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API: Application Program Interface 

RMS: Revenue Management System  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Page 5 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

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. Read the information written in each unit 

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

3. Perform Operation Sheets which were provided at the end of units  

4. Do the ―LAP test‖ giver at the end of each unit and 

5. 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:   

 IDS Next/ Fortune Next  

 CNET ERP Hotel Software  

 Opera Software  

 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: 

 Explain the benefit of computerized reservations system 

 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: 

 Explaining the benefit of computerized reservations system 

 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 

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

https://www.mews.com/en/products/booking-engine
https://www.mews.com/en/blog/front-desk-operations
https://www.mews.com/en/blog/front-desk-operations


 

 

 

 

 

Page 11 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

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. 

 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 

https://www.altexsoft.com/blog/travel/hotel-property-management-systems-products-and-features/
https://www.altexsoft.com/blog/business/hotel-revenue-management-solutions-best-practices-revenue-managers-role/
https://www.altexsoft.com/blog/engineering/hotel-channel-managers-key-providers-and-how-to-choose-a-channel-manager/
https://www.altexsoft.com/blog/bed-banks-hotelbeds-travco-bonotel-hotelspro/
https://www.altexsoft.com/blog/hotel-api/
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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. 

 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. 

https://www.altexsoft.com/blog/travel/how-to-drive-direct-bookings-online-back-to-your-hotel/
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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. 

https://www.altexsoft.com/blog/datascience/customer-experience-personalization-in-travel-and-hospitality-using-behavioral-analytics-and-machine-learning/
https://www.altexsoft.com/blog/travel/how-to-integrate-airport-transfer-and-shuttle-functionality-into-hotel-and-flight-booking-systems/
https://www.altexsoft.com/blog/hotel-data-management-best-practices/
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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 AI 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. 

 Displays travel services with prices and images 

 Inventory and reservation management 

 User friendly reservation system 

 Online payment gateway integration 

 Customer data management 

 Email notifications 

 Booking cancellation and refund management 

 

Self-Check 1 WRITTEN EXAM 
 

Part1: Essay Type 

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

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

 

 

 

https://www.ameritasinsight.com/employee-benefits/industry-buzz/why-good-customer-service-is-important
https://www.altexsoft.com/blog/chatbots-for-hotels/
https://www.invespcro.com/blog/chatbots-customer-service/#:~:text=40%25%20of%20consumers%20do%20not,to%2080%25%20of%20routine%20questions.
https://www.hotelmanagement.net/tech/fujita-kanko-s-hotels-implement-multilingual-ai-chatbot
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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 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Page 18 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

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. 

 

 

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. 
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2.1. Checking availability of required booking   

Hotel Position 

  

1. Click Hotel Position to view the status of room availability in the hotel. The 
following screen appears. 
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2. The total number of rooms available on each day of the specified month for different 
room types is displayed. 

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

 

 

4. 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. 

5. For example, in the above screenshot, the physical occupancy for Standard type room is ‗2‘.  

Double-click on the value to view the detailed position of Physical Occupancy as shown 

below 
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Note: The Detailed Position screen is displayed for the attributes with * symbol only. 
3.  

 

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.
 

 

 

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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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.  

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

Property will be displayed.  
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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. 

 

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 a criteria Code wise/ Name wise based on which you want to display the booker types.  Click 

on the booker type and then click Select. 

 

 

 

 

 

 

 

 

 

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                             appears 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. 

 

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 the 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 (Hotel Position) are  (Agent Allocation) and  (Day wise 

plan definition). 

 15.   Select the Booking type, if the customer has confirmed the booking or is under waiting list. 

16.    Click . The ―Rate Information‖ screen appears.  You can select the rate type, meal 

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

selecting from the list of existing currencies. 

19.    Select the Rate ID. The ―Rate Table‖ appears. The rates defined for a specific Room Type, the meal 
plan and the  

Currency will be displayed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

Select the appropriate rate and click Select. The data will be copied to the ―Rate Information‖ 

screen. 

21.   If 

you wish 

to print the 

rate in 

Voucher, 

select 

‗Yes‘ else 
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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 Inclusive of Both packages: Select this option if other charges such as meal 

plan etc have to be 

added to the existing 

tariff. 

Plan Amount is 

Inclusive of Plan Taxes: 

Select this option if the 

Plan Amount is Inclusive 

of Plan Taxes. 

24.   Click the 

button. 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 guest name entered is Mr. Tom then the following screen with similar 

guest names will be displayed. 
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If the reservation is duplicated, then the following screen appears. 

 

 

 

 

 

 

If the guest is new then you can exit from the Guest Profile screen. 

26.   Click Save. The ―Post Save Dialog‖ screen appears. 

 

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. 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

 

Click Ok. The ―Assign Guest Rooms‖ screen is displayed. All the details entered during reservation appear. 
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1.   Click                                  to view interconnected rooms.  The following screen with interconnected room 

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

 

Click          from the ―Assign Guest Rooms‖ screen to view different features of the room selected.The 

following screen appears. 
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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. 

 

1.   Click  Release button to release the selected room.    

2.   Click Save. 
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If the guest makes a deposit as advance, select ―Yes‖ for Deposits. 

Click the button. The following screen appears 

 

 

 

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 many ways to suit the 
Guest‘s requirements. This list displays list 
of valid Billing Instructions. Select 
accordingly. 

Pay Mode Select the mode of payment preferred 
by the guest. 

Pay modes are defined on 

Fortune using the Pay Modes option. 
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Market Segment The category of  Market Segment to  

which the Guest belongs must be  

Chosen from the list provided. 

The different places from which  

the Hotel gets revenue are categorized as 
different Market Segments. 

Business Source The category of  Business Source to  

which the Guest belong must be   

Chosen from the list provided. 

Business Source is defined as the  

Source through which a Guest  

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. 

  

Arrangement Any special arrangements required 
by the guest can be entered here. 

  

 

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. 

 

 

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

3.      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. 

 

 

 

 

 

 

 

 

 

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

 

4.     Click the button. 

 Interconnected Rooms 
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Click to view interconnected rooms. The following screen is displayed. 

 

Features 

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

 

 

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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Release 

This option is used to release assigned rooms. 

1. Select the guest name from the Scan Booking screen whose room has to be released. 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 

 

This   option   is  used  to  copy   reservations  at   times   when  there  are  similar  

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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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. 

 

 Assign a Room to the guest 

 

 This option is used to assign a room to the guest. 

The ―Scan Booking‖ screen appears. 
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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.      Enter the appropriate data and click Search. The corresponding details appear. 

3.      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. 

 

 

 

 

 

 

 

 

 

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

 

4.     Click the button. 

 Interconnected Rooms 
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Click to view interconnected rooms. The following screen is displayed. 

 

Features 

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

 

 

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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Release 

This option is used to release assigned rooms. 

1. Select the guest name from the Scan Booking screen whose room has to be released. 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 

 

This   option   is  used  to  copy   reservations  at   times   when  there  are  similar  

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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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 

screen appears. 
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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. 

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. 

 

 

Guest Information 

  

 

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

3. Select option ‗Yes‘ for Post History if you want to add guest details to guest history, else select 

‗No‘. 

4. Select option ‗Yes‘ for Send SMS if the guest wishes to receive SMS regarding the reservation. 

5. If the Guest is repeat Guest, then the Guest Code is displayed automatically. 

6. Enter other guest information such as Nation, Occupation, designation, arrival and departure 

flight details etc. 

 

Pickup and Drop details 

 

 

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

 

 

 

1.      Click this button to enter the Privilege and Credit card information. The following screen 
appears. 
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2. Select the Type of card if the guest has a privilege card, press F1 to select from the existing card 

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

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

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

Passport and Visa details 

 

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

 

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

 

Likes and Dislikes of the Guest 

 

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



 

 

 

 

 

Page 47 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

 

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 

 

 

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 also need change of Towels and toiletries every day. This can also be marked to the 

respective department. 
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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. 

 

Guest Note 

  

 

 

Click this button to enter relevant information of the guest which can used for reference. 

The following screen appears. 
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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 & Exit 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. 
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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. 

 

1.      Select the status Received or Sent. 

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

3.      Enter the subject. 

4.      Click . The information entered will appear on the ―Document Center‖ screen. 

5 The following screen appears..       

Click the column under ―Link‖. 

The following screen appears. 
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Browse for the document and click      to upload. You will see that the link to the 

document will be displayed 

 

Note: 

1.      To clear a row press F6. 

2.      To clear the link press F5. 

Extra Charges 

 

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. 

 

1.  Enter the From Date and To Date of the extra services provided to the guest. 
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2.   Select the revenue code. The Description will appear automatically. 

3.    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. 

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.      Click to 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. 

 

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

Click the button. 

 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. 

 

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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Click the button. 
  
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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1.      Enter the arrival and departure date. 

2.      Enter all the mandatory fields. 

3.      Enter the first name and the last name. 

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

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. 

 

Click the button. 

  
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. 
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Company MIS 

 

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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Rate Info 

  

 

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 

 

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 from the Quick Reservation screen to cancel a reservation. The ―Scan 
Booking‖ screen appears. 

 

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.      Double-click on the record. The following message is displayed. 

 

  

 

 

 

 

4.      Click Yes to cancel the reservation. The Cancel reservation screen appears 

 

5.      The default value under the Cancel column is set to ‗No‘. Click on the record to change the 
value to ‗Yes‘. 

6.    Click the button. The ―Reason Entry‖ screen appears. 
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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. 

 

 

 

 

 

 

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

 

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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3.      Enter the amount to be refunded and the reason for refunding. 

4.    Click the button. 

 Inquire about Reservation 

 

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

 

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. 

 

 

2. Select the reservation that you had cancelled 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.      Confirm the rate booking and click Save. 

5.      The reservation will be made again but under a new reservation number. 

  

Note: 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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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

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

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

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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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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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 

transfer or  swap rooms. It shows the particulars of rooms like occupied, reserved, vacant or dirty and 

detailed information tips. 

 You can also view rooms based on  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. 

 

 

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: 

  This pointer indicates that User can transfer or swap rooms. 

 

                  This pointer indicates User can Amend Stay or Extend Blocks. 

 

                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 

 

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 (OOO) 
  

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

 

 

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 

 

 

 

The blocked rooms will be displayed as shown in the below screen 
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Out of Service (OOS)  

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

 

 

 

 

 

 

 

The From and To field are non-editable. 

Enter a brief description about the room block. 

Click Save. 
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The blocked rooms will be displayed as shown in the below screen 

  

 

 

 

 

 

 

 

 

 

 

 

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. 

 

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 

 

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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

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. 
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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. 

 

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

displayed as highlighted below 
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1.      Click on a particular guest, the following screen appears. 

 

 

2.      Click Ok. 

To Assign Rooms 
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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. 

 

 

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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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. 

 

3.      Click Room Feature to view the features of the particular room. The following screen appears 
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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. 

  

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. 

  

 

 

 

 

 

 

 

 

 

 

 

 

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 

 

1. Practice assigning a guest room to reservations made by the guest. 

2. Process deposits made by guests to guarantee reservations.  

3. Perform updates made by guests to reservations  

4. Make cancellations to reservations on the computerized system 

5. Copy reservations and save for a guest 
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Unit 

Three 

Carryout Registration of Guests Using Computerized System. 

 

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

following content coverage and topics: 

 Carrying out check-in procedures  

 Carrying out Express check-in procedures on system, 

 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: 

 

 Carry-out check-in procedures for guests who come with reservation 

 Perform express check-in procedures using self-check-in systems  

 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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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 The list of all guests who have made reservations will appear on the left side of the 

Express Check-in screen. 

 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. 

 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. 

  

 

 

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 

 Click to view the Current Status of reservations at the Property. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

3. Double-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  to view inter connected rooms. 

  

Click  to view the opposite room number. 

  

Click  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/OOS/OOO or 

Reservation. 

 

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. 

  

 

 

The following screen appears where you can view the different types of rooms for each date 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. Double-click on the grid to view the Hourly Position of the rooms.  Hourly position of the  rooms  for 

the  selected date is displayed 

 

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: 

  
 

 

 

 

 

 

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

 

 

 

3. Click Zoom to view the chart in full screen. 
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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. 

 

The number of rooms that are out of service, out of order and number of rooms that 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. 
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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 double-click on * Expected Arrivals, * Expected Departures etc.  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: 

 

 

 

 

 

 

 

 

 

Yearly Chart 

1.  Click Yearly Chart to view the yearly chart statistics. The following screen appears: 
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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: 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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1.      Search the guest based on one of the following search criteria: 

 

 

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

enter the relevant details and click Search. 

   

 

 

All the matching records appear as shown below: 
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The details displayed for each record are: 

  

 Reservation Number  Wait List 

 Guest Name  Group Details 

 Company Name  Reference Number 

 Room Number Reservation Date 

 Room Type  Billing Instructions 

 Confirm  Special Instructions 

  

 Provisional bookings 
 Arrival Flight and Arrival 

Time 

 Pax  Property Name 

 Arrival and Departure Dates  Room Rate 

 Meal Plan   Contact Person‘s Name 
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 Color Legends: 

 

 

 Frequent check-ins will appear in green color                                        . 

 

 Reservations in waiting list appear in peach color                           . 

 

 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. 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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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.  

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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Walk-in 

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

 

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.      In the Guest Status field press F1. The following screen appears. 

 

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

 

 

10.   Click in the first row. The following screen appears: 

 

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: 

  

 

 

 

 

 

 

 

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



 

 

 

 

 

Page 104 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

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‖. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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: 
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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.   In the apply column select if the preferences are applicable to All or to the Guest. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

  

21.   Click Confirm to save the information. 
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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: 

 

 

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: 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

Page 107 of 118 

 

Author/Copyright  

Ministry of Labor and Skills 

 

Performing Pre-arrival and Arrival 

Operations  

Training module Version -1 

Dec, 2022 

 

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. 

 

 

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

  

 

 

 

 

 

 

 

 

 

 

 

 

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

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

 

 

 

 

 

31.   In the Pay mode field press F1. The following screen appears. 

 

32.   Click a record 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: 

 

 

 

 

 

 

 

 

 

 

35.   Select the rate that is applicable 

 

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

 Vehicle Information 

 1.      Click to enter the vehicle information. The following screen appears: 

 

 

 

 

 

 

 

 

 

 

Special Instruction 

 In this option, you can enter any special instructions about the guests. 
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1.      Click Special instruction. The following screen appears: 

  

 

 

 

 

 

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. 

  

 

 

 

 

 

 

 

4.     Special  Rooms  Check-in 

  

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: 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

2. Select the guest type from the Classification dropdown list 

 

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

 

 

 

4. Enter the mean plan code in the Plan Code field.  Alternatively press F1 to select the meal plan from the Help 
screen. 
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5. Enter the currency code in the Currency Code field. Alternatively press F1 to select the currency code 
from the  

Help screen. 

 

 

 

 

 

 

 

 

 

 

6. Enter the company code to 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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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 

 

Click Details to view and confirm selected company details. 
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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. 

  

 

 

1.   Click the         button in Erase column against the desired registration number. 

Alert message window is displayed. 

 

2.   Click the                           button to proceed and erase selected check-in. 
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3.   Enter valid reason and authorization details in Reason Entry window. 

   4.   Click the button. 

 

 

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. 

 Save paper  

 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. 

 Set copiers and laser printers so two-sided printing is the default for various types of 

documents (Word files, email, etc.)  

  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. 

  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.  

  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. 

 Use e-mail instead of paper for exchanging internal memos and electronic documents. As 

part of their paper reduction campaign 

 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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