in | meee C—® St O o e i
Rate Desc
Voucher, S| Fer e e
Date I | Hurdle B2t |[Type] Plan | MKT | Rate Type] Rate 10 | Cur | Rate [BrelLmalD, -
SeIeCt 06-SEF-2012 | Thursdey | 1 | 1 1 | | | |IE=RN=1|
‘Yes’ else
F2 - Apphs Paotes of Prv. Doy (Rateld) <F5> - Clear AN Rates Print rate in Vowcher § Pre-reg card? l‘(es :
<FA>- Appdy Rates of Prv Doy {For All Doys])
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select ‘No’.

22. Click Confirm. The “Package Selection” screen appears.

23. Select appropriate checkboxes

» Tariff Amount is Exclusively for Tariff: Select this option if the Tariff amount displayed is
exclusive of taxes. The net amount will comprise of Tariff and the taxes and is the final
amount that is chargeable to the guest.

» Tariff Amount is Indusi\e of Both packages: Select this option if other charges such as meal

plan etc have to be

added to the eXiSting W Tariff Amountis Exclusively for Tariff

I Tariff Amount is Inclusive of Both Packages

tariff.
Foom Package ——— Extra Bed Package
Plan  Amount s I Fate ™ Pats
M Rate Taxes T Rate Ta<xes
Inclusive of Plan Taxes:
I~ Flan I~ Flan
Select this option if the I Plan Taxes I~ Plan Taxes

Plan Amount is Inclusive

™ Flan Amount is Inclusive of Plan Taxes

of Plan Taxes.

24, Click  the

Abutton. The “Quick Reservation” screen appears.

25. Enter the title and the name of the guest. To do this place the pointer in the Title field,
enter the title Mr., Ms or Mrs., press Enter key, then enter the last name. If there are guests
with similar names in the Guest history then “Guest Profile” screen appears displaying similar
names. For Example, if the guet name entered is Mr. Tom then the following screen with similar

guest names will be displayed.
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Guest Profile V6.0.3

Name | MrBrien John ' Guest Code || 5262
Addrass | Aufines PNG Gender | Male

5 Date of Birth |
Company |1 A NG Annrversary Fhoto
Nationality |1 PASUA NEW GUINEA Smoking liiYes
Passport
Loyalty i1

Prevsous Visa [ VisRDetoils. Total
Arrival 03-JUL-2012 |Departure : 13-JUL-2012 Visns
Room # 57 |Rate PG SS6 Likes / Dislikes Forverue 4057 64
Classificeton Regular | Stetus MEghts 5
identificoton type Complaints s
idennficasond . . i _A e
Speciol Instruction - Accomm and meols to July Standing crder. noeah 0907 Preferences
. 12. Allocated Roormn 62 & 57 Amex Pre suth# 561485 of K400 1aken for Spouse 7 Cridren
Exwras ONLY . Pamela 090712
Card Details

Search
GuestNeme _ ~| [John | Profiles Founa: 24 Setact | Exx
Guest Name |Gy |Company | No_ of Visits] =
Bren John i (Auhnes PRNG 2]
Brien John { Ailines PNG 1
John Kagle 1 (Aurines PNG 1
Johnson Henebia | Autines FNG 1
Johnson Peter POBox170  Aidines PNG 1
Johnson Peter PO Box170 JAulines PNG 1
Johnson Peter (POBox170  Autines PNG 1
Johnson Peter 1 (Autines PNG 1
Johnson Peter | (Airlines PNG 1
Johason Patar Audinas PNG U=

If the reservation is duplicated, then the following screen appears.

Duplicate Guest Name

Res# |Type|Name | Company/Segment | Departure Date | =
17635|0LX |8 Melinda Retention | Bill 8 Melinda Gates Foundation |  27-SEP-2012| |
[

I
|
T
|

If the guest is new then you can exit from the Guest Profile screen.
26. Click Save. The “Post Save Dialog” screen appears.

Post Save Dialog

Fesersation #

Frint Youcher? I\(ES j

Assign Rooms IND j

Deposits IND j
o |

In this screen you can view the reservation number generated for the booking, assign rooms to guests,
enter advance deposit details and print vouchers.
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If you choose to print the voucher, select “Yes” for Print Voucher. On clicking Ok, the following screen
is displayed.

Reservation Confirmation @
Description I HE OTERRA RESY WOL 'I

Printer IHP LaserJet Professional M1 21j

| Print Email |

2.3. Perform temporary room assignment and room blocking for guests

You can either print or email the voucher to the guest. If you choose to assign rooms during reservation,
then select “Yes” for Assign Rooms.

Post Save Dialog

Reservation # 42799
Print“voucher? IND LI
Assign Rooms Yes -
Deposits |ND _'_]
Ok |

Click Ok. The “Assign Guest Rooms” screen is displayed. All the details entered during reservation appear.
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Assign Guest Rooms ¥6.0.12

Resv # Room Type Asreval Departure Group
[s2736 |@ [Double Dix |bsseP-2012 1338 | foseEr20z3ss ] | ]
Block IAJI ~] Floors |AR '] _g Eesbae l Aspn I Beteaze [
BlockedCheck-inBalonce Assigned Room# SEFP'2012 { =
e r__'g,._
Boom[ T o1 0 T|Fls[sIm[T[wl[T[F[s[sIm[T[wlT[F[s]
3 o [ L) 06|07 os8|03|10/11 12|13 ]14|15]16]17 18|19 20| 21| 22]
GuestN | Room# SAfFO0 »
estName = | T oP | || | 1
M Ahsanullah L Al sarror =
| 2570LD oP |
131 /0LD oP
R /DLD DP
33/DLD DP
| BAFFOD2 3
|54 /0LD oP
|57 70LD oP |
53 /0LD DP |
| BB-FFO1 1
34 /DLD oP |
35 /DLD oP! |
EZT) DP |
' |33/0L0 DP | ! ~4
It 1 ~Jl<i | ia |
[:]Vooon! D Dirty - Occupied -OOS - 000 - Resensoton D Deporture D Assignable
Save | Clos | Pacel | st

1. Click i‘

to view interoonnedied rooms. The following screen with interconnected room

numbers and the room type and status of the room (vacant, occupied, dirty etc) is displayed.

Inter-connected Rooms ¥6.0.0

Room # and Status

Room # and Status A
82 / TWD _Occupied |83 / DLD Occupied _|
88 / DLD Occupied 89 / TWD Occupied
97 { DLD Occupied 96 / TWD Occupied

T

Back '

click @

from the “Assign Guest Rooms” soreen to view diffeent features of the room selected. The

following screen appears.
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Assign Guest Rooms V6.0.12

Resv. # Room Type Asrrval Deponrure Group
[s27398 }@ Bousie Dx JpesEF2012z is3e | foserzoizp3ss | | ]

Block  [an =] Flooes [an ~! _g I[ “fesze Asson I Beleste I

BlockedCheckinBalance Assigned Roomd# SEF2012 =
2::'"]‘ g L] o TIFISISIMITIWITlF|S|S|MIT|W|T Fls
3 3 e 06|07 08los|i1ol11|12|13|14al1s 16|17 18| 19| 20| 21|22

17000

HAreless
SME-SMOFING ROOM
SLK-Seofe Lock
RRV-Rear View
NSM-Non smokeng room
M2T-M2T Internet
LCOHCO TV

FRV-From View
CRT-CRT TVs

oLoD

__Brocees | | B —t=t

[Jvecant [] oy [l Occupied llCOS Bl coo Bl Reservation [ | Deporure [ ] Assignabie

Save | oo | Panel | Est |

1. Select the room the guest prefers and click Proceed.
2. Click Save to assign the room.

A blue color appears against the room number that has been assigned to the guest. Refer to the screen below.

Assign Guest Rooms V6.0.12

Resv. # Room Type Asrival Departure Group
[42796 J@ [Double Dix eesEPz01z i3z | fio-SEPz0123sa | [ ]
Block INI 'I Floors IAII v gJ Eesure I Assign I Belease I
BlockedCheckinBalanceAssigned Roomé SEP'2012 -
f,‘::’"’[‘lg}:'g T[E[s[sIM[T[w[T[F[s[s]m[T[w[T[F[s
vl ! 06|07 |08|09]10}11]12]13|14|15]|16|17[18]19]20]21 |22
BAFFO1 | | |
! Guest Name IRoomlﬂ B0 op !
Mr  Ahsanullah | ) BAFFO2 | | 1 |
57/DLD 0P| |
I
I - T T 1 T T T T T T T T T ¥ 2 -+ >lJ
It ;s d | KIS |
[Jvecart [] Oty [l Occupie 005 [l coo [l Resenvation [_| Deperure [_] Assigneble
g | Cow | Pww | Ea
1. Click Release button to release the selected room.
2. Click Save.
Page 31 of 118 Author/Copyright Performing Pre-arrival and Arrival | Training module Version -1

Ministry of Labor and Skills Operations Dec, 2022




If the guest makes a deposit as advance, select “Yes” for Deposits.

Post Save Dialog

button. The following screen appears

Resenvation #

Print“oucher?
Assign Rooms

Deposits

42796
No it
No )
R -

1. If the payment is done by cash, click Cash. Enter the Received amount their particulars.

2. If the payment is done through Credit card, click Credit Card and enter the credit card

details.

3. If the payment is done through cheque then click Cheque and enter the cheque details.

If the booking is a done for a group reservation, enter details in the following fields.

Group Code: Enter code in Group Code box.

Group Name: Enter name in Group Name box.

Billing Instructions

There are various ways of Billing a
Guest at the end of the Guest’s Stay
at the Hotel.

Bills can be Split in menyways to suit the
Guest’s requirements. This list displays list
of valid Billing Instructions. Select
accordingly.

Pay Mode Select the mode of payment preferred | Pay modes are defined on
by the guest. . .
Fortune using the Pay Modes option.
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Market Segment The category of Market Segmentto | The different places from which
which the Guest belongs must be the Hotel gets revenue are categorized as
Chosen from the list provided. different Market Segments.

Business Source The category of Business Source to | Business Source is defined as the
which the Guest belong must be Source through which a Guest
Chosen from the list provided. Checks into the hotel or In other words the

Source of business to the hotel.

Contact Person Details | Enter the Name, E-mail Address,
and Telephone Number etc. of the
Contact person.

Arranoement Any special arrangements required
g by %/he guest canbe entered hgre.

4. Click Save

5. Click Modify to modify the existing details.
Entering the details based on option selected in the Post Save Dialog box completes booking a room.

Assign a Room to the guest
This option is used to assign a room to the guest.
The “Scan Booking” screen appears.

Scan Booking ¥6.0.8

o e

[ Irepess Guast Waosist [ crecrean _ Seaen | €= |

1. Select the criteria based on which you want to search for the Guest. You can search based on

guest name, Company name, Group name, arrival date, reserved date, reservation number etc.
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2.

3.

Enter the appropriate data and click Search. The corresponding details appear.

Double-click the record for which you want to assign rooms.

The “Assign Guest Room” screen appears with the details entered during reservation.

1.

The rooms and their status are displayed in the Room # column based on which you can assign a

room for the guest.

2. Enter the room number in the Room # column.
i O?Segom_ne ] [ Group ]

Room Tyvpe

Arreoal
o SEr=2012 38 ]

Er20i2 359

Guest Name

aee

Resw #
[F=7=5 K [Counie Dix
Slock == -1 Floors [A=n -1 g | Ecatuce | Basior | Betesse I
SiockedCheck-inBoionceAssianed Roome sE2012 -
;‘:f"“’,_;___ r(E“_ r__.:._ r_E_ TIrFr|sIs|m]T wlT!FIslslu TIwlTx e sT
o o 06 |07 |08 | 03 | 10 |11 |12 |13 | 14|15 | 16|17 | 18| 19 |20 | 21 | 22

Ansanctah

| T W s B L =4

[ Jvecon: [ ] Diny B Occupeea

@l —~cseroson [ ] Depomse [] Assignable

. cos & coo

Save 1 (= | el | S |

3. A blue shade will appear next to the room number, as highlighted in the below screen, to indicate that
the room is assigned

Assign Guest Rooms ¥6.0.12

Resv. & Room T Agrival Ceporture Group
[#2736 }J@ [Double Dix JpeSEFP2012 1333 | [ioSEP2012 353 | | ]
Block  |Al =l Floors [an ~| gg ] Eestee | awon | Reeass ]
BlockedCheck-inSalance Assigned Roomd SEP2012 =
ocor Seign
f;::’“i_%._ r_.g__ I—l: (_:_. TlFEls|s[MITIwlT[F[s]sIm]T[w[T[Fls]
o6 07 oslos|iel11]12]13|14|15]16]17|18|19]|20] 21 |22]
Guest Name Room# = T T 1 | |
Mr  Ahsenulioh 52 |
| =)
ad | KU I | »
[Jvecant [ ] Diny [l Occupied [ o0s [ coo Bl Reservation [ ] Depamre [ ] Assignable
save | Clox | Panei | Ext |

Click the L

4.
Interconnected Rooms
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Click —& to view interconnected rooms. The following screen is displayed.
Inter connected Rooms V6.0.0
Room # and Status Room # and Status -
82 ; TWD Occupied 83 / DLD_ Occupied _
88 / DLD  Occupied |83 / TWD Occupied
87 ;/ DLD  Occupied ({96 7 TWD Occupied_
_~ |
<1 1 >
Back I

Features

Rooms can be assigned to a guest based on the features preferred by the guest. Click Feature. The
following screen appears.

Assign Guest Rooms ¥6.0.12

Resv # Room Type Agrevel Departure Group

[a2735 J@ [Bouble Dix |psSEr2012 i333 | [osSereoiz p3ss | | ]
Block Al -} Floors [An -] E<E I-ige:g{e ~]| Asmgn J Beloaze ]

BlockedCheck-inBalanceAssigne: Roomd# SEFP2012 } =
Room| 1 [ o [ [ o
‘T =l T|lFEls|s|umlTwlTr|Fls|sim|TIwiT|E|s]|

os/07|os8los10]11 (1213|1415 |16/17 18|19 |20 | 21| 22|

L ]
| @R Wireless ntemet |
ME-SMOKING ROOM
SLK-Safe Lock
RRV-Reear View
NSM-Non smokang room
M2T-M2T Intemet
LCOCO TV

FRV-Front View
CRT-CRT Tvs

35700 [ =

__Booewd: | :
< | |
D Vacant D Diny - Occupied -OOS - 00 - Reserveton D Depanure D Assignable

Soe | Cow | Pew | e ||

1.  Select the features preferred by the guest and click Proceed.
2. The room numbers with the selected features will be displayed in the Room # column.
3. Select aroom to be assigned to the guest and click Save.
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Assign Guest Rooms ¥6.0.12

Feosv #

Room Type

Deopartue

Group

[2738

K2 [Double O«

Asrrsol
JpsseEr2012 333 |

foser202R3ss | |

]

Block A=

~] Floors [An -

e

_£L | e~ |

avon |

Beinaze ]

SEF2012

| S

4 | K1 BN

Poved EIL] & L 13 siMlTIwlT[FlsIsIm[TwlT[Fls]

) I G I W] i 0910|1112 1314|1516 17 1819|2021 22|
2% /0L0

Guest Name [Rootn‘_‘ 27 /0D i

Mr Ahsanullah 52 797010

=]

Dvacan' D Dity [l Occupiea -003 Bl coo

- Reservobon D Deponure D Assignoble

Save Ol | Panet | Ext |

Release
This option is used to release assigned rooms.

1. Select the guest name from the Scan Bookin% screen whose room has to be relessed. The room
details assigned to the guest will be displayed in the Assign Guest Rooms screen.

2. Click Release button to release a room.
3. Click Save.

1.6. ~ Copy Reservation

is used to copy reservations at times when there are similar

{ This option
reservations with very few varying information. In such cases, the executive can

avoid re-entering the information and copy from the existing reservation.

1. Click this button and the “Scan Booking” screen appears.
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Scan Booking ¥6.0.8

Selechons
Based On [ -ty
© Guest Name C Company Name Groug Name ™ Amval Date  Qeparture Date © Logyh 1Sty Market Segment
T Feservod On @ Posecsotond " Raterencg © CRSLnke Aol Baght  Poy Mode € Business Scurce
Reseronon # [ =] [ [ = g i
Ras # | Tso | Gowsthiame | Company Naze | Roome[Tyed Comtem { Pax | AmvoiDose ]Dnmnomlmnai]
=
| »
[Jrepestcuest  [] wosist Sowch | o

2. Select the reservation number that you wish to copy and double-click. The details
will be copied to the “Reservation” screen.

3.
4.

Make appropriate changes based on the guest.

Confirm the rate booking.

5.  Click Save to make a new reservation.

Assign a Room to the guest

This option is used to assign a room to the guest.
The “Scan Booking” screen appears.

Scan Bocking ¥6.0.8

Setacsoes — —
Sosed On = |

& Guest Name © Compoarn: Mo Groug Name  Apreesl Done T Deporre Dote © Longth of Stey  © Rocket Segment

© Receced Qo © Betescoton # Flsterencn CCRS ek e © Aol Evgha < PoyMode © Busimess Scurce
Gt tin—a oS [rcee ~! [ |
Fos# | Tme | Gunst Mama h Compony Name | Boom# [ Tomd Confern | Pax | AssciOste | Deporture Dato | Voo Fio =

e R e | OLD |5 +0+0+0. 1200 | 12SEP 0022045 | 1356P 020730 | 6O —

s Yo Loe Zos | Torved Serces Lites DD [1:0-0-0 1-0+.0 | (TSEFPICA209S0 | OSSEPIM2142S )
=1
| =]
[ Irepec Goast [ wosss: [ creceas Sean | = |
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1.

Select the criteria based on which you want to search for the Guest. You can search based on

guest name, Company name, Group name, arrival date, reserved date, reservation number etc.

2.
3.

Enter the appropriate data and click Search. The corresponding details appear.
Double-click the record for which you want to assign rooms.

The “Assign Guest Room” screen appears with the details entered during reservation.

1.
assign a room for the guest.

2.

Enter the room number in the Room # column.

The rooms and their status are displayed in the Room # column based on which you can

Azssigrn Guest Room= V6 .0.12

Rasw # - Room Tvpe Arreoal Deparnure Group
[s27=s K [Counre Dx jBeSEr=20i2 i 38 | fos=—=o1z 353 ] [ | ]
Silock == -1 Floors [An - g | Eeatuce l Basior [ Betesce l
SlockedCTheck-inEaslance Assegrned Room#® SEFEZ012 -
Poomy = F'P_"‘ r"_:.* {,_“2* Tlr | sismivglwlrglr|slismlirsliwlirxslesls]
RECH o .39 0o |07 |08 83|10 11 |12 (13| 14|15 [ ¥6 |17 18|19 |28 |21 |22 |
BA
Guest Name | Rooms =~ 3 70LD oF | 1 1 1 i 1 1 1 T 1 1 1 1 1 1
NMe Ansanuiah A FFOT 1 | 1 1 1 T T T T 1 1
s oF | 1 | 1 1 1 1 1
3= /OO D i I
|33 /D10 oe | |
BA FFO2> | i
52 7 DLD oF | 1 1
57 7 OLO o |
|59 oD o
B8 FFO1 | i
32 7 0LD oF | 1
35 /0L o i
& 7 DLD (=
IS /0LD o =3
1 hd | S S | >
[ Jvecen: [ ] Diny [l Occupseas [ oos B coco Bl —=eserotnon [ ] Depomw=e [ ] Assignable
Save | Chooe | et i S |

3.
indicate that the room is assigned

Assign Guest Rooms ¥6.0.12

A blue shade will appear next to the room number, as highlighted in the below screen, to

Rasv. &

Type

Deporture

Room
[&z736 }@ [Double Dix

Agrival o
|pe-sEP-2012 1333 ] [0-SEP-2012 §3 59

]

[ J

Block  JAI -

Floors

BlockedCheck-InSalanceAssigned

R T
-

1

R S

|An

Eeatuse I

~ gg |

Aston

Room#

SEP2012

}.

Tlrls|sImliTiwliT|F|s|sIum|TIw|T|[Fls]

o6 07 o8log|10l11]12]13|14|15/16]17 |18 |19 |20] 21 |22|

25 /01D

Guest Name
M:  Ahsanuliah

52

Room# ~

27 /01D
79/040
81 /00
83 /01D

457010
43 /01D
50 70D
51/0L0
527000
53700
26 /01D
887 0LD
307010

~le

i

m -
OP |
oP |

BC-FFOT

OF |

OP

R B B8

BC-FFO2

=S

[j Vacant

[] oiny [l Occupied [l 00S

I coo

Save I Clex

- Rezenvation [:] Depasture D Assignable

| Poet | e |

4. Click thel:

Interconnected Rooms
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Click —& to view interconnected rooms. The following screen is displayed.
Inter connected Rooms V6.0.0
Room # and Status Room # and Status -
82 ; TWD Occupied 83 / DLD_ Occupied _
88 / DLD  Occupied |83 / TWD Occupied
87 ;/ DLD  Occupied ({96 7 TWD Occupied_
_~ |
<1 1 >
Back I

Features

Rooms can be assigned to a guest based on the features preferred by the guest. Click Feature.
The following screen appears.

Assign Guest Rooms ¥6.0.12

Resv # Room Type Agrevel Departure Group

[a2735 J@ [Bouble Dix |psSEr2012 i333 | [osSereoiz p3ss | | ]
Block Al -} Floors [An -] E<E I-ige:g{e ~]| Asmgn J Beloaze ]

BlockedCheck-inBalanceAssigne: Roomd# SEFP2012 } =
Room| 1 [ o [ [ o
‘T =l T|lFEls|s|umlTwlTr|Fls|sim|TIwiT|E|s]|

os/07|os8los10]11 (1213|1415 |16/17 18|19 |20 | 21| 22|

L ]
| @R Wireless ntemet |
ME-SMOKING ROOM
SLK-Safe Lock
RRV-Reear View
NSM-Non smokang room
M2T-M2T Intemet
LCOCO TV

FRV-Front View
CRT-CRT Tvs

35700 [ =

__Booewd: | :
< | |
D Vacant D Diny - Occupied -OOS - 00 - Reserveton D Depanure D Assignable

Soe | Cow | Pew | e ||

1.  Select the features preferred by the guest and click Proceed.
2. The room numbers with the selected features will be displayed in the Room # column.
3. Select a room to be assigned to the guest and click Save.
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Assign Guest Rooms ¥6.0.12

Feosv #

Room Type

Deopartue

Group

[2738

K2 [Double O«

Asrrsol
JpsseEr2012 333 |

foser202R3ss | |

]

Block A=

~] Floors [An -

e

_£L | e~ |

avon |

Beinaze ]

SEF2012

| S

4 | K1 BN

Poved EIL] & L 13 siMlTIwlT[FlsIsIm[TwlT[Fls]

) I G I W] i 0910|1112 1314|1516 17 1819|2021 22|
2% /0L0

Guest Name [Rootn‘_‘ 27 /0D i

Mr Ahsanullah 52 797010

=]

Dvacan' D Dity [l Occupiea -003 Bl coo

- Reservobon D Deponure D Assignoble

Save Ol | Panet | Ext |

Release
This option is used to release assigned rooms.

1. Select the guest name from the Scan Bookin% screen whose room has to be relessed. The room
details assigned to the guest will be displayed in the Assign Guest Rooms screen.

2. Click Release button to release a room.
3. Click Save.

Copy Reservation

is used to copy reservations at times when there are similar

{ This option
reservations with very few varying information. In such cases, the executive can

avoid re-entering the information and copy from the existing reservation.

1. Click this button and the “Scan Booking” screen appears.
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Scan Booking ¥6.0,8

Selechons
Based On l bt |
© Guest Name  Compory Name Groug Name  Arval Date ™ Qeparture Date © Loggm oiStay © Market Segment
" Feservod On @ Besecsoton " Raterencg T CRSLnke ™ Anrol Paght © Poy Mode € Butiness Souce
R e B 2 I 1T 3 [ ]
Fas # | Tso | GuoesrName | Company Naze | Roome[Tyed Contem { Pax | AnroiDow ]mom[wmﬂ
!
158 - »
[Jrepestcuest  [] wosist Sowch |

2. Select the reservation number that you wish to copy and double-click. The details

will be copied to the “Reservation” screen.
3. Make appropriate changes based on the guest.

4.  Confirm the rate booking.
5.  Click Save to make a new reservation.

2.4.  Making accurate updates and amendments to reservations

You can do a quick

reservation initially and add additional information at a later

stage. Click this button to add more Information to the guest profile. The following

Sscreen appears.

Scan UDoolkdng V6 0.8

Selectons
Bosad On [ _]
F Guest Name . Comparny Name T Geoup Name ~ Amasal Date ~ Repanue Dote  Leggh ot Sty ¢ Market Segment
 Resened 0w © Beservatcon & T Redgcercg O CRS ks  Aevval Eghe < FPaoy Mode T Business Scurce
GuestName =] [ =3 1
Fes# | Twe | Guest Name | Corporny Name | Roome[Tved Cortemm { Fex | AmeniDete | Deponure Dote [veol Fia =

<f | -Ilj
[Jmepeatcueast  [] wasmsn Sewch | £ut I+
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1. Select the criteria based on which you want to search the Guest. You can search based on
guest name, Company name, Group name, arrival date, reserved date, reservation number etc.
2.  Enter the appropriate data and click Search. The corresponding details appear.

3.  Select the record and double-click.

—yr
4. The reservation details appear in the Quick Reservation screen. Click to add more

information about the guest arrival and other relevant details. The following screen appears.

Detaiied Resarvation / Mog@ily V6.0.7) [ Res, ¥ 47796 )

-~
b ket &g
- ’ o S
[ ] Company Denads
!m.-u 4 o . — ;
| Depane Company ¢ '-'": fooramea Al )
L . [ Narro NC I -{FHG LNG) ]
Proposy _ Memson || comonrPerson 2 A =
Company P Oasigriaten i
Sttt e [ ]
— o 5 Conar ¢
Vcde N ] M&a | Sales Osico
Room Type [Double O =| Mode [ - I"
] R 3
fooms il o) e ,
oS { | - Ag? ] Oma | | AddresePOBO22N 0N
w | - - . Vet ‘
i i | Sene “orderred | e Irfomanon | | Coy
| Too | Last Name | Mo Narre | Fesr Name |« |
a2 | A erviah 11 Uhen /Dl
Qromet Tascw
S @rerAoers Cor ou (Tekord ]"
v -
Growp Code ’L '~.~--¢r.m-; — — e —————"
—  J - —— o = -
Comacttane] 1] Caoct Dol ,Tm] AFHR I Dep I'_o"rn [wyuu[ﬁ’bnm] *vane ] -t
r sy [CA0 SCSTEFP 10569, 190:0-8, 040430 140 W Ahsariiah ~
Contacr # | J Emed L ||
———————— — o
Binguat  IComvpoyment = liSet ¢ C ]
FoyMode  [Camn | Amerses]_ ] .
r— |
Mecket Sog  § Comporate « |
r————— D o {
B Source §Comp Book | |
o ) I ag | -
ey | O I g -y | x 2 .
G | oo . Conges Cracourt Irece 6 Motel Poction Compary Vs Tlate lrgc AIMors

1. Click this button to enter guest information at the time of room booking. If the guest is a
Guest History guest (Repeated Guests whose information is stored in Guest History), then his

information will appear automatically.
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Guest Information

Name Ahsanullah | Room # 1
Street (MCv | €]
City [PoBOX270 | Phone {320 3550 |
State |KONEDOBU | Mobile | |
Country  |PNG | e-mait fravei@mepkomo.com. |
Zip I I Post History{Yes L]
Guest Coder' 5324 l Send SMS INO L]
FPox Type F\duh Ll Gender IMale Ll
Nation PAPUA NEW‘LI Smoking [Yes _:]
Occupation I Reference # [ l
Designation | ~| Special Inst PO#001478 issued for
Classiﬁcatior{Regulm L.' eccom.meals &
Status l _'_] Arriving From
Leader [ ;] Proceeding To

News Paper [

~| Arr Flight & Time |

|® [i1:58]

Language [

‘No’.

flight details etc.

Pickup and Drop details

3 Dep. Flight & Tumd

==

Click the Pickup & Drop button. The following screen appears.

Enter the contact information such as guest address, phone number and email.

Select option “Yes’ for Post History if you want to add guest details to guest history, else select

Select option “Yes’ for Send SMS if the guest wishes to receive SMS regarding the reservation.
If the Guest is repeat Guest, then the Guest Code is displayed automatically.

Enter other guest information such as Nation, Occupation, designation, arrival and departure
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Pickup Details

© Not Required O axpont O Railway Station O Bus Station O Othess
o O
Make | =] venhice | |
[Model | -] Pickup | |
o o
Drop Details
© Not Requred O Axpont O Radway Station O Bus Station O Others
o o
Make | | Vehicle | |
Model I _] Dron Time [ l
o o

2. Select an option from where Pickup/Drop is required such as Airport, Railway station, Bus
station or others.

3. Select an option if the pickup/drop facility will be complimentary or charges are applicable.
4. Enter the details of the vehicle and the pickup/drop time.

5. Select ‘Private’ if only one guest will be picked up or dropped, or select ‘Shared’ if the
vehicle will be shared to pick up or drop multiple guests.

Privilege and Credit Card details

Ff"i”""'&"d"'"i

L Cads

1. Click this button to enter the Privilege and Credit card information. The following screen
appears.
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Guest Privilege Card

Type Description Number
[ 12 I
| 12 J|
[ 1€ I
[ 12 I
Credit Card
Card Type Card Number Valid Upto
I I | -
I I | =
| I | o

2. Select the Type of card if the guest has a pivilege cad, press F1 to select from the existing card

types. Enter the description and the number of the privilege card.

3. Select the credit cad type. Press F1 to sdect from the existing cad types. Enter the Card number and

the month and year up to which the card is valid.

Passport and Visa details

letVna

Click this button to enter the Passport and the Visa details of the guest. The following screen appears.

Page 45 of 118

Author/Copyright
Ministry of Labor and Skills

Performing Pre-arrival and Arrival
Operations

Training module Version -1

Dec, 2022




Fassport Details

Fasspor# |
lssue Date |
lssue Flace |
Expiry Date |

Arrival Date |

| Stay Dans |

| Date of Birth |

| “Work Permit |

| Guardian Mame |

| Giuardian Passpul

Wisa Details

MHumber

lssue Flace |

| lzsue Date |

| Expiry Date |

D Froof Details

dlentification# |

Identification Twpe I

[

Vehicle information

Vekacle
|  Information

Click this button to enter the vehicle information of the guest.

ehicie Info

[ YR

e

Trailer £

Likes ad Dislikes of te Guet

Likes / Disikes

Click this button to enter the Likes and Dislikes of the guest. The following screen appears.
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Likce==s F Dislikes

Likes rislikes

It is recommended to record all information pertaining to the guest because all the Front
Office executives should be aware of the guests’ likes and dislikes.

Guest Trace information

Guest Trace |

The special needs or preferences of a particular guest in a reservation can be tracked using this
option.

For instance, a guest might need a welcome drink as soon as he arrives at the hotel. This
can be marked to the respective department. The same guest might need music to be kept in the room.
He might ako need change of Towels and toiletries every day. This can also be marked to the

respective department.
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ronqe Flowe: Boquet in e room Descripton | Days | Department | Dote [Time
|Keep frut Basket i the room
Note : Cick on Days 10 change Dete & Time
Corgen Concel ]

Double-click to enter new description.

By default, “‘All Days’ will be displayed in the Days column. You can enter te time based on
which the guest prefers the requirement. Else, click on the Days column to enter the Date on
which the guest would like to avail the requirement.

Press F1 at the Department column to select a department, which is responsible for making the

arrangements.
epa 65.0.0
Dep. Code | Applicable From |Name Status =~
1 04-MAR-2010 | Front Office ) | Active
2| 04-MAR-2010 |Food and Beverage Services | Active
3| 04-MAR-2010 |Food and Beverage Production | Active
4] 20-MAR-2010 |Security |Active
S| 05-MAR-2010 |Sales & Marketting | Active
6/ 27-JUL-2010  |Functions |Active
7| 27-JUL-2010  |Reservations |Active
8 05-MAR-2010 | Finance & Administration | Active
9! 05-MAR-2010 |Information Comm. Technology | Active
11| 05-MAR-2010 |Promotions |Active
12,  05-MAR-2010 |Human Resourse Active ~
Select Concel |
Guest Note

Guest Maote

Click this button to enter relevant information of the guest which can used for reference.
The following screen appears.
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Scratchpad

Thursday. 06 September2012. 12:30

Enter the subject in the text field and press Enter key to enter the information provided by

the guest. Click New Page to enter new details.

Click Save & EXxit link. You can also press F9 to save and exit from the screen.

Documents

Click this button or press F10 to view the below screen.

Document Center

Res. No.

Status  |Date |SenyReceived |Subject |userip |

Link

F6-To Clear a Row
F5-To Clear the Link

Ext I
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You can use this option to attach and view a list of documents such as Passport, photo etc.
Click on the row to view the “Details” screen.

Document Center

Res.No. [Status  [Date |SenyReceived |Subject JuseriD | Link
Details
Sovs (RN -]
Oate
ByWhom | |
Subject [ ]
Ok
P To Gear e L Eies|

1.  Select the status Received or Sent.

Enter the date and the name of the person who has received or sent the document.

3. Enter the subject.

5 The following screen appears..
Click the column under “Link”.
The following screen appears.

. The information entered will appear on the “Document Center” screen.

Open d[e3
Look in: [ (@} Desktop ;] - &5 -
. \.JMY DOCM s @]Enﬂaﬁt)s
~—\> i My Computer 2 Fortuneniext 6i
MyRecent  WJdmy NetworkPlaces 7 Google Chrome
Documents [ adobe Acrobat XPro Sl IDSVersionController
9 15 Adobe Framedaker 10
- B8 adobe Reader 9
Desktop g CCleaner
. B FortiChent Lite
J ‘5 Ginger
Mozila Firefox
Rty Documerks liidy . g5 Thunderbind
132 snagi 10
g! %51 Snagit 10 Editor
My Computer
g File name: [I _._] | QOpen I
MyNetwork  Files of type: | ~] Cancel I
[ Open as read-only
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Browse for the document and click to upload. You will see that the link to the

document will be displayed
Res.No. |Status |Date | SenyReceived |Subject |User 1D Link
42796 Sent |3-SEP-2012/10S |Con IS CADocuments and Settings\
F6 - To Cleer a Row Ext
F5 - To Clear the Link ————I

Note:

1.  Tocleararow press F6.
2. Toclear the link press F5.

Extra Ch

arges

Click this button to enter extra charges to guest account. These charges are accounted based

on extra services requested by the guest before check-in or during his stay such as pickup/drop,

Laundry, special calls etc.

Click Extra Charges button to record these transactions. The following screen appears.

Reverse Code
Descniption
Postng Method
From Date

To Date

Reto

Amourt

Charge

FromDete | ToDeto [levers]  Descipton | Charges [ostMetho -

[_aunory Reenue }

|Retorvaton v|

Prass [F5) on Gad 1o delete he selected Reverue

1. Enter the From Date and To Date of the extra services provided to the guest.
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N

Select the revenue code. The Description will appear automatically.

Enter the posting method if the charges are posted to the reservation, rooms, or guests.
Reservation - If the extra charges are applicable to the entire reservation.
Rooms - If the extra charges are applicable to particular rooms.
Guest - If the extra charges are applicable to particular guests.

4.  Select an option if Tax is Inclusive or not.

5.  Enter the quantity and the charges.

w

6. Click . The details will be displayed in the list on the right side pane.

7. Press F5 to delete the details from the list.

8. Clickl: dto go to the main screen.

Revenue Discount

Click this button to provide discounts to the guests based on the revenue type. The following screen

appears.

Discountld :l@

Description | |

Revenue | Description %) 1
Laundry Revenue : =]
Fax InfOut/Typing Charges
Secretarial Senvices

Rental Fees

Datec Internet Surf Zone Pre P
Digicel Flex Kad

BE MOBILE TOPKAD
Fireworks )

Gold Club Membership Fees
Miscellaneous

Functions Food

Out Side Catenng Food
Function Beverage

PP r=

e I I

Select the Discount Id that is applicable, press F1 to view and select from the list.

Click the L dbutton.

Trace
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The special needs or preferences for all the guests in a reservation can be tracked using

this option. The following screen appears.

fArrange Flower Bogeet in the room Descnption | Days | Department | Date |Time

| Keep frut Basket in the room

Note . Chck on Days to change Date & Time

Double-click to enter new description.
By default, ‘All Days’ will be displayed in the Days column. You can enter the time based on

which the guest prefers the requirement. Else, click on the Days column to enter the Date on
which the guest would like to avail the requirement.
Press F1 at the Department column to select a department, which is responsible for making the

arrangements.
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Departments ¥6.0.0

Applicable From |Name
04-MAR-2010 FrontOﬁlce

—————— e e ————————————————— - . S——

2| 04MAR-2010 |Food and | Beverage Senvices Acﬁve

A . S— A ———

3| 04-MAR-2010 |Food and Beverage Production
,4 20»MAR 2010 Secumy

5 OS-MAR 2010 Sales & Marketting

b 27- JUL-2010 Funchons

/| 27 JUL—2010 Resefvahons

P S U ——

8] 0SMAR2010 |Finance & Administion | Aciive.
3| 05-MAR-2010 |Information Comm. Technology |Active
11 OS-MAR 2010 P«omohons |

12 05-MAR-2010 HumanResourse

Select

Click the L
Add

Click this button to add guest reservation but with different reservation details such as Room
Type.

Note: You can click the Add button only after entering atleast one guest details in the Quick
reservation screen. The following screen appears.
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Detalled Reservation / Assign Rooms

rhkbmide

Conmpany Dotals
Company Codo | Al
Nowra
Contact pmo«ét
Designoton | _-J [
Sales Person
Soles Ofice Comeminion D

Address Detass
Address| }@
oy Site ]
Couetry p
Phoee! Fhone?
Fax ATAS |
E-mad ]
Inst ]

=

Bus. Sowece | Conp Book

[:]M.-]

‘ leyornn I Tiace w
Enter the arrival and departure date.

Enter all the mandatory fields.

Al [T

ooprse [ ] - o

Propedy [0S v]  OSSOFTWARESFVTLTD Inbormation I

Compary [ |® Bebupt Dwip

BookerType[_____ J® BookerCose ] —]

PO — wmn““&‘«“’l

Room Type [0&0‘\;6(- *3 Mode

| Trdo | Lost Nome |Medcto Name lFmNm I'j w-lml
omet Tuce I

omcote [ Jomtume ]

Cortact Nome| | Cegoctvetans |

Contoct # [ ]E—«M [ ] ()

Blnglesl  [Cashpaymont wiiRetd | | =

PayMode [Cagh 'Aﬂnﬁﬂ! ]

Market Seg ICUDO'B!O w v

J/\Ix

Type| A5 | D-op [ Costem [WortatlPoso] — Name Ifﬂ

Click Add. You can now enter multiple reservation details with different dates and names.

1
2
3. Enter the first name and the last name.
4
5

Click Save after adding additional reservations. For a single reservation number you will

now have multiple guests.

6. You can also view this by clicking Additions button.
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Reconfirm

This option is used when a reservation has to be confirmed from the Guest.

By default, the option is set to ‘No’. if the option is set to ‘Yes’, then you can re-confirm the
guests’ arrival based on cut-off days with respect to ‘Arrival Date’ or ‘Reservation Date’. Enter
the relevant information.

[ Re-Confirm ]
Re-Confirm [h

With Respectto [rwol[)@

Cut Off Days | | | ]

Deposit Expected :]

Expected Date [:]

Coofim |  Cancel |

Click the L

Audit

This option is used to track the changes done for a reservation in Amend booking.

The changes done can be tracked based on the following criteria:
Reservation — Displays changes done for the reservation.

Change Room — Displays changes related to Room type.

Room Rate — Displays changes related to room rate.

Amend Stay — Displays changes related to the stay period of the guest.

Occupancy — Displays the changes related to room occupancy.
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For example, if any changes are made to the reservation, then click on the Reservation
button to view the old information and the changes made to the reservation. The User and the

time when the changes were made will also be displayed.

ey N s
el D-SEP-I0N 2 12 496
Depaneses 1ESEFZNIT 159
Fiolds O Wi I Hew Walao [ Datel\Time | Uses
Page 57 of 118 Author/Copyright Performing Pre-arrival and Arrival | Training module Version -1

Ministry of Labor and Skills Operations Dec, 2022




oo [EE17] 1 inciude OverBackng

IseP | 143

ocT 0 9 se ma M wz w« ss %) 106,108 107] »oe 100 los m 106, w? 1oa m 106]107] 708] 108 168] 108 160] 108] ms m 107
"W mgw nor we m wa 107 ws me ma 1oé me 108] 1 ma ma ms wa m wa |oe ws m ma {oe wa 1oa me lba :os wa we
|loec | 34y ws mr m 1 ; !
"M 2 n? "7 1!7 "7 ||7 ‘17 ||7 ”7 l'l? “7 ”7 "? H7 “7 “7 "7 "7 “7 “7 |'|7 "7

FEB m nr nm nr m n| ) m m m DAL wing | n, nmw m m m nn nzng 17 nz,

MAS 2 "71\17 ll7 I!? |I7 117 ll? 1|7 HJ 1|7 I” 1|7 1"y !lﬂ"? |I7 117 117 1|7 H? 1l7 117 ll71|l? 1!7 H? 117 117 ll? Il? 117
AFF 1 '||7 "7 “7‘\17 “7 117 IlI 117 117 "7 l'l? 'H7 l" "7 H? |‘l7 ||7 117 H? H? 1!7 H? 1]7 l" "7 117 1)7 “7 117 “7
MAY "7 !I? 1)7 1!7 ||7 117 117 1]7 Iﬂ I|7 )17 "7 SI? 1I7 117 Iﬂ 117 II? 117 l" 1|7 117 1|7 H? 1!7 !17 ||7 |17 117 117 H7
"7 lli 117 l" “7 H7 |l7 H? “7 "7 "7 H7 117 |17 l" “7 H? "7 "? 1!7 H7 "7 l17 l|7 “7 H7 “7

JUN sslo(m m 7
JUL %27, m 17197

73695’54037

!

I? 117 117 ll? 'll? 1

IB 2 74 39

[ [rom m]m]n]o{os]ﬂw[u[m[ 10] 11| 12 13) 14 5] as] 7] ve] 18] @] 2] 22f 23] 24f 25| 2] 22 28] 2af 3] m

72716964738195503537449

1071 107 107 107 107 160' 03 1& IUS 19‘3 m 1121112 112 Il? )12 112 H! 1‘2 Hz 112 "2 HZ !12 HZ 112 )"

7 m m n}‘m m

‘

T
1l7 H) ‘ll7 H? 1!7 m ll? nrin 117 117 117 !17 117 H? 127 H? 117 ‘I|? 'l'l? 117 m
AUG 4 1!7‘117 1!?;\]? ll?{ H?-"? 1\7kl17 H7 HJ 117 " 1 nz ll?‘\ls IIG,'IIO Hﬂ "8 )18 118."3 1\8‘ "3 llﬂ 118 llG‘IIO 113

54 104 88

||7 I‘I? H7 |17

NI

TEEEEEBEG
.

Click this button to view the number of rooms that have been allocated for the selected

Company. The highlighted section appears in the main screen.
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Detalied Reservation / Moddy V6.0.23 [Res. #42796)
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‘Rate Info
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Click Rate Info to view the rates of the room type that is selected in the Room Type option for
different occupancies. In the below screen, the room type selected is ‘Queen Room’. The rate info
for the Queen Room is displayed as highlighted in the below screen.
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Additions
Additions

Click Additions to view the details of a reservation. The highlighted section appears in the main screen.
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2.5.  Processing Cancellations

Click this button ?x

Booking” screen appears.

& Arrroat Dote

= ~ Repocure Dese
~ CRSLxs

© Asrienl gt

I =]

& Comparny Neme © Group Name

 Beseroson #  Retferecca

'7 e

Lopg® of Sty
~ Poy Mode

from the Quick Reservation screen to cancel a reservation. The “Scan

Markat Segment

— Butiness Source

Cq:ﬂ'-oony;;w | Foome [ Topd Comtrm { FPax | Avrei Dese

| Oeporure Dete [HeaiFia =

Guest tarne T

!

_-1;1

[ o

[ ]Repsot Guos

Seanch 1 o 1

1. Select the criteria based on which you wert to search te Guest. You can search based on guest
name, Company name, Group name, arrival date, reserved date, reservation number etc.

2.  Enter the appropriate data and click Search. The corresponding details appear.
3. Double-click on the record. The following message is displayed.
Cancel Booking ¥6.0.0
re you sure want to Cancel this Reservation ?
Mo I
4.  Click Yes to cancel the reservation. The Cancel reservation screen appears
Cancel Booking
Cancel|>ropery| Type | Guest Name | Amival | Departure |Rooms|Sues| ~
No |[LAM |DLD |MrAhsanullash | 06-SEP-2012] 10-SEP-2012 1, 1
No |LAM |DLD |MrAhsenullah | 06-SEP-2012| 10-SEP-2012] 11
No |LAM |DLD |MrAhsanulish | 06-SEP-2012| 10-SEP-2012] i1
ok |  cence |
5. The default value under the Cancel column is set to ‘No’. Click

value to ‘Yes’.

on the record to change the

6. Click the X button. The “Reason Entry” screen appears.
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Feason |Gu|=.*5t Feguest j I

Authorized By GE
Caller Details LA hsanullah
Mobile NMumber |993?5543 21| |

Mote:- Press Button to
Enter Free Flow Reason

Ok |

7. Select a reason to cancel the reservation. Or, click on the button to enter a reason.
8. Enter the name of the authorizer.
9. Enter the caller details and the mobile number.

10. Click the [ button. The reservation will be cancelled.

Note: If the guest has made some deposits and then you are cancelling the reservation

then the following screen appears.

| |[Deposit has been Received for this Reservation,
Proceed with Cancellation?

Ok | LCancel I

1.  Click Refund to refund the amount to the guest. The following screen appears.

Deposit Refund

Res# |GuestName |Type  |Amount |4
17636] Mr A |Cash | 5.000.00_
|~

<« | 2
elect | Concel |

2. Select the record and click the Select. The details will be copied to the “Deposit Refund”
screen from where you can enter the amount to be refunded.
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Deposit Refund ¥6.1.0
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3. Enter the amount to be refunded and the reason for refunding.

Inguire about Reservation

g Click this button to inquire about a reservation. The Scan Booking screen appears.

Scan Beoking ¥6.0.8

Selecsons

BereaOn . [Remosioes 5] wowivew [ ]
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{
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(8

g l;:”is

Search |

|

1. Select the criteria based on which you want to search for the Guest. You can search based on
guest name, Company name, Group name, arrival date, reserved date, reservation number etc.

2. Enter the appropriate data and click Search. The corresponding details appear.

3. Double click the record you want to view. The details will be copied to the “Quick
Reservation” screen.

4. You can view the deposits made, the billing mode etc from this screen.
Note: You can view the details but cannot save any data.
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Re-Instate Cancel

This option is used to re-instate the reservation that you have cancelled.

1. Click this button and the “Scan Booking” screen appears. The cancelled

reservations are displayed.

5: Stlelectd the reservation that you had cancelled and click Search. The reservation details will be
isplayed.

3. Double-click on the record. The reservation details will be copied to the Quick Reservation
screen.

4.  Confirm the rate booking and click Save.
5. The reservation will be made again but under a new reservation number.

I\rllote: The cancelled reservation details will not exist since a new reservation has been made for
the guest.

1.8.

Re-Instate “No Show”

This option is used to re-instate a reservation that the guest makes and does not

check-in on the arrival date. The Night Audit process will be completed for that date

and then the “No Show” guests will be marked.

1. Click this button to restore a “No Show” reservation. The “Scan Booking screen appears.
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Scan Booking ¥6.0.8
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2. Select the reservation that you had want to restore and click Search. The reservation details
will be displayed.

3. Double-click on the record. The reservation details will be copied to the Quick Reservation
screen.

4.  Enter the arrival, departure dates and other mandatory information.
5. Click Save.

Hotel Profile

{ This option is used to view the Hotel profile. Click this button to view the below screen.
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2.  Room Type Booking

In this option, you can view the Hotel Position and detailed position of the room types. You can

also make reservations, which will get updated in the Hotel Position automatically. The

different status of the reservation such as confirmed, wait-list and Provisional for FIT/Company

or Groups can also be viewed.

Double-click Room Type Booking to view the following screen.

Reom Type Beoking ¥6.0.0
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1.
2.

3.
Detailed Position

Place the pointer in the Arrival date and drag till the Departure date.

Select the Property for which you want to view the Hotel Position and make a reservation

Right-click on the selected dates to view the options Room Booking and Detailed Position.

This option displays the hotel position with respect to total number of rooms, physical occupancy,

expected arrivals and departures, stay over, blocked rooms etc for all types of rooms as shown in

the below screen.
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Detailed Position ¥6.0.21
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Room Booking

This option is used to make room booking for guests based on the arrival and departure date.
Reservations can be made for any month by clicking on the month tab.

1. Select the dates for which you want to make the reservation. Or, click on the arrival

date and drag till the departure date.

2. Right-click on the selected dates. Select the option Room Booking. The dates that you

selected for reservation will be copied to the “Quick Reservation” Screen.
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Quick Reservation / Make V6.0.23

o
w, O
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Depanure [110812 2359  JTuesday [ s ]
Property [iIos ~| IDS SOFTWARES PVT LTD
Compary l ]@
Booker Typel }@ Booker Code[ I
Mobile | |
Room Type |[TwinDelux ~| Mode l =l

Rooms I V7| Adut I | child | | Room Detas: |
HP | Status | =l |[C_B==_|

_ | Taie|Last Name | Middle Name | First Name |ﬂ
| =]
Cumrency Sngle Double Tnple Qud Ext Adult Ext Child

[ | I | [ | I
F9 - Guest Note T
F10 - Documents -l \ x l s I

3. Enter all the mandatory information and save the reservation.

The hotel position will be updated immediately in the Room Type Booking screen after the

reservation is made. Alternatively, you can click Refresh button to update the Hotel position.

Room Rack Console

In this option, you can block/release rooms, amend and release stay, check-in or check-out and
trarsfer or swap rooms. It shows the particulars of rooms like occupied, reserved, vacant or dirty and
detailed information tips.

You canalso view rooms basedon their types, blocks or floors. It allows you to view the list of

rooms that has been blocked, the guest names and the room types, etc,.

Double-click Room Rack Console to view the following screen.
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Note: Place cursor on red colored cell (occupied) to display booking details.
Click on the date tab to select the date from the calendar.
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You can also select the dates by clicking on the “from date” and dragging it till the required

“to date” for the selected room number. Right-click to view the below options for the selected

dates
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Note: Following Cursor icons are provided to perform certain operations:

"I" This pointer indicates that User can transfer or swap rooms.

«— This pointer indicates User can Amend Stay or Extend Blocks.

I ‘This pointer indicates User can Release blocks if
double clicked on particular grid.

Room Booking

1. Click on Room Booking option to make a reservation for the guest.

2. Right-click on the selected dates and select option Room Booking. The following screen will be

displayed

% % B O T O & ¢

Asreval [oeo912 11902 |vThursday rNaghts

Deponuwe [100312 2353 |sondey Leazi)

Property llos ~ 10S SOFTWARES PVT LTD

Company | |\ €2

BSooker Type[ }C_?) Booker Code[ ]

Mobile { |

Room Typ= f _-J Mode I i

Rooms [ |V adun 1 | chita | ] BoomDetas |

_we | Status | =] (a0
=1

| Titte | Last Name |Nsddle Name |First Name

Currency Single Double Triple Cud Exx Adult BExa Child
— B f—— I I o 4 |

F9 - Guest Note II

Fi10 - ODocuments <=4 I x } v

The arrival and departure will be copied from the selection.

Enter the name of the guest, rate and other information. Click Save to save the reservation.
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Out of Order (O0O0)

Click this option to block rooms as Out of Order. The following screen is displayed

Out Of Order

From
To

Description

Reason

Department

[06—SEP-201 2 | Room#
|11-SEP-2012 | 16

| |
IAir condition faulty j

lAcoounts LI

Save | Exit

The From and To field are non-editable.
Enter a description about the room block.
Select a reason from the pre-defined list.

Select a Department by whom the room is blocked and click Save

Out Of Order

From
To

Description

Reason

Department

|05-SEP-2012 | Room#
[1-seP2012 | 16
IPest Control ]

[Cleamng notyet done

Hotel Misc Operation v

5

save | Ext

The blocked rooms will be displayed as shown in the below screen
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m hs jay ] _-]
Vecars Dy .‘cncw) -V'-:"} - WX .Ln-'.'»rr l Paral Checs n
T Show A} Rooms __ Retmi .
Out of Service (O0OS)
Click this option to block rooms as Out of Service. The following screen is displayed.
Out Of Service
From [oe-SEP-2012 | Room#
To [11-sep-2012 | 216
Description l l
save | Emt |
The From and To field are non-editable.
Enter a brief description about the room block.
Click Save.
QOut Of Service
From |06-SEP-2012 | Room#
To [11-seP-2012 | 216
Description lWater supply broke I
swve | Ew |
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The blocked rooms will be displayed as shown in the below screen

o - —— ———— —— 4 Ovag Bom Adrsal ol Depanees Date asd Foght chok tor

RoomType [All =] Floce ML =] Brock [ALL =] ‘zﬂ_xi e ?Fﬂ Froom Bookirg e

[ orserana |[ Sepiz | Ocriz | towiz | Oeciz | Jen1d | Fet1d | macts [ Apri3 | Moyts | deis | i3 | Aegid |
vlelsis|m|riw|r|els|s|uir|w|r|rls|sim|r|wiv|rlsis|u|r|w|T]|r|s

o 0s|vo v 1293 |val1s |16 |17 18 19|20 21 |22 |23 | 24|25 |28 |27 |28 |23 30 |01 |82 |03 04|05 |06

Seop12 / Ocr1

W Two

GEE

"w Two

ol el
|Veacom | Dety Il Occupes oS . 000 i Rerervoscn E | Pamal Checkn
™ Show A Pooms [ Rk l i

Amend or Release stay/block

The guest stay period or the room blocks can be extended or reduced from the Room Rack Console

screen. To extend the dates, drag from the Departure date of the walk-in/reservation/block till the required
date.

: ——— ——— — " Drog ¥om Al 8l Depanuse Dote and Fught cics for
RoomType [ais o Flocr [l of fock [l _45‘;; = Room Bocking

[ ossepamz || Sepnz [ 0z | noviz [ Deciz | dew1d | Fortd | marta [ apena [ moyts [ dema [ wirts T Augis
T|Fis|s|m|Tiw|T|F|s|simM|T|w|TiF|sls|M|T|W|TIF|s|s|M|T|W|T|F|s =

Sep-12 / Oct12 =
o6 07 |00 fos{ro|an 1z a3 vafas |61z 1e 19 20 21 |22 23|24 |25 |26 |27 28|29 | 30 01 |02 |00 {04 |05 |0s
BAFFOR :
] o .09. | | |
w00 1 B

[~ e g
BAFFOD
2 -two foef | | | | '
" B R |
7w el L1 |
"w Two 09 |
B EFT00 |
o oo |l b | £
[Vocort | Cwy W Ccospas .cus .(r:-:' .F-bm-okv- H jiung“:)qr&sn-ﬁ]
I~ Show Al Rooms Ao SRy

To reduce the number of days for block or stay, double-click on required date.
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Check-in

You can check-in a guest using the Room Rack Console screen. Right-click on the reservation to
view the following options

Fasom Rack Comole ¥4.0.4

. - - —— - - - - Crog bom Arrromi M Dapartare Dmte and Maght O %or
RoomType falL = Feor [AlL =] B fals = A% = [*=§ Prosm Bockng

[_ﬁ»_bi};\*?ﬁ:—ﬁj7_5:"_:—[-_':73'_:_]'_.--—-;_/??]‘:;:_!:-[}?:{7ijvz’;‘t]:fﬁt]_lqﬂ1 [ e | a3 T ooy | A |
ey tLsz[s]quJw]r[ris[s]u]t}wgr]vlsls]ulr}w[tir]s}s]u[t]w]v Fls =
i o (o7 s (es 10| nr |1z aafvalosvs 07| ve s 20 (2 (22 |23 |2a 25 26 |27 (70 |29 30 |91 (02 03| 0a 05 [oe N

W o TwD

" Two o=
” 1w e ]
“oTwo e
s Two oo

Click option Check-in.
Partial Check-in

If there are multiple guests in a reservation, the user has an option to check-in a particular guest.
Select the option Check-in to view the below screen.

Deag wom Armval M8 Depanare Date and Faght chcs for

Room Type [0t _;] oo &_7 iJ glock AL 7:; Rocm Boskang

I——I-WIIB

[ eseranz |[ Sepiz | 01z | Movit | Deciz | Jew1s | Febn 1 Aeess | Mayis [ 3ty [ seris | Aogis
TIFISIS MT W T FISISIMTIWIT|FISISIMT W T F SISIM|ITIW

OF 07 OB 0% 10 11 12 (13 341616 |37 (00 (09|20 20 (22|23 (24 25 26 27 26 2% 20 (0102 03 04|05 0%
s oL e

52 o e

Sep-12 / 012

L) Fo-4
o rz
u Lz

n s

A YO [ [
6 rwo '09 .OP b
_J Vacart | Dy . Occupiod .'."il:'- l 000 -Ktu---mm I«.-‘ Partel Checkon ]
[ Show &% Rooms o

Select the checkbox corresponding to the guest who has to check-in and click Ok.

The partial check-in status will be displayed as shown below. Right-click on selection to view more
options.
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You can also check-in the remaining pax using the option Check-in

Note: You can check-in a guest only on the accounting date.

Transfer and Swap Rooms

The user can transfer or swap the rooms for the guest. Rooms can be

transferred only if

there are vacant rooms available and this is done using the option Room Transfer.

Select the guest for whom the room has to be transferred. Or, click on the guest and drag till the

required room number as shown below.

Note: You can transfer or swap rooms only on accounting date.

O |[GuestiName =
O |MRXZANNJAH MATSI L
MR JOEL HEALESWYILLE
< | i
Ok | Exit |
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Information Tips

You can view detailed information regarding the guest or the reservation. The tips will give
information about arrival and departure date, registration number, guest name, room rate,
pax, Company etc. The tips will also provide information about room blocks such as the
duration, reason, department by whom the room is blocked etc.

To view the information tips, place the pointer on the status and the following screen appears.
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4. Reserved Guest Messages

In this option, you can enter the messages for the guest who has made a reservation. The contact details
of the person who has left the message are also entered.

Double-click Reserved Guest Messages to view the following screen.

Reserved Guest Messages V6.0.0

From
Neme I |®
Address | |
Telephone # | |

To
GuestName | 1®
Compary Name | |
Reservation # [ ] AnivalDate [ ]

Message
I

User Last Updated [p6-SEP-2012 1515 |

Save Parel | x| pm | Em |

Place the pointer in the Name field and press F1. The Guest Help Information screen appears.

Select the required message and click Select.

The selected record will be copied into the “Reserved Guest Messages” screen.
Click Save to save the messages for the guest.

5. Assign Guest Rooms

In this option, you can assign rooms to guests who have made reservation at the Hotel.
Double-click Reserved Guest Messages. The “Scan Booking” screen appears
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Scam Booking V6 O
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Feier.ovon O : ‘] [ —~ L’——-__-__
Pes s | Toe | Coamas Pinme 1 = Pemrra | Poom @[Ty Comtern § Pux |  AwnsiDote | Oeponure Dote | et Fla =

SAucldress

Telephons #
To

Guast Names

Comparnys MNarne

FResarsation #

Message

[SALES |@
EKMD OFFSHORE |
i53?6543234 |

|Mr Ahsanullah | D)

|MCJV-{PNG LinG)

42796

Aurrval Date

207120906

User FDS

!Mr. Ashanuliah will extend his stey for 2 denys

Last Updatad

(- Clear |

PE-SEF"-?EHE 16:27 |

Prira Eait |

Search the Guest based on different criteria. The following screen appears with the guest names

displayed as highlighted below
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Assign Guest Rooms V6.0.12

Guest Name | Room#e =~
Mr Ahsanuliah

Resv # Room Type Asrival Departure Group
[s272%8 }@ [Double Dix |pesSEP-2012 333 | [osSEF=20i2 353 | | |
Block INI 'I Flocors [NI *"I g l Featurs ] Azwgn I Beiease J
BlockedCheck-inBalanceAssigned Roomd# SEF2Z012 =
Soom] 1 L& 1= [(o TlFls|Ism|TwlTIFls]sm|TwliT]IrFls
Pex |73 o (S [o 8
o6 0z loslos|1ol11 {1213/ 14]15 1617 |18| 18|20

BA-FFOO

537 §_;T
BB -FFO1

— 35 7 0L0
357

[ Jvecem [ ] 0wty [l Occupied i oos Bl coo Bl ~eservason [ ] Departwwre [ ] Assigneble

Save | Chaar I Paned I Ex2 I.I

Click on a particular guest, the following screen appears.

Guest Name V6.0.12

Guest Title Dr

Last Name Abbas
Middle Name

First Name Muhajer

From Time 12joo

0Ok lQancellI

Click Ok.

To Assign Rooms

Assign Guest Rooms V6 0.12

Resv & Room Type Asrrenl Depamse Group
[s2438 @ pP Exfcom lpesEF20izpoce | pBiseEr2mzpioo | [ ]
Block Al 'l Floces r;dl - & ! Eestue I Asson I Petesie J
BlockedCheck-inBalance Assigned Room# SEF2012 =
Rocml[ 7~ [0 [V [0 T|FlsIsim|TIwlT]IFls|siMm]T|wlTIFls
Sl A Fe a1 ) E A 13{14j15 1617|1819/ 20]21 |22 |23|24/25(26|27 |28 28
BE F¥00
Cosei e [ Roome ~
DvA:baa Muhajer ] :;::x
214 7EAM
215 7 ERM
216 7 ERM
BEFFOY
221 JERM
222 7ERM
224 JERM
225 7ERM
226 7 ERM oe |
oE FFO2 |
23 JERM
232 7 ERM
77 I I O I ) S O O S S O T 1
=Jl«l | =1
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1.  Enter the room number to be assigned in the Room # field.
2. Press Enter. Room will be assigned which is shown in the below screen.

Assign Guest Rooms V6.0.12

Resv # Room Type Arrval Deparure Group
[424%6 @ WP ExRoom Jpe-sereoizfpooo | pr-serzmzfiion | | ]

Block Al =] Foors [an 2 - S I e e

BlockedCheck-nBalanceAssigned Room# SEF2012 =

Room| 1 [ 0 [ 1 |1

T[r[s[sIm[TIw|[T[Fls]sIm[T[w[T]F[s
e
e [T 170 I I 13(14/15116]17 18| 19|20 21|22 | 23| 24| 25| 26| 27 | 28| 29

BE-FFOO ——
Guest Nome Room# ~ 211/ ERM T 11 —
Dr Abbas Muhajer 21 212/ ERM | {
! 214 /ERM
215/ERM
216 7 ERM
BE-FFO1
221 / ERM
222 1 ERM
224 1 ERM
2257ERM | | |
226/ ERM o |
BE-FFO2 | |
231 / ERM
2327 ERM

T | S (ot (S SN D' V) S Y N S Y U S0l Do Do .v
vile| | »

[Jveacent D Oirty .Ocaxpted -OOS [l coo - Reservation [____] Departure [:] Assignable

S | O | Ped | B2 |

3. Click Assign. The room will be assigned by default.

Viewing Features
1. Click Feature to view the features of the room. You can view the features of all the rooms

before assigning a room.
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Assign Guest Rooms ¥6.0.12

Resv. # Room Type Asrval Departure Group
[42795 |® [Double D |pe-seP2012 1333 | fioseP201zp3se | | ]
Block  [AN ~] Floors [a I [Eonee || gwon | Beewe |
Blocked%eciineolonceA[siig_@d Room# SEP'2012 ~
g::"‘}:_{—[L[[:_[L T[e[s]s[mlT[w[T[Fl[s[sIm[T[w]T[F][s
¢ 9 06(0708|09(10]11,1213|14|15|16/17|18| 192021 |22
BAFFOO | | | ‘
(170D 0P|
SMK-SMOKING ROOM et ;
SLK-Sefe Lock B /0L P |
REV-Rear View |31 /0LD L)
NSM-Non smoking room x/0L0 2] s |
M2T-M2T Imemet 33/DLD DP |
LCOALCO TV BAFFO2 |1
FRV-Front View 54/0L0 OP |
CRT-CRT TVs 57700 oel | _
53/0L0 oP |
BB-FFO1 el
34 7DLD 0P|
35 /0L0 P!l |
37010 oP | [ .
/0 DP | |
Broceed 1 ——2]
_ Booeed | « o
DVucant D Dinty -chpned -OOS .000 - Reservation DDepome DAssngnub‘.e
soe | Cew | P | Ea |

The features of the room will be displayed on the left side of the screen is shown in the above screen.

To view the features of an assigned room,

2. Double-click on a room number. You can view the block details of a room along with the guest
details.
IRoom RoomType  [Double Dix ] Dote [06-SEF-2012 ]
IFoU |Rei IRnsl |GueﬂNamo | Asrival | Diume |Btodc|Desﬁbon |:_
3. Click Room Feature to view the features of the particular room. The following screen appears
93 - V6.0.12
CRT T¥s -
M2T Internet
Non smoking room
Rear View
é
Page 82 of 118 Author/Copyright Performing Pre-arrival and Arrival | Training module Version -1

Ministry of Labor and Skills

Operations

Dec, 2022




4.  Press Esc key to exit from the screen.

5. Click Exit to exit from the Block Details screen.
To release an assigned room,
6.  Click Release to release the guest from the assigned rooms

6. Retentions-Cancel/No Show

In this option, you can enter the amount charged to a guest for cancelling a reservation. You can

also enter the charges for not checking in on the arrival date.
Cancellations

When the guest cancels their reservation, Management will have a retention charge. Based on

that, the guest will have to bear the cost.
No show

When the guest who reserved their room did not arrive, the management will charge them the

retention charges for not checking in on the reserved date.

Click Retentions-cancel\No Show and the following screen appears.

Relentbons CancelMNo Show ¥6.0.0

Reterson Charges

Canceliatron T No Show ‘l
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Select the Cancellations/No Shows button to view the guest names who have cancelled or not
appeared on the arrival dates.

2. Enter the dates from which you wish to view the cancellations or no shows.

3. Click Load.
4.  Enter the retention charge against each guest in the Charge Amt column.
5. Click Save.
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7. Close Room Inventory

In this option, you can stop booking of rooms for given dates for a given month.

Click Close room inventory and the following screen appears.

Close Room Inventory ¥6.0.0

Monsh / Yesas G-2012
e L N N
2A5 3IAF 1 WD zzZ | DLD I TAS 1 EAT
Date Day
Jse/ To| Stats [Jse/ To| Status |Jse/ To| Status |Jse/ To| Setus |Jse/ To| Sietus |Jses To| Stetus |Jse/ To] Status
1 | WED | 0/1 Y i0/35 | | 0725 | 1 0754 | I 1786 | f- 1734
2 | o | 677 | Y= 5 1 | I |
3 FRS 0/1 } § 474 |} { 176}
4 SAT 0/1 i i 474 i i 176 i
5| SUN | o/1 | I 474 | | 1/8 ]
5 | MON | o/1 | I azra | L 176 |
7 | TUE | o/ 474 | v/6 |
WED | 0/1 | YN 1/86
T | o/ | | ara ] 1/6
FR os1 | I 474 1 176
1 SAT /1 | | asa | 1/6
12 SUN o/ | 1 474 | 176
13 MON o771 | | 474 | i/6
14 | TUE 0/1 | L 4ara | 1/6
15 | WED | 0/3 | |_474_| e
16 | THU o/3 | | 474 176
17 | Fra o/t | [Tara | 1/6
18 SAT 0/1 474 1/6
3 St 071 | | aza | 176
D | MON | 071 | 1 474 | 176
TUE | 0/3 | aza ]| 1/8
WED | 0/3 | I asa | 1/6
THU a/1 ! | 474 | 1/6
4 FRS /1 1 asa 1/6
SAT | 0/1 | 474 | 1/6
SUN a/1 I 474 | 1/6
BON | 023 L i 979 1 176
?om. Conanit ok sppbcabie 1o 0 1ed) Specal Rooms ]

1.  Enter the month and the year on which you want to stop booking of rooms.

2. Double-click in the status column of the room types for the dates you want to close the
booking.

Alphabet “C” will be entered. This indicates that room booking of the particular type is closed

for the chosen date.

Note: Further bookings for that date and room type will not be allowed. However, walk-ins can
be allowed.
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LAP TEST 2 WRITTEN EXAM

Perform The following activities on a computerized reservation system software

Practice assigning a guest room to reservations made by the guest.
Process deposits made by guests to guarantee reservations.
Perform updates made by guests to reservations

Make cancellations to reservations on the computerized system

o B w NP

Copy reservations and save for a guest
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Unit Carryout Registration of Guests Using Computerized System.

Three

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics:

e Carrying out check-in procedures

e Carrying out Express check-in procedures on system,

e Processing Walk-in check-in activity

This guide will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

e Carry-out check-in procedures for guests who come with reservation
e Perform express check-in procedures using self-check-in systems

e Process walk-in check-in for guests who come without prior reservation
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3.1. REGISTRATIONS

Registrations is used by Front Office for guest management, guest services, change rates,

link/delink rooms to groups, manage billing, create hotel chart, manage over booking, activate

or deactivate telephone extensions, manage SMS messages etc.

B Fortuse Next Y609

Front office

ll Rogistrations,. I = xpress Orvickn
Reservations,, Rirseevation Chadn
Canloring., Wodirs
Day End process,, SOl Rooams Chaddn
Gumst History.. Room Foor Plan Dvsplay
House Keoping.. Guest Margemsnt
Conclerge., Gt Sarvices
Reports., Gt Proto (InrHouss)
Lookups.. [reeoice by Aerival
SMS Setup.. Mk Gusts
Setup.. fum Away [ Wakout Guest

Room lretnctions
Charoe Fate

Mrde Rote

Group Rate Lbdshion

b | ws | Lonlodewt| To0s |

Statistics
£ 0 =0
Lejectal Lupactnd
Arnvals Cwpartires
0 0
Chackm Wlka
Racmu Rakra
b | 0
Foorns by pell Fegirterel
cooplarnt
25 00
Te-bonase Batra
Tusets AdadyOid
6 0
15 bridase Quast Bk
Focergners
Wl 0| Losten

3.2. Express Check In

This option is to check-in the guests who have done a reservation. If rooms are allotted to

the guests during the reservations, the express check in process becomes simple and quick.

Double—click Express Check-in under Registrations to view the following screen:
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Express Check in V6.0.4
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v' The list of all guests who have made reservations will appear on the left side of the
Express Check-in screen.

v You can view guests based on Expected Arrivals/No Show/Next Day Arrivals.

<\

You can filter by Guest Name/Reservation #/Company Name/Group/Arrival Flight.
v' At the bottom of the screen, click on the following options to filter the list: VIP
Guest/F9-Guest Note & F10

Document/Guest Messages/Partial Check-in or Repeat Guest.

B VIP Guest -FS-Guest Note &F10-Document _jPartial Check-in
. Guest Messages _"] Repeat Guest  (Right Click on this to View Last Vist Details)

a. Click VIP Guest to view all VIP guests.

b. Click F9- Guest Note & F10-Document to view any notes or documents to the guests.
c. Click Guest Messages to view the messages of the guest.

d. Click Partial Check-in to view the partial checked in status of the guest.

e. Click Repeat Guest to view repeated guest’s details.

Current Status

to view the Current Status of reservations at the Property.
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Express Check-in V6.0.4

Display |ALL |
Expected Amivals ] Mo Show ] MextDay Arrival ]
Guest Name i C I

You can view the Room Type/Guest Status/Flight #/ Group/Agent or Corporate as shown

below. You can view the number of rooms and Pax booked, checked in, and expected.

Current Status ¥6.0.0

CURRENT STATUS
[RoomType I GuesiSqu] Flight # I Group ] Agent I Corporate ]

Booked Checked-In Expected b

Description
i Rooms | Pax | Rooms | Pax | Rooms | Pax

Total of [0 0

—r
.

S SR
=)
[

Summary 1 1 o

1. Click Exit to go back to the ‘Express Check-in” screen.
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2. Double-click on a guest name. The following screen appears.
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3. Daude-click on a guest name. The first name and the last name details will be displayed in the respective

fields.
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4. You can make changes to the names in case there is a mistake. Correct the names if needed and click
Ok.

5. All rooms available belonging to the type you reserved appears on the right side of the screen.
Example: If you had reserved a “QU” type room all the “QU” type rooms that are available will appear

on the right side of the screen.

6. Enter a room number against the Guest name to allot a room number to the guest.
7. Click Check-in. The room will be allotted.

Click & 4 to view inter connected rooms.

Click & 1 t0 view the opposite room number.

Click & 4 to view all special features of the room.

You can further filter by Hotel Features by selecting the option All, or by its special features.

Example: Balcony non-accessible, Bishop Cotton school view, Road view or Sophia s choice view.

Moreover, you can filter by just clicking on the following options: Vacant/Dirty Occupied/O0S/OQOQ or
Reservation.

FIRST FLOOR
T BED

Ok

8. Click OK to go back to the ‘Express Check-in’ screen
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Hotel Position

1. Click Hotel Position to display the status of the rooms in the hotel.

VP Guest [ Fo-GuestNote 8F10-Oocument __|Potial Checkin | Vagant _|omy . Occupied
[ GuestMossages 8| Repent Guest  (Right Cick on ®is to ViewLast Vist Deteis) | 0os oo [ Resenvstion
Houpun | Bembn | g | gy

The following screen appears where you can view the different types of rooms for each date
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2. Double-click onthe grid to view the Hourly Position of the rooms. Hourly position of the rooms for
the selected date is displayed

Howurly Position ¥6.0.0

. T | W/ S N | o I # A #n A @ f i
IS 5L S ¥5; 35| A% ¥ 5] V5 151 WS S{ 1S V5] 15,15,
22, 22 2w 2 W 2 W @ 2 R W A 2 2 a2 2 2
9 19 1% 8 18] 13 18 a8 % 19 WL 19 % 99] 190 18 39
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»
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3. Click Next Day Chart to view the next day chart.

4. Click Back to go exit from the current screen.
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Graphical Representation of the Hotel Position

You can view the rooms’ status through Graphical Representation

1. Select the room type from the dropdown list provided.

2. Select the type of chart: 2D Bar or 2D Line.

If you select 2D Bar the chart will be displayed as follows:

All -

20 BAR
2D LIME

£00m

o38888828

Wct

°z8888828

If you select 2D Line the chart will be displayed as follows:

@ )
|an pd 7 - 70
20848 €@ o
@ )
T 2
Zoom I 0 20
» 2
10 10
0 o
o3 Yo Tos Tos oy loa ToaTro Tas la2laaTralis lislar hisTha oo Tan L2 B ae Tas TowTon P T2a Tan Py Yo T
3. Click Zoom to view the chart in full screen.
L "
M e e e e e ——————— e —
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4. Click Normal to return to the main screen.

Detailed Position

1. Click Detailed Position to display the detailed information of the hotel position.

Detailed Position ¥6.0_7

From Dot 03-0CT-2012
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The number of rooms that are out of service, out of order andnumber of ronsthat are available will be displayed

for a given date.

2. Click Previous, Next to view the previous or next records respectively.

3. Double-click on the field which has * which is shown in the above screen.

Example: Double-click on * Stay Over. The following screen appears with detailed position of Stay

Over.

Detailed Position - Stay Over - 25 SEP-2012
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You can view the detailed position of the room like the reservation number, room type, guest

name, arrival and departure dates, group, rooms booked and Pax.

4. Click Back to go back to the previous screen

Similarly doude-click on * Expected Amivals, * Bxpected Departures eic. to view the detailed positions of
expected arrivals or departures.

5. Click Print to print the detailed position of rooms.

6. Click Exit. You will be back on the following screen:
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1. Click Yearly Chart to view the yearly chart statistics. The following screen appears:

Yoo E ™ Inchucle Over Bockng

__[rom | oo} ooy oof odf onf 6] o7f oof oof vaf wif xaf waf xef vef v vy e o] 2of ] 2f nf 24 | uf 2f f wf o »
Jloct | 2 63 63| 63 63 B4 62| 6) 64| 64 &8/ 5 $5 65 74 74 74| S| 76l 76, 76| 75\ S 5 % 17 M| 7 7
finow | 2274 77 2 77 s rsl asi sl vs| ve| ! %l 26 M e e ve 76 26 76| sl 76l | %l o:s| 2l M M %6 % 7 |
Hoec| 2nd » i % n| n n NI n| N[ N 2w m o n w nl nnlnin wEN 2w 0 a0 m
Bamel 208 7 7 m] wel vl el xl | wl w %l %l wl wl wom monlmlnln SRR
"FE’ W 7NN MmN I
WAl swml o n o nan R mnn RN RN ma
ol a » mi o ninnn Ann ey e .nnnnr:vnnnl
MAY W, ee b 2 A 2 2 2 i 2 PR 2 R A ?7?77‘77777,"777"777’;
JUN 290 77 77, 77 7 7 T m mnmwm N n nwnRNNM N n !
T R R R R I R R R R L R U R R R R R R R R R
AUG R o n nLwWMR N M
P | o nnn Ry oy o w o

0

2000

190
me

1000

e

o
(i e~ e

W include Crver Booking

Page 95 of 118

Author/Copyright
Ministry of Labor and Skills

Performing Pre-arrival and Arrival
Operations

Training module Version -1

Dec, 2022




If you want to view over bookings details, select the option ‘Include over booking’
2. Click Print to print the detail statistics of the year on a daily basis.

The following report will be generated:
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3.2.1. Reservation Check In

You can use this option to check-in guests who have made prior bookings.

Double—click Reservation Check-In under Registrations to view the following screen:
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Scan Beoldng V6,0.4
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enter the relevant details and click Search.

All the matching records appear as shown below:

Example: If you wish to view the guests based on th.eir length of stay, select ‘Length of Stay’ option,

Training module Version -1

Performing Pre-arrival and Arrival
Operations

Dec, 2022
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Scan Booking ¥6.0.4
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The details displayed for each record are:

v/ Reservation Number v/ Wait List

v" Guest Name v Group Details

v/ Company Name v' Reference Number

v Room Number Reservation Date

v Room Type v’ Billing Instructions
v Confirm v' Special Instructions
v v Arrival Flight and Arrival
v Provisional bookings Time

v Pax v Property Name

v Arrival and Departure Dates v Room Rate

v" Meal Plan v Contact Person’s Name
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Color Legends:

+ Frequent check-ins will appear in green color D FepeatGuest
< Reservations in waiting list appear in peach color :
|:| YWaitlist

%+ Checked in reservations will appear in purple color

2. Click Exit to exit from the screen.

Alternatively, Reservation Check-In is also provided as a button in Express Check-In window.

Express Check - in ¥6.1.0
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3.3.  Walk-ins

Walk-in option is used to check-in the guests who directly walk in to the hotel without any prior

reservation or booking. Based on the room availability, the rooms are allotted to the walk in guests.

Double—click Walk-ins under Registrations to view the following screen:
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Room Rack ¥6.0.3
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By default, all the vacant rooms appear. The out of order rooms will also be displayed to prevent them from

check-in.

3.3.1. Express Walk-in

In Express Walk-in, it is not required to enter all the details of the guest when they are checking-in to

the rooms. You can enter the room number, name and the departure date and time of the guest.

1. Enter the room number. You can see the room numbers and the dates on which they are vacant.

2.  Enter the Departure Date and time.

3. Enter the guest’s name in the title, last name, middle name and first name fields.

4, Click Express Walk-in. The Room Rack window appears with the registration number,

room number and the departure date and time.

5. Click Ok. The guest will be checked in.
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Room Rack ¥6,0.3
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B1FFO1
102
103
104
ITT]
118
120
121
122
123
114
B1.5F02
201
203

Wak-n

Ll

. . -

4 —4e. + -

Room Rack

Reg Number : 38

4 -4 : . —

Departure 0%-0CT-201212:00

|

|

| , 1

) . RoomNumber 008 | i !
|

|

|

RIRIRIRR|RIR|RIB] [RIZ[R

— [ e ] !

o
-~
L

! |
| !
| 1
!
1

A[3|R

- ! ! i j ! !
o | |

RoomTyve (M ] Bock [ 3] Feor [ 3] gl e ROay W Ocoipied

Walk-in
In Walk-in, you need to enter all the details of the guest when they are checking-in to the rooms.
Room Rack ¥6.0.3

Room#| | Depenure | ! J AL 5| ke Express Wokn

Tle Last Name Naddle Name Fiurst Name o |

Walkn
Neme | | [ | | J
Vacant T Decupeed T Dity T a1 1 | =

Rooms wm.n-nl THU.03-10 [ FRI05.10 | SAT.06.10 l SUIL0T-10 lmul TUE-09.10 lw:o.u.« THU-11.10 l FRL12.10 [ =

B1-FFO0 i | | i |
003
001
o7
os
011
B1rret
102
103
10
11
118
170
121
122
123
i1
B1.£702

49— 00—t

S et SO
+
¥

RIR| SRIREARZRIZR [RIFZRIS

263
«f |

Room Type lAu v} Block Al -~ Floor |All - E \éaos 9 glc% = g‘:::ewrvahedon
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1. Enter the room number, Departure Date/time and the guest’s name in the title, last name, middle

name and first name fields.

2. Click Walk-in.
The following screen appears:

Walk-Ins ¥6.0.10

[ Regiswasonfor 001 | [ Pax 1] [ Folio # ][]
Title Last Name Middle Name First Name
IMs I ’Joseph "Anno ][Roopo ]
Address INo 1. Express Avenue ] Designation |ASM -l
City | | Occupstion [Sales Executve ]
State Classification [Regulu _:]
Country Guest Stahus {WAL ]@ oW
Zip Nationality [IND ]@ More.
Telephone # Pax Type FAEJR—__']
Mobile Check Qut |12 Noon -[ Irace
Email 1D I ] Send SMS No -
Gender Female .I Smoking |N° v a
Company. I I Detads I Pay Mode @ %“""‘"
Bill Inst I:l@ Bookers | Fian Code @
Business Source @ Rate [Package
Market Segment @ Scanty Baggage m
Registration Number :
Spl. Inst Local Add l Others l Save l Clear I Panel l Ext

3. Enter the contact details of the guest in the respective address fields.
4.  Select the Designation from the Designation dropdown list.
5. Enter the Occupation of the guest.
6.  Select the classification of the guest, if the guest is regular or a Time-share guest etc.
7. Inthe Guest Status field press F1. The following screen appears.

Guest Status | Applicable Fro| Description |Status =~

REG 13-APR-2012 REGULAR |Active

ViIP 13-APR-2012 ' VIFP |Active

WAL 14-APR-2012| WALK-IN | Active

| |
|
Select | Cancel |

8.  Selectarecord and click Select.
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9.  Click DW. The Document Center details screen appears as follows:

Document Center ¥6.0.10
Res.No. | Status | Date |entvRecenedB| Subject | Userio |

Link

F5-To Clear the Link Line ok I

F6-To Clear a Row

10. Clickin the first row. The following screen appears:

Document Center ¥6.0.10

Res No. | Status | Date |enyReceivedB| Subject | UseriD | Link

[ S ————
S CENN~]
Date 03-0CT-2012

ByWhom | |

Subject [ ]
O
F5-To Clear the Link Line Ok I

Fb6-To Clear a Row

11. Enter the status, name of the person who has provided the details, subject and click Exit. The
details will be saved.
Click in the link column to attach any required documents as shown below:

Document Center ¥6.0.10

Res. No. Status | Date |enyRecewedB| Subject | UseriD | Link
Sent }-OCT-2012| MOF | Record DS |

F5-To Clear the Link Line ok l

Fb-To Clear & Row

12. Press F5 to clear the link line and F6 to clear a row.
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13. Click Ok.

14. Enter the nationality of the guest in the Nationality field. If you want to enter additional

information, click More. The passport Information screen appears”.

Passport Information ¥6.0.0

Type

Number

Passpon #
Issue Date
Issue Place
Expiry Date
Armval Date
Visa Details

Issue Date
Issue Place
Expiry Date

Stay Days
Date of Birth
Employed Status lNo

l Work Permit |

[ ]

Guardian Passport # |

| Guardian Name |

| |
[ ]

Diplomat Details

| Designation [

| Embassy Name

Card Number

I Issue Date

[ ]

[ 19

&

Issue Place

Expiry Date

15. Enter the passport information and click Confirm. The details will be saved.
16. Enter the Pax type.
17. Select the Check-out time format: 12 Noon or 24 Hour.
18. Click Trace and the following screen appears:

Fruns & Flowers
Chocolstes
Newpaper

Red wine

Description Departrment

1 Dote

| Time |

Apphy

| Days |

Note  Chick on Deays to change Date & Time
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19. From the preferences list displayed on the left side of the screen, double-click to select the guest

preferences. The selected preference details will appear on the right side of the screen.

20. Inthe apply column select if the preferences are applicable to All or to the Guest.
Guest Trace
Fruits & Flowees Description | Days | Depanment | Date [Time| Apply
thoccleles Fruts & Flowers |4 08ys FRONT OFFICE | 3-0CT-201, 1448 [ForAll ¥
Newpaper For Al \
Bedwine 1 1 | | [For Guest |

Note : Ciick on Days to change Date & Time

Note: You can click on the Days column to change the Date and Time.

21. Click Confirm to save the information.

Walkk-ins ¥6.0.10

[ Registraton for 001 ] | P ] I—_] | Folo # ] E

Title Last Neme Middle Name First Name

[Ms ] IJoseph "Anna 1[Floopa I
Address INo 1. Express Avenue I Designaton [AsM =]

City [ ] Occupation [Sales Executive ]
State Classitication [Regulm ;]
Country Guest Satus VWAL @ ow
Zigs Natonainy IND @ More...
Telephone # Pax Type Adult -

Mobile Check Out [2Noon ~] Trace
Email D [ ] Send SMS No -

Gender lm Smoking No < = I
Company. I l Detads I Pay Mode @ %‘:m
Bill inst [:l® Boockers | Flan Code @

Business Source @ Rate m
Market Segment @ Scanty Baggage m
Registration Number :
Spl. Inst Local Add l Others. I Save l Clear l Panel [ Exnt ]
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22. In Send SMS field, select YES if you want to send SMS else select NO.
23. Beside the Company field, click Details to enter the company information.

The following screen appears:

Company Information ¥6.0.0

Campany Code || | @

Mame

Contact Person
Designation @
Address
City
State

Country

Zip
Fhone #
Faux #
Email ID

Sales Person @ |
@

Sales Office

Instructions |

Confim | Clea Cancel |

24. Enter the company code in the company code field. Alternatively press F1 or double-click in the

field to view and select the existing company details from the help screen as shown below:

Company Profile ¥6,0.1

Name I

Company Code  [Name |Area | City | Country |Sales Ofice  [Sal »
COMADI0 |AAGGSS | YAA Layout T
CRDO00T |AXIS BANK ’ |BANGALORE  |INDIA
CRDI00Z2 |HOFC | [BANGALORE | INOIA
CRDO003 | AMEX
CRDO004 |DINERS CARD |
HLDADD |BILLONHOLD |
STFHNAM [ Camnhall =2
crl |

| s | cous |
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The selected company details appear on the “Company Information” screen.

25. Click Confirm in the “Company Information” screen to save the company details.

26. Click Bookers. The “Bookers Card info” screen will be displayed.

Bookers Card Info
Bookers Twpe
Bookers Code

kohile

(0]

| __Confim_|

27. Enter the Bookers Type or press F1 to select the bookers type from the help screen.

Bookers card Help

-~

Bookers Type Description
COR Corporate Booker
TA Travel Agent

Select LCancel

28. Click Confirm. The Bookers details will be saved.

29.

In Bill Inst field, enter the billing instruction number. Press F1 or double-click in the

field to select the billing instruction number from the help screen as shown below:

Billing Instructions V6.0.0

Billing Instruction

Description

Status =~

7

DIRECT

Active

BILL TO COMPANY

Active

Room & Meals to company Ext. [

Active

ROOM & PLAN TO COMPANY E

Active

TELLIQTOB DIRECT REST TO

Active

ROOM & MEALS COMPLEMEN

Active

R~ ® || LM

ENTIRE BILL TO COMPANY

Active

ORI b A TR AT IT AN

PO

Select

LCancel
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30.

Press F1 or double-click in the respective fields to select from the help screen.

Select the relevant Business Source and Market Segment to which the guest belongs.

: purces ¥6.0.0

Code | Applicable Fro| Name Status 4]
COR. i 13-APR-2012| CORPORATE |Active __|
WKL | 13-APR-2012 | '"WALK-IN Active

P 4

Select | Cancel

Market Segments V6.0.0

Code | Applicakble Fro| Name Status =~
01| =28-FEB-200G| CORFORATE |Actwve
01| 30-k4AR-Z009| CORFORATE M | Active
01| 01-APR-2009| CORFORATE | Actwve
02| 28-FEB-2006| CORFORATE h|Active
03| 25-FEB-2006| CREW Active
03| 30-MAR-2009| AIRLINE CREWY | Actve
04 28-FEB-200G|DISCOUMNT Active
04| 30-hAR-2009| DISCOUMNT Active
Select LCancel

Pay Mode Applicable Fron| Description Status -~
BTC 13-APR-2012| BILL TO COMPANY |Active
CAS __13-APR-2012|CASH Active
CHOQ 13-APR-2012| CHEQUE Active
DIR 13-APR-2012| DIRECT Active
-
d |
Select ] Cancel ]

32. Click arecord and click Select button.
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33. The Pay Mode will be copied to the Walk ins screen.
34. Enter the plan code in the Plan Code field. Alternatively press F1 or double-click in the field

to select the plan code from the help screen as shown below:

Meal Plans V6.0.1

Flan Code |Applicable Fro|l Name otatus |

AF 13-APF-201 2| AMERICAMN PLAMN | Active _

CF 13-APF-201 2| CONTIMEMTAL FLA| Active

EF 13-APR-201 2 EURDPEAMN PLAMN | Active

hAF 13-AFPF-201 2 MODIFIED AMERIC:| Active
Select | Cancel |

35. Select the rate*tratts apyli\,aulc

Rate

Contract
FPackage
Discount

36. Inthe Scanty Baggage field, select “Yes” if there is scanty baggage else select “No”.

Vehicle Information

to enter the vehicle information. The following screen appears:

Vehicle Information

kdake || |

1. Click

hModel | |

vear —

Wehicle # | |

State | |

DL# | |
Trailer # | |

Canfirm Clear Cancel

Special Instruction

In this option, you can enter any special instructions about the guests.
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Walc-les V6.1, 21

[_Reawweronior 10| | E—— EE
Tae Last Name Maddie Nemre Fuest Noena
i |5 1l J
Addres: L‘
Cy Special Instruction ]
Srato B
Couvntry E|
in __J
Teloph __l
Mobde _]
Emeil i} [N
Gende |
Ext Ok |;—
Compad !
Bl ines F__lp _tem Fian Code = lo g
BusinessSowce {12 | Fato [Oecoue =}
ModkerSegmers 01 L) Scanty Boggoge frRa =]
Registiabon MNumber [:]
Spliwt_ || _locoiasd ] Qhes. | sew | | Panel | e |

1.

Click Special instruction. The following screen appears:

Special Instruction

Ezat Ok

2.  Enter the instruction and click Ok.

Local Add
1. Click Local Add.
2.

Enter the address details of the local contact person and click Ok to save the address details.

Contact Person Details V6.0.0

Name
Address

City

State
Country

Zip
Telephone #
Fax#

[Rick

|

|#33, Main Street

IPullman

I:Aud-dand

INew Zealand

[45856

18423456?88

|s423455789|

VO § WS | SN | SR ) S—— | —

ok |

Back |

4. Special Rooms Checkamn

This option is to check in guests or group leaders to the special rooms allotted by the Hotel.
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Double—click Special Rooms Check-in under Registrations to view the following screen:

Special Rooms Checkin ¥6.0.0
GFoko Group Code[:] Group Name l ]

Departure | |@| |Cumrency Code @
Classification IRegular v l Pay Mode @
Bill Inst ! {@ Compary Code [——_] (@) Dewis
Flan Code ‘CP @ Rate Table :]
-
Guest Tile Last Name Middle Name First Name
I | |

soe | Pl | e | Em |

Room#  |Folio# |Reg.#  |GuestName | Departure B

|
i
|

1. Enter the departure date and time of the guest in the Departure field. Press F1 © view the
calendar to select the date.

2. Select the guest type from the Classification dropdown list

Classification IRegular -

House Guest
Complimentary
Diplamats
Time Share

3. Select the billing instruction for the guest from the Bill Inst. help screen

{3 o 0 65.0.0

Billing Instruction| Description Status =~
[DIRECT Active
BILL TO COMPANY |Active
Room 8 Meals to company. Ext [|Active
ROOM & PLAN TO COMPANY E| Active
TELUQ.TOB DIRECT REST TO Active
ROOM & MEALS COMPLEMEN Active
ENTIRE BILL TO COMPANY | Activ

W

~ oo |slwlirof-

Select Cancel

4. Enter the mean plan code in the Pln Code field. Alternatively press F1 to select te meal plan from the Help

screen.
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Meal Plans ¥6.0.1

Plan Code

Applicable Fro|Name |Status |

AP

cP
EP
MAP

| 13-APR-2012| EUROPEANPLAN |Active
| 13-APR-2012| MODIFIED AMERIC/ Active.

13-APR-2012| AMERICAN PLAN | Active __|
13-APR-201 2 CONTINENTAL Pu Active

|
|
|
1

smlwll

5. Enter the currency code in the Currency Gode field Alternatively press Flto select the amrency code

from the

Help screen.

Currency Code |Applicable From | Name

Status + |

INR

13-APR-2012 INDIAN RUPEES

Active __|

usD

I}APR 2012 UNITED STATES DOLLARS |

Actrve

Select

Cancel

6. Enter the company code o save the company details of the guest in the Company Code field.

Alternatively press F1 to select the company code from the Help screen.
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Company Profile ¥6.0.1

Name | |

Company Code | Name |Ares |City | Courtry |Sales Ofice |Sah ~
COMADT0 | AAGGSS |YAALmouwt | — il o
CRO0001 | A0S BANK [BANGALORE | INOIA
CRO0002 [HOFC [BANGALORE _ INOIA
CRD0003 |AMEX
CRO0004 |DINERS CARD
HLOADO! [BILLONHOLD [ | ‘ [ [
TR IFasnnhall P
« o

| soet | coc |

7. Enter the room number in the Room# field where the guest will checkin. Alternatively
press F1 to select the room number from the Help screen.

8. Enter the guest’s complete name in the name fields.

9. Click Save. The details will be copied into the panel below.
DETAILS

Special Rooms Checkin ¥V&6.0.0

GFoko Group Cnde: Group Hame |
Dieparture ' ]@I |D.|rnam:y Code @
Classification FRegular = Pay Made |E1 @
Bl Inst 1 @ Company Code I | 7 Detads |
i peitie pe> @ Rate Tobia [ )
T e —
Guwest Trle Last Mame Maddle Mame Fiest Mame

gaove | Paned | gwa | Ext

Rooms [Feiom [Bea s [ Guest Hame [Depatre -

Click Details to view and confirm selected company details.

Tompoany Cods |®

CTont=act FPesrson

Designaton
Address
Tins

State

CTountry,s
=Zip
Fhone &
Fooc &
Ermail 1D

Sales FPerson

Sales Office

00

Instructions l

Corfirm |
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3.3.2. Cancel Check-Ins

This option is used to cancel an already processed check-in procedure for any reason depending

on the guest or hotel.

Click Cancel Check-Ins to view the following screen.

Reg # |Room# Guest Name Company Amtival | Departure | Group Erase |

14957 167 MePeter B-SEP-201228-SEP-2012 X
1495 240 MiVen FIRST SOURCE SOLUTIONS - 15.SEP-2012 25-SER-2012

[T Wd:  |[FOMNT?S |Proceed whErese ~
oo s [Ceck?
[ | geme | 2

Eina )| |

1. Clickthe 9 button in Erase column against the desired registration number.

Alert message window is displayed.

2. Click the [ Looiee | button to proceed and erase selected check-in.

Feasan Frogram postponed
Authorized By

Supervisar
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3. Enter valid reason and authorization details in Reason Entry window.

4. Click the k===

LAP TEST 3 WRITTEN EXAM -

Perform The following activities on a computerized reservation system software

1. Practice check-in and performs its procedures.
2. Perform express check in and its operations on the software

3. Process walk-in check in for a guest coming without a prior reservation.
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Unit Four Minimize Waste of Printed Materials

% Minimize waste of printed materials

Copy paper, like the kind used in photocopiers, computer printers and plain-paper fax machines, is

the most common type of office waste paper.

Reducing material waste at the office is a smart approach to saving money and natural resources.
This guide provides detailed checklists and resource links that any business can use to start finding

ways to reduce the amount of materials they consume and the costs associated with them.

For a step-by-step guide for implementing a recycling policy and instilling a culture of “reduce, re-
use, and recycle” within the office, see our B Resource Guide: How to Implement an Office

Material Recycling Program.

®,

s Save paper

e Keep copiers and printers in good repair and make it policy to only buy or lease copiers and
printers that will do two-sided copying reliably.

e Set copiers and laser printers so two-sided printing is the default for various types of
documents (Word files, email, etc.)

e Reuse paper already printed on one side by manually feeding it into copiers and printers.
Use it for internal documents like drafts and short-lived items such as meeting agendas or
temporary signs.

e Remind people to double-sided copy by posting reminders near the copiers, using
interesting posters or entertaining slogans (“Two sides are better than one,” “make a 2
(copies) for 1 (page) offer,” “get a second impression,” etc.) and changing them often to
maintain interest.

e Adopt an organizational policy that all individual documents will be two sided.

Once-used paper can also be reused in plain paper fax machines — they only need one

clean side.

Use reusable fax cover sheets or fax transmission labels instead of a full cover sheet.

Use reusable inter- and intra-office envelopes.

Make use of the back side of waste paper for faxes, or as scratch paper.

Reduce and double-side standard forms. In its effort to reduce paper, Bank of America
saved significant amounts of paper by reducing and consolidating various standard forms.
e Use e-mail instead of paper for exchanging internal memos and electronic documents. As

part of their paper reduction campaign

e Reuse old paper for notepads. It can be cut to custom sizes and simply bound with a staple.

Draft documents can be reviewed, edited and shared on-screen.
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«» Benefits Of Waste Minimization

Economic return: more efficient use of resource and materials, reduce cost of

purchase

Public image: it is important part of overall companies

Environmental responsibility: to meet with environmental regulations, policies
and standards. The environmental impact of waste will be reduced.
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