To Create a Reservation

Click on Reservation Availability
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In General Availability, select the range of dates, click “Show Rates” and click “Process.” Click on the
room chart and click the to build the room chart.
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In the Room Chart, select the starting date and room you would like to enter the reservation into, right

click and select “Create Reservation.” This will bring up a Guest’s Stay Record.
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1. Click on the Guest Info and search button to select the guests or add in a new guest for this
reservation
- Always use a guest title: Mr., Ms.
- Enter children’s names, ages and what year they are at that age in comments and update
when a new reservation is made
Ex:
Sue- 12
John-8 in 2010 is updated for a 2013 reservation to
Sue- 15
John- 11 in 2013
- If a guest has an additional address (work and home), the additional address is entered on
the Additional Information tab of the Guest Information. Add in comments tab that there is
another address.
- Check Red Flag Guest Comments on General Guest Information tab only if there is critical
information that everyone needs to know.
2. Enter in the arrival and departure date, number of nights and number of rooms
3. Enter the number of Adults and children that will be in the room
4. Click on package to attach the package




5. Select appropriate Guest Type
Group- guest is coming with a group
Social- guest is coming for social getaway/vacation
Additional Name*- additional guest staying in room with person who made reservation
Ambassador- has stayed here at least 10 nights over past 5 consecutive years
Ambassador Additional Name*- additional guest staying in same room with ambassador.

*Guest Type for those who are Additional Name or Ambassador Additional Name need to be
changed to the appropriate guest type (it will default to the guest type of the person making the
reservation).

6. Select Origin Code
Rebooking- guest rebooked at checkout
New Booking- guest has not stayed here in over 3 years
Repeat- guest has stayed here within the past 3 years

7. Select Segment 1 (how did you hear about us?) or if the guest qualifies for a discount, select
DISC in Segment 1.

7a. Appropriate discount is selected in Segment 2.

8. Do not tell the guest which room number they will be in. If they would like a specific room,
however, mark the room as “Do Not Move.” Click on the pencil next to the room number and
check the box in the top right corner. You can also reassign a room to another room number in
this box. Notes regarding specific room can be noted in Comments.

8a. Review total costs, any additional costs of inventory items (will not be included in total),
cancellation policy with guest before running credit card.

9. Pay method should be entered as “CHECK” in order to guarantee the reservation

10. Save

11. Take Deposit. Click on gold coin to take deposit (instructions here, or below)
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12. On “Do a Posting” tab, select Deposit on left and select the appropriate credit card on the right.
In “Amount” enter the appropriate deposit amount (either $200.00 or amount contracted for
group). Click “Default Folio”.

a. When “Process Authorization” screen comes up, enter credit card number, CID and
billing zip code
b. Return to Guest’'s Stay Record to send confirmation.

After the reservation is completed, type “Thank you!” on the top line of the comments tab and it will
appear on the confirmation. Anything in top 4 lines of comments tab will appear on confirmation.
Thank the guest and let them know you will email their confirmation. Send confirmation after ending the
call.

Send Confirmation

| .L:j’, ® Click on E-mail Confirmation icon. Box will pop up with email address, click ok. Click Envelope
and select “Format Adobe Acrobat” and click ok. Save to

Shared/Reservations/Confirmations/*current year* Conference or Social Confirmations/month. Change

file name to guest last name, arrival date, your initials. Save. Exit. Prompt will ask “Email this

Confirmation?” Select yes.

Notes:

Comments- Enter any useful comments in the comments box on the Comments and Special Requests
tab. Internal comments should be made 5 lines down. Anything above 5 lines will print on the guest
confirmation. After a reservation is made, type “Thank you!” on the top line of the comments tab and it
will appear on the confirmation.



If room is being held temporarily while the guest checks with others in party, enter “48-hour hold” in
comments and set up a trace to check on this reservation in 48 hours.

Traces
To trace yourself or someone else of important reminder, on Comments and Special Requests tab, open
new trace
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