innRoadExercise
Stepby-step processBasic Reservation

You are working as a front desk agent at the University Hotel. At about 9 pm a person walks in and
wants to make a reservation for tonight. You welcome the guest and say that you are happy to
assi$ him with the reservation.

Please check the property management system and make sure that there is a single vacant room
available for tonight. If so, please make a booking using the information below.

GUEST INFORMATION

Arrival Date:¢ 2 R @ Qa RIF (S
Depature Date:¢ 2 Y2 NNB ¢ Q&4 RI G S
Room TypeSingle Room

Name:Clayton Linnell StudentID

Market Segmentieisure Traveler

Referral:Walk In

Title: Mr.

Address:115 W. University Ave., @esville, Florida 32611
Phone: 4 352 555 5550

e-mail addressiinnell@noemail.com

Guaranteed ByCredit Card
Business Credit Card Number: 4444333322221111
Credit Card Expiration Date: 05/25

Mr. Linnell makes a reservation at the University Hotel, chetlksd goes directly to his room.
Please check the guest.

Mr. Linnell has to catch a flight early in the morning. So, next day he cbatksd leaves the
Hotel.

Please print out checkut confirmation page and submit it to your instructor.



Stepby-Step Process

1. http://go.innroad.com(SeeFigurel)

| "' innroad.com | https://go.innroad.com/login.aspx

Figurel

2. Access to your account (SEgure2). If you do not remember your password, please click
2y GC2NH20 @2dz2NJ LI aa62NRKEe  2dz gAff NBOSAOS @ 2dz

| ’ innroad.com | https://go.innroad.com/login.aspx

Client Code  college

User D johnblue
Password  essssss
— TS

Forgot your password?

Client Login Not & client yet? Learn more nowi!

W Bookmark this page

©2011 innRoad, Inc. all rights reserved.
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http://go.innroad.com/
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Main Menu

Reservations

Reservations
Create and view reservations ajid
history for individuals, Groups

Guest Services
Manage room status, maintenand
and tasks

Setup
Configure your Properties, Accoun
Documents and Rooms

Night Audit
Post Transactions and lock periods

Accounts ‘GuastSemces

c
e
B

Setup

Admin

Inventory ‘ ‘ Night Audrt

Accounts
Condo & Coop Management Activities

Inventory
Manage room inventory, rates, rules
and inventory distribution.

Admin
Administer system access to users
through roles

Reports
Generate Financial Reports in PDF
and Excel

Click on reservations

&

Reporis

Message Center

What's New

Several new enhancements
were released on 2/1 including
derived rates, an advanced
depaosit ledger, and more
document template fields. (read
more) (read more)

Tip of the Week

Removing a rate does not close
out your property from GDS
channels . Rate remains in GDS
databases, and guests can still
make reservations that fail to
enter innCenter.

zotero
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Reservations ‘ Accounts ‘GueitSen’mes

imCenter

‘ Night Audit ‘ Reports

Inventory Setun Admin
Reservations Tape Chart New Quots Groups
Reservations Menu 7]

Reservations Tape Chart
View, index, sq@gch and report on all future and past Search room availability and make a new reservation.
reservations.
New Quote Guest History
Search availability, create qu and book rooms Search names of previous Guests and edit their personal info
Groups
Block rooms for large parties, pick up blocke
manage group billing

x zotero

Figure4
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Reservations

Filter  Basic Search | Advanced Search | Predefined Queries

)

Night Audit

(&

Reporis

Guest Name First: Last: [Clcombine  Reservation #:

Property: —Select— ~  Room: —All Rooms— - Credit Card:

Account Name: Account #:
[Cindude Group Block Reservations
# A 8 3 D E F 6 H 11 K LM N o P Q R 5

New Reservation | —Selsct Action— =

Figure5

6.

-

Enter all personal information (S&gure6) includng credit card information (Sdggure?)



Reservation Detail
Summary } GuestInfo Folio 5

Stay Info

Guest Name:

Reservation Status: Pending

Account: Group: i
Arrive: - Night(s) Property:
Depart: + . . Room(s): |&
P Enter Marketing Information i : [S][]
Adults: Folio Balance: 4 0.00 (Total: $0.00)
Marketing Information:
Rate Plan: Rack Rate - Promo Code:
Market Segment: Leisure Traveler - Referral: Walk In
Travel Agent: l:l & Ext Res #:
Source: [innCenter Sub-Source: [~Select-
Enter Guest Contact Information
Contact Information: [¥] Create Guest Profile
Guest First: Mr. - Clayton Last: Linnell EI &2
Contact First: Mr. » Clayton Last: Linnell Account:
Phone: 1 352 555 5550 ext. Fax: 1
Alternate Phone: 1 ext. Email:
Address: 115'W. University Ave City: Gainesville
‘ Save || Done || Copy || Check In | | Cancel
Figure6
Billing Information: [7] Same as Contact Info Tax Exempt: Tax Exemptp: |
Payment Method: &  Visa - Exp Date: 0512
Account: E 4444333322221111 Billing Notes:
Figure7
7. To assign aroom and chekkyY OK SOl 2dzi0 Rl U0SakEkigu@® U2

Reservation Detail
Summary l Guest Info ) Folio }

Stay Info

Guest Name:

Reservation Status: Pending

Account: Group: il

Arrive: - Night(s) Property:

Depart: Room(s): ﬂ

Adults: Children: oNo Bald $ 0.00 (Total: $0.00)
Figure8

8. When the room Assignment window popgp, enter the dates and number of

adults/children in room based on your exercise. (Biegire9)

=




innCenter : Room Assignment - Mozilla Firefox
| @ https://go.innroad.com/pickRoom.aspx?EntitylD=58FolioTypeMode=18icontinueCheckIn=0

Room Assignment

»

Fitter
Arrive: Feb 12,2012 g Property: University Hotel -
Depart: Feb 13,2012 E Rate Plan: RackRate - D Promo Code:
Nights: 1
Adults: 1 Children: Split Rooms: Assign Room(s):
Select | | Cancel L
Figure9
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{1 innroad.com https//go.innroad.com,pickRoom.aspx?EntitylD=18&FolicTypeMode=18continueCheckln=0

Room Assignment

Filter

Arrive: Feb 12, 2012 Property: College Hotel

Depart: Feb 13, 2012 Rate Plan:  RackRate v D Promo Code:

Nights: 1 Enforce Rules: Require Rate:
Children: Split Rooms: Assign Room(s):

Room Class Room Number

Step 2: Choose the room class ,
Step 1: Click on Search

Step 3: Choose a room

| Select || Remove || Cancel |

Figurel0
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how Pending status of your reservation will turn into a conéition number.
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IDDCenter ReseEtinns | Acnts ‘ Guestg;rvi:es [nvennturv | SEU ‘ Agn | Niglgudit | Re;m;r'ts
-
Reservation Detail
[ summary [ uestinfo N[ Foio  \[[A[H ‘GuestFolio ~ Reservation #: Pending
StayInfo  Folio Details | Folio Options =
Guest Name: Mr. Jerry Daspon Reservation Status: Reserved
Account: Group: ]
Arrive: Sun, 12-Feb-2012 - 1 Night(s) Property: College Hotel
Depart: Mon, 13-Feb-2012 Room(s): lz‘ Single Room : 100
Adults: 1 Children: Folio Balance: $ 17172 (Total $171.72)

Line ltems [ Move | [ apply Routig®| [ void | [ Commit | [ abort |
[O]m[=]pate |category [pescription oty Amount| | |
[[1]e] sun, 12-Feb-2012 |Room Charge |Room Charge 18 159.00

[ taclude Taxes in Line Ttams Room Charges: $ 159.00
D\spla'{ Pending Items Incidentals: % 0.00
Include Pending Items in Total Payment Info: lzl &2 Taxes & Service Charges: § 12.72
Display Void Itams Total Charges: $171.72
Payments: $__ 0.00

Balance: $171.72

Display CC# in Reports

Show Authorizations in Report

Step 2: Watch the "Pending”
Step 1: Press "Save” turn into a reservation
confirmation number

‘ Save H Done H Copy || Check In | | Cancel

Figurell
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Reservation #: 1530306
E -

Figurel2
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Click the Check-in button to check the guest in

Cancel

| Save || Done || Copy

Figurel3
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process. (SeEigureld)

B 2 8 B8 | |
Reservations Accounts Inventory Adrmin Might Audit Reports
ations | Tape Chart | New Quote | Guest History

‘ Guest Services

Confirm Guest check-in
Export Report To Excel - &l -
-
University Hotel est Registration Form
123 Main St Reservation # : 1858277
New York, NY 02134 - i
Phone : +1 00D0-000-0000 Folio Name : Guest Folio
Fax :
Email : university@hotel.com H
Website :
Guest Name : Clayton Linnell Property  : University Hotel
Company H Room : Single Room : 100 L
Address : 115 W. University Ave.
Gainesville, FL 32611 £
Arrival : Mon Jul 16, 2012 -1 Night(s)
Phone :+1 352 555 5550 Departure : Tue Jul 17, 2012
Alt : # Guests : 1 Adults/ 0 Children
Fax :
Email
Rate Information
Date Category Description Room Amount
7/16/12 Room Charge Room Charge Single Room : 100 $ 110.00
Room Charges : % 110.00
Incidentals : §$ 0.00
Taxes & Service Charges @ § 8.80 i
1

Figurel4d
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13. Once you complete the chegk you will be prompted to the Reservations screen showing
that your guest is in house. (SEgurelb)

Reservations

Fiter Basic Search | Advanced Search |  Predefined Queries
Guest Name First: Last: [C] combine Reservatior
Property: —Select- M Room: —AllRooms— - Credit Card
Account Name: Account #:
[Cl1nclude Group Block Reservations

e A B c D E F G H 1 ] K L M N 0] P
|Reservation |Guest Name |Adult5 |Children |Res. Status |I
University Hotel
1858277 Clayton Linnell 1 o |

Reservation Status - In-House

Figurel5

14. Next, you vill need to check the guest out. In order to do so, you will need to click on the
guest name and enter the reservation again. (Begirel6)

Reservations

Fiter Basic Search | Advanced Search | Predefined Queries
Guest Name First: Last: [T combine Reservatiol
Property: —Select- - Room: |--AII Rooms- M Credit Carc
Account Mame: Account #
[[1include Group Block Reservations Click on the guest name to

* A S e EF return to the reservation N °© i
|Reservation |Guest MName Children Res. Status

University Hotel

|18582?? 1 0 In-House |

Clayton Linnell

Figurel6
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screen. (Se€igurel?)

Contact Information:

Contact Name: Mr. Clayton Linnell Account:
Phone: +1 352 555 5550 ext: Fax: ext:
Alternate Phone: ext: Click on the "Check Out" Email:
Address: 115 W. University Ave. button to check the guest out City: Gainesville
State: Florida Postal Code: 32611
try: United States

Updated By : berezina
16 - Jul- 12 07:51 AM
E

| Save || Done || Copy M Check Out || Cancel
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Figureﬁ

16. Payment details window will pop up. Guest credit card informasibould appear in the
tl@YSyid Ly¥2 o2Ed tftSI4S R2dzofS OKSO| GKAA A
Figurel8)

Figurel8

Once the payment informationis added,f A O] 2y (KS W/ 2y GAydzsSeé-odzidz2y
out process. (Sekigurel9)



