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innRoad Exercise 

Step-by-step process: Basic 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 

assist 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: ¢ƻŘŀȅΩǎ ŘŀǘŜ 

Departure Date: ¢ƻƳƻǊǊƻǿΩǎ ŘŀǘŜ 

Room Type: Single Room 

___________________________________________________________________________  

Name: Clayton Linnell_StudentID 

Market Segment: Leisure Traveler 

Referral: Walk In 

Title: Mr. 

Address: 115 W. University Ave., Gainesville, Florida 32611  

Phone: +1 352 555 5550  

e-mail address: linnell@noemail.com  

 

Guaranteed By: Credit Card  

Business Credit Card Number:  4444333322221111 

Credit Card Expiration Date:  05/25 

 ___________________________________________________________________________  

Mr. Linnell makes a reservation at the University Hotel, checks-in and goes directly to his room. 

Please check the guest-in.  

 

Mr. Linnell has to catch a flight early in the morning. So, next day he checks-out and leaves the 

Hotel. 

 

Please print out check-out confirmation page and submit it to your instructor. 
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Step-by-Step Process 
1. http://go.innroad.com (See Figure 1) 

 

 
Figure 1 

 

 

2. Access to your account (See Figure 2). If you do not remember your password, please click 

ƻƴ άCƻǊƎƻǘ ȅƻǳǊ ǇŀǎǎǿƻǊŘΚέ ¸ƻǳ ǿƛƭƭ ǊŜŎŜƛǾŜ ȅƻǳǊ ǇŀǎǎǿƻǊŘ ƛƴ ȅƻǳǊ ŜƳŀƛƭΦ  

 
Figure 2 

 

3. /ƭƛŎƪ ƻƴ άwŜǎŜǊǾŀǘƛƻƴǎέ ŦǊƻƳ ǘƘŜ Ƴŀƛƴ ǘƻǇ ƳŜƴǳ ōŀǊΦ ό{ŜŜ Figure 3) 

 

 

 

 

 

 

 

http://go.innroad.com/
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Figure 3 

 

4. /ƭƛŎƪ ƻƴ άwŜǎŜǊǾŀǘƛƻƴǎέ ό{ŜŜ Figure 4) 

 

 
Figure 4 
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5. /ƭƛŎƪ ƻƴ άƴŜǿ ǊŜǎŜǊǾŀǘƛƻƴέ ό{ŜŜ Figure 5) 

 

 
Figure 5 

 

6. Enter all personal information (See Figure 6) including credit card information (See Figure 7) 
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Figure 6 

 

 

 
Figure 7 

 

7. To assign a room and check-ƛƴ ŎƘŜŎƪ ƻǳǘ ŘŀǘŜǎΣ Ǝƻ ǘƻ άǊƻƻƳǎέ ƛŎƻƴΦ ό{ŜŜ Figure 8) 

 

 
Figure 8 

 

8. When the room Assignment window pops-up, enter the dates and number of 

adults/children in room based on your exercise. (See Figure 9) 
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Figure 9 

 

 

9. CƻǊ ǊƻƻƳ ǎŜƭŜŎǘƛƻƴ ǇǊŜǎǎ άǎŜŀǊŎƘέΣ ǎŜƭŜŎǘ ŀ ǊƻƻƳ ŎƭŀǎǎΦ ¢ƘŜƴ ǎŜƭŜŎǘ ŀ ǊƻƻƳ ŦǊƻƳ ǘƘŜ ƭƛǎǘ 

ǇǊƻǾƛŘŜŘΦ tǊŜǎǎ {ŜƭŜŎǘέ ό{ŜŜ Figure 10) 
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Figure 10 

 

10. tǊŜǎǎ ǘƘŜ ά{ŀǾŜέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ ȅƻǳǊ ǊŜǎŜǊǾŀǘƛƻƴ ό{ŜŜ Figure 11 and Figure 12). Watch 

how Pending status of your reservation will turn into a confirmation number. 
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Figure 11 

 

 

 
Figure 12 

 

 

11. Next, check-ƛƴ ǘƘŜ ƎǳŜǎǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ά/ƘŜŎƪ-ƛƴέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ όǎŜŜ 

Figure 13) 
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Figure 13 

 

 

12. ! ƎǳŜǎǘ ǊŜƎƛǎǘǊŀǘƛƻƴ ŎŀǊŘ ǿƛƭƭ ŎƻƳŜ ǳǇΦ /ƭƛŎƪ ƻƴ ά/ƻƴŦƛǊƳέ ōǳǘǘƻƴ ǘƻ ŎƻƳǇƭŜǘŜ ǘƘŜ ŎƘŜŎƪ-in 

process. (See Figure 14) 

 

 
Figure 14 
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13. Once you complete the check-in you will be prompted to the Reservations screen showing 

that your guest is in house. (See Figure 15) 

 

 
Figure 15 

 

 

14. Next, you will 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. (See Figure 16) 

 

 
Figure 16 
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15. Once you enter tƘŜ ǊŜǎŜǊǾŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ά/ƘŜŎƪ hǳǘέ ōǳǘǘƻƴ ŀǘ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ 

screen. (See Figure 17) 

 

 
Figure 17 

 

 

16. Payment details window will pop up. Guest credit card information should appear in the 

tŀȅƳŜƴǘ LƴŦƻ ōƻȄΦ tƭŜŀǎŜ ŘƻǳōƭŜ ŎƘŜŎƪ ǘƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ŎƭƛŎƪ ǘƘŜ ά!ŘŘΩ ōǳǘǘƻƴ ό{ŜŜ 

Figure 18) 

 

 
Figure 18 

 

 

 

 

Once the payment information is added, ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƻƴǘƛƴǳŜέ ōǳǘǘƻƴ ǘƻ ǇǊƻŎŜŜŘ ǿƛǘƘ ǘƘŜ ŎƘŜŎƪ-

out process. (See Figure 19) 

 

 

 

 

 


