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innRoad Exercise

Step-by-step Process: Intermediate Reservation 2

GUEST INFORMATION

Allyson Peiffer called the University Hotel directly and wanted to make a reservation for her and her
friend for this evening. Use the information below to create the guest profile and make a
reservation.

Arrival Date: Today’s date
Departure Date: Tomorrow’s date
Room Type: Deluxe Suite

Name: Allyson Peiffer_StudentID

Market Segment: Internet

Referral: E-mail Promotion

Title: Ms.

Address: 4235 E Spruce Drive, Phoenix, AZ 85044
Phone: +1 602 222 4440

e-mail address: alypeiffer@nomail.com

Guaranteed By: Credit Card
Credit Card Number: 5555444433332222
Credit Card Expiration Date: 06/25

Ms. Peiffer and her friend arrived atthe University hotel at about 3 pm. Please check the guests in.

Ms. Peiffer informed you that she needed a parking permit for her car that she parked at the hotel’s
parking garage. Please post a $10 parking charge to the guest’s folio.

About 15 minutes later, Ms. Peiffer called the front desk and informed you that the shower in her
room is not working. You responded that you would send a maintenance person immediately to
assist her with this issue. However, Ms. Peiffer and her friend needed to get ready for dinner very
soon. They inquired if it would be possible to move them to another room. Please use the hotel
management system to find another vacant and clean room and move the guests.

That afternoon Ms. Peiffer and her friend used the Hotel’s laundry facility. Please post a $15 charge
to the folio.
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Later in the evening Ms. Peiffer and her friend had dinner at the Hotel’s restaurant. The total charge
was $45. Then, they also spent $18 in the lobby bar.

After the restaurant was closed, the restaurant manager came to you and told you about the busy
evening shift and delays in the kitchen. He was concerned about the guest satisfaction with the
dining experience that evening. The restaurant manager asked you to post a $10 discount to the
folios of several guests who dined in the restaurant during the rush time. Ms. Peiffer was one of
them. Please post the discount to the guest’s folio.

When checking out, Ms. Peiffer remembered that she had a coupon for free parking at the
University Hotel, but forgot to present it at the check-in. Please void the parking fee, pay the

remaining charges, and check the guests out.

Please print out the check-out confirmation page (guest statement) and submit it to your instructor.

Step-by-Step Process

1. Go to http://go.innroad.com (see Figure 1).

|3 InnRoad | Client Login - M

| #‘ innroad.com | https://go.nnroad.com/login.aspx

Figure 1

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

“Forgot Password?” You will receive an email with the link to reset your password.

Log Into Your Account

Figure 2
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3. Click on “New Reservation” (see Error! Reference source not found.Figure 3).

L] = = L= “[l[l] University Hotel
Inventory Setup Admin Might Audit Reports
UEEEGELGIEE Tape Chart | GuestHistory | Groups ®
AUG
. 127 0 0 0 0
n Advanced 2020 In House All Arrivals () | All Departur... &) Unassigned New Reservations

y NEW > GROUP o - -
RESERVATION PICKLP 127 Record(s) found th

Figure 3
4. Enter the dates and number of adults/children in the room based on your assignment. For room
selection press “FIND ROOM” and select a room class (see Figure 4).

l € httpsy//app.innroad.com/indsxch X

& C {} & app.innroad.com/index.html#reservationSearch?Reservationld=0 a %+ ® 8 » :
=, fa
[E1] l8) S
Services  Irventory Admin Might Audit
Reservations TapeChart Guest History Groups BTG S S8 @
CHECK IN CHECK ouT ADULTS  CHILDREN RATE PLAN / PROMO TRIP SUMMARY

] osavzo20 | | [ osiz2020 | | 2

v
RoomCharg... £0.00
ADDAROOM No Room Selected
Incidentals $o0o

Step 1: Select today's and tomormrow's dates, number Step 2: Press Toes b $0.00
of adults and children, and marketing infromation
9 FIND ROOM TripTotal $0.00
Deposit $0.00
Due
Override Deposit D...

Figure 4
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5. Then, select a room from the list provided. Click “SELECT” (see Figure 5).

= = r=y
3 a=Ci] [E1]
innRo a'd' Reservations  Accounts  GuestServic . Imventory
Reservations Tape Chart Guest History Groups BpE == o™ ®
CHECK IN CHECK OUT ADULTS ~ CHILDREM RATE PLAM / PROMO TRIP SUMMARY
08/11/2020 08/12/2020| (2 ~ || 0 ~ || Al
Room Charg.. £0.00
ADDAROOM + No Room Selected
Incidentals £0.00
Tawes &5e.. £0.00
RACK RATE AVAILABLE TOTAL ROOM
. Trip Total $0.00
Single Room
o 100rcomsleft  $110.00 100 v | |SELECT
Avgper night $110
Deposit $0.00
Double Room
o 100reamsleft  $159.00 200 ~ | |SELECT Due
Mg per night $159
ueen Room i I
@ 100reomsleft  $179.00 300 o | lseLeCT Override Deposit D...
Mg per night 5179
ueen Suite
Q 100roomsleft  $184.00 400 ~ | |SELECT
Mg per night 5184
King Room
"8 100rcomsleft $190.00 500 w | | SELECT

Avg per night $150

King Suite 100 left  $204.00 £00
Fooms d R
Mg per night 5204
Deluxe Suite
100roomsleft  $216.00 700 v

Mg per night 5216

Figure 5
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6. Inthe TRIP SUMMARY, you will see the details of the room charges, reservation dates, number of
adults and children, room type and number, incidentals, taxes and fees, and total charges for this
reservation. Click “NEXT” (see Figure 6).

=

innRO a.d. = = 5] : . Il][l” University Hotel

Reservations  Accounts  GuestServic.  Inventory i Audi Reports

Reservations TapeChart GuestHistory Groups B ETEES S8 ®

CHECK IN CHECK OUT ADULTS  CHILDREN RATE PLAM / PROMO TRIP SUMMARY
08/11/202C 08/12/2020| |2 ~ || 0 ~ || Al
Room Charg... $216.00
ADDAROOM 4+ Tue Aug 11-Wed Aug 12

1zdult, 0 child

Deluxe Suite : 700

RACHK RATE AVAILABLE TOTAL ROOM
Incidentals $0.00
Single Room

o 100roomsleft  $110.00 100 ~ | |SELECT Taxes & Se... g17.28
Awg per night 5110

Double Room Trip Total $233.28
o 100rcoms left  $159.00 200 w | |SELECT
Awg per night 5159
Deposit $0.00
ueen Room
Q Worcoms et $179.00 300 v | |sELECT
Pug per night $179 Due
Queen Suite Override D itD
100rooms et $184.00 400 ~ | |SELECT erride Deposit D...
PAwg per night 5184
King Room
"8 . 100rcomsleft  $190.00 500 ~ | |SELECT
PAwg pernight £190
King Suite
100rcoms left  $204.00 600 ~ | |SELECT

Awg per night 5204
Delie Suite

100rcoms left  $216.00 700 w
Awg per night 5216

Figure 6
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7. Enter all personal information of the guest who makes the reservation (see Error! Reference
source not found.) including credit card information (see Figure 8), and marketing information (see
Figure 9). Do not fill out ADD-ONS & INCIDENTALS, TASKS, and NOTES as your guest did not request

them.

Reservations  TapeChart

Guest History  Groups

Mew Reser_. x

RESERVED

GUEST INFO

Contact Info

Ms. ~ | Allyson

Ms. ~ | Allyson

1 (602) 222-4440
1 Alternate Phone
1 Fax
Account

Figure 7

support@innRoadUniversity.com

Enter the guest contact information

Mailing Address

Phoenix

United States

| Create Guest Profile

w

Arizona

TRIP SUMMARY

Foom Charges

Tue Aug 11 - Wed Aug 12
2adult, 0 child

Dieluxe Suite: 700
Incidentals

Tawes &Serv...
Trip Total

Deposit

Due

Override Deposit Due

SAVEQUOTE

®

§216.00

$0.00
$17.28

$233.28

$0.00
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PAYMENT METHOD
Payment Info Billing address | 5ame as mailing address
MC ~ Last Name
OO OO MO 222 SWIPE Search Address Q |
&lly=on Peiffer 04/25 Address 1
City
Tax Exempt | e P Code
Figure 8
MARKETING INFO
Travel Agent o] » ntermet \ E-mazil Promotion e

Figure 9
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8. Click the “BOOK NOW” button to complete the reservation (see Figure 10).
RESERVED g TRIP SUMMARY
Room Charges $216.00
GUEST INFO Tue Aug 11-Wed Aug 12
2 adult, 0 child
Contact Info Mailing Address Deluxe Suite - 700 .‘,
Incidentals £0.00
Find Guest Profile a | x Q Ix
Taxes & Serv... £17.28
LAST HAME ADDRESS 1
Ms. ~ | Allyson Peiffer 4235 E Spruce Drive Trip Total $233.28
CONTACT LAST NAME Deposit 50.00
Ms. | Allyson Peiffer Address 2 Address 3
Due
CITY
E-Mai Phoenix Ovwerride Deposit Due
PHONE COUNTR STATE
1 (602} 222-4440 Ext United States ~ Arizona -
POSTAL CODE
BOOK NOW
1 Alternate Phone Ext 85044
SAVE QUOTE
/| Create Guest Profile
1 Fax Ex
Account Q x
Figure 10

9. You will receive a Reservation Confirmation notification (see Figure 11). Click “CLOSE”.

Reservation Confirmation

Reservation has been created.

Confirmation No: 174655785 Status: Reserved

e

Figure 11

You will now see the guest’s name as a reservation tab name instead of “New reservation” (see Error!
Reference source not found.).
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10. Next, check in the guest by clicking the “CHECK IN” button at the top right corner of the screen (see
Figure 12) and “CONFIRM CHECK IN” (see Figure 13).

Reservations TapeChart GuestHistory Groups BEES TR @
The name of the reservation was changed ]

. 1-(602) 222-4440 TRIP TOTAL $233.28
$233.28

Ms. Allyson Peiffer
RESERVED - 17655785 (Aug 11 - Aug 12) BALAMCE

Press CHECK IN Reports =
N

Details Foliofs) History Documents
STAY INFO s TRIP SUMMARY
University Hotel naterLan: Rack Rate - Room Charges $216.00
Incidentals $0.00
<+ Aug 11 2020 1w Augl2 2020 L 2 Adultis), Deluxe Suite TOTAL Taxes & Servic... £17.28
] B ——* NEDNESDAY L 0 Childis) (= - 700 $216.00
Trip Total $233.28
ADD-ONS & INCIDENTALS Paid $0.00
There are no add-ons & incidentals set Salance Sone
ADD-ONS + || INCIDENTALS + T TETOET
COPY
Figure 12
]
Check In
Ms. Allyson Peiffer RESERVED - 17655785
S GUEST CONTACT INFO #
PRIMARY GUEST NAME LAST MAME E-MAIL PHONE
Ms_Allyson Peiffer 1-{602) 222-4440
STAY INFO
(3 AU 11,2020 1 Aug12.2020 g, 2 Adul, BATEPLAN: Delione 52 £ 21800
=) ruesoa T WEDNESDAY " 0 Child Rack Rate E roomM: | 700 o
c|GenE|'ate Guest Registratio
Figure 13
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11. The Guest Registration statement will be opened in a new browser tab (see Figure 14). If not, please
make sure to allow innRoad pop-up windows on your browser.

Figure 14

4 https;/fapp.innroad.comfindexh X

Cc O

@ InnRoad : SPA

&8 app.innroad.com/ReportViewer.html?https%3A%2...

x  +

a &+ @ 8 N :

]

University Hotel
123 Main 5t

New York, NY 02134
Phone © #1 0D0-000-0000
Fax :

University Hotel

Guest Registration
Folio Mame : Guest Folio
Date : Tue. Aug 11, 2020

university@hetel com
To Property : University Hotel
Allyson Peiffer Room I Deluxe Suite - 700
4235 E Spruce Drive Aurrval o Tue. Aug 11, 2020 - 1 Nightis)
Phoenix. AZ 85044 Departure © Wed, Aug 12, 2020
Phaone - +1 (602) 222-4440 Reservation # : 1TBE5TES
Email id - # Guests : 2 Adults § 0 Children
Charges
DATE CATEGORY DESCRIPTION ROOM AMOUNT
08112020 Room Chamge Room Charge Deluxe Suite - TO0 $216.00
Room Charges $216.00
Incidentats $0.00
Taxes & Service §17.28
Paymant Information On Flla
Payer:Allysan Peiffer
Payment Method:-MC Signature:
Account #2222
Exp Date: 0625 Duate:
Pollcy Information
THANK YOU FOR YOUR BUSINESS!

support@innRoadUniversity.com
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12. You may close the browser tab with the Guest Registration statement. Please return to the innRoad

reservation tab.
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).

€ https//app.innroad.com/indexh X

Jol
X
@
[
»

& c ﬂ' 8 app.innroad.com/index.html#reservationSearch?Reservationld=17654206

[ E = ! o N
= = ] e & all University Hotel Lc
innRO ad Reservations Accounts Guest Services Inventory Setup Admin Might Audit Reports

Reservations TapeChart GuestHistory Groups
Ms. Allyson Peiffer 1. 1-{602) 222-4440 TRIP TOTAL $233.28
IN-HOUSE - 17655785 (Aug 11 - Aug 12) BALAMCE $233.28 h
Details Foliols) History Documents Reservation status is "IN-HOUSE" J Reports
STAY INFO s TRIP SUMMARY
University Hotel RaTE PLan: Rack Rate o Room Charges 21600
Incidentals $0.00
:I Augil 2020 1n  Augl2 2020 L 2 Adultls), Deluxe Suite TOTAL Tanes & Servi.. $17.28
B e weonesnar S 0 Child(s) B woom 700 $216.00
Trip Total $233.28
ADD-ONS & INCIDENTALS Paid $0.00
There are no add-ons & incidentals set Balance ke
ADD-ONS + INCIDENTALS + TAKE PAYMENT
Figure 15
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14. Go to the “Folio(s)” tab in order to post the charges to the guest folio (see Figure 16).
Ms. Allyson Peiffer . 1-(602) 222-4440 TRIP TOTAL $233.28
IN-HOUSE - 17655785 (Aug 11 - Aug 12) BALANCE $233.28 A
Details History Documents Reports ~ | A
STAY INFO *# TRIP SUMMARY
University Hotel raTE PLAN: Rack Rate ol Room Charges 21600
Incidentals $£0.00
= Aug 11,2020 14 Aug12,2020 L 2 Adult(s), Delue Suite TOTAL Taxes & Servi... £17.23
2] M — EDNESDAY L achildis) ROOM: 700 $216.00
Trip Total $233.28
ADD-ONS & INCIDENTALS Paid $0.00
There are no add-ons & incidentals set N N
ADD-OMS + | INCIDENTALS + PR T

Figure 16

15. To add the parking charge, click on “Add Line Item” (See Figure 17)
Ms. Allyson Peiffer . 1-{602) 222-4440 TRIP TOTAL $233.28
IN-HOUSE - 17655785 (Aug 11 - Aug 12) BALANCE $233.28 e

Details Foliols) History Documents Reports || B4

Folio Details  Folio Options

S — T pen | o[RS o TR -~ |

O =@ | Bl |Date Category Description Oty Amount

0| @ | B |TueAug1d, 2020 Room Charge RoomCharge 1 £21600
[m] In_dude Tanashln Line ltems P&vTI'IEI'IUI'IfO:! @3 Room Charges: $216.00
Display Pending ltems Incidentals: 20.00
Include Pending Items in Total Tasms & Sarvice Charges: $17.28
D Display Void Htems To add a charge, click on "Add Line Item" Tatal Charges: $23328
(O Display CC# in Reports Payments: 30.00
O Show Authorizations in Report = $233.28

Figure 17

support@innRoadUniversity.com
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16. Please select the charge category, add charge description and amount. Once you fill in this
information, click on “Commit” and then “Save” (see Figure 18).

Details Foliofs) History Documents Reports
Step 3: Click "Commit" Step 4: Click "Save"

Folio Details  Folio Options

- BEP T - | - B -

0| @ | Bl |Date Category Description Qty Amount
0| @ | B |TueAug1l, 2020 Room Charge Room Charge 1 $216.00
® 08/11/2020 o —Select-- v 1 +
[m] In_dude Ta)oashln Line Items Payment Info:! P2 $216.00
Display Pending Items $0.00
& Include Pending It in Total ) A : .
e e pay gory. information about a payment Total Charges: $233.28
O Diisplay CC#in Reports restaurant charge, ’ Payments: $0.00
O Show Autharizations in Report choose the restaurant Balance: $233.28
name or POS
Figure 18
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17. In order to move a guest to another room, please go to the “Details” tab and click on the edit

icon 4 in the “STAY INFO” section (see Figure 19). Choose the option “Assign Room Number” (see
Figure 20).

Ms. Allyson Peiffer W 1-{602) 222-4440 TRIF TOTAL $243.28
IN-HOUSE - 17655785 (Aug 11 - Aug 12) BALAMCE $243.28 e
Foliofs) History Documents Reports -
Step 2 Click on
Step 1: Click on the "Edit" button

STAY INFO "Details” tab TRIP SUMMARY
University Hotel naTepLax: Rack Rate e Room Charges £21600

Incidentals £10.00
o Aug 11,2020 14 Aug 12 2020 L 2 Adultls), Deluxe Suite TOTAL Tawes & Servi... $17.28
) o ™ weonesnar L 0 Childis) == - $216.00

Trip Total $243.28
ADD-ONS & INCIDENTALS Paid $0.00
DATE CATEGORY DESCRIETION PER UNIT ary T4X AMOUNT Balance $243.28
Tue Aug 11,2020 Parking Mightly Parking 51000 1 £0.00 $1000 | %

TAKE PAYMENT
ADD-ONS + || INCIDENTALS + TOTAL $10.00 P
04(11 20 14:42 PM (GMT-05.00)

Figure 19

(]

Assign Room Mumbser

Change Stay Details

Figure 20
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17. Click on the room number, choose another room (number) from the list, and click “Save” (see Figure
21). See the result of the room change in Figure 22.

STAY INFO
University Hotel raTe PLan: Rack Rate Step 2 Click "SAVE" =3
i AUE 11,2020 1y Aug 12,2020 2 Adultfs), Deluxe Suite TOTAL
===) TuEesDay T WEDNESDAY Ltl O Childis) E ROOM: | 70O % 216.00
Step 1: Click on the room number and choose 700 *
anothe room number from the list
X
7o
- T02
Figure 21
STAY INFO a
University Hotel RATE FLan: Rack Rate ul’
e AuE 11 2020 1y Aug 12, 2020 1. 2 Adult{s), Dieluxe Suite TOTAL
=== TUESDAY — WEDMESDAY {IChl‘ld"s} ROOM: 701 $216D{}

Figure 22

support@innRoadUniversity.com
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18. Please post the charges for the laundry service, restaurant, and bar following the steps # 14, 15, and
16. Your screen should look as in Figure 23 after you post all charges.

Reservations  Tape Chart GuestHistory Groups BTSSR

®

Ms. Allyson Peiffer . 1-{603) 222-444D TRIP TOTAL $32128
IN-HOUSE - 17655785 (Aug 11 - Aug 12) BALANCE $321.28 hd
Details Foliofs) History Documents Reports
Folio Details  Folio Options
Guest Falio ~ F] |_I] |7] Add Line Item mm
0| =@ | Bl |Date Category Description Qty Amount
0| @ | Bl |Tuesug 11, 2020 Room Charge Room Charge 1 $216.00
Ol@ Tue Aug 11, 2020 Parking Nighthy Parking 1 $10.00
Ol@ Tue Aug 11, 2020 Laundry Laundry 1 $15.00
Ol e Tue Aug 11, 2020 POS POS 1 £45.00
O|@ Tue Aug 11, 2020 Bar Bar 1 $£18.00
[m] In.dude Tanﬂkin Line ltems Payment |nf0=. @2 Room Charges: $216.00
Display Pending Items: Inciclantals: $83.00
Include Pending Items in Total Tases & Service Charges: $17.28
O Display Vioid items Total Charges: $32128
O Display CC# in Reports Payments: $0.00
O Show Authorizations in Report Balance: $321.28
Figure 23
support@innRoadUniversity.com 16
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19. In order to post a discount, locate a corresponding charge in the guest folio (restaurant charge) and
click on that charge name.

In the pop-up window “ Item Detail”, please input the category, description, and the discount
amount. Click on the “Add” button (see Figure 24). After the discount is applied, click on “Continue”.

Item Detail

DATE Tue, 11-Aug-2020 MOTES:
CATEGORY: POS v
DESCRIPTION: Discount \ ODO NOTROUTE
ROOM: 701 \ Step 1: Enter the category,
AMOUNT: -10.0d h description, and amount
Transactians Payments
5 O | Date Category Description Amount s
@ Tue, 11-Aug-2020 POS POS %4500
Room Charges 5000
Incidentals 54500
Step 2: Click on the "Add" button J Tames & Service Charges £0.00
Total Charges 54500
Updated By: Lena
08117 20 16253 PM (GMT-05.00)
Figure 24
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20. In order to void a charge, put the check mark in front of that charge in the guest folio and click the

“Void” button. After that, click on the “Save” button (see Figure 25).

Details Folio(s) History Documents

Folio Details  Folio Options

Step 1: Check the item that you need to void J

Step 2: Click on the "Void" J

Reparts

Step 3: Click on "Save" J

Guest Folio

v KED

ol ® Category

a Tue Aug 11, 2020 Room Charge
Tue Aug 11, 2020 Parking

(MR ] Tue Aug 11, 2020 Laundry

Ol e Tue Aug 11, 2020 Bar

Ol e Tue Aug 11, 2020 POS

O Include Taxes in Line [tems
Display Pending ltems

Include Pending Items in Total
O Display Void Items

O Display CC#in Reports

O Show Authorizations in Report

Figure 25

support@innRoadUniversity.com

T o

Description
Room Charge
Nighthy Parking
Laundry

Bar

POS

Pavmentlnfo:! P2

Room Charges:
Incidentals:

Taxes & Service Chargss:

Total Charges:
Payments:
Balance:

MNEREREE

Amount

£216.00

£10.00
£15.00
£158.00
$35.00

$216.00
$78.00
$17.28

$31128
£0.00
$311.28

Save

18
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21. Before you check the guest out, please make sure to select an option “Display Void Items” (if you do
not do that your professor will not be able to check if you voided an item and you will lose points on
this item) (see Figure 26).

Details Foliofs) History

Folio Details  Folio Options

Documents

Guest Folio A F] r'] F]

] ] | Date

0| e |E|Tueang11,2020
® | B |Tue Auz 11,2020
® | B |Tue Auz 11,2020

[mi] Tue Aug 11, 2020

(W] TueAug 11, 2020

(W] TueAug 11, 2020
® | Bl [TueAug 11, 2020

O Include Taxes in Line [tems
Display Pending Items
Include Pending Items in Total

Display Void ltems h
O Display CC#in Repo

0 show Authorizations in Report

Figure 26

ieim | | e

Category Description
Room Charge Room Charge
Room Charge Room Charge
Room Charge Room Charge
Laundry Laundry
Bar Bar
POS POS
Parking Mighthy Parking
Payment Info: ! 20
Select option "Display Void ltems" J

support@innRoadUniversity.com

Room Charges:
Incidentals

Taxes & Service Charges:

Total Charges:
Paymants:
Balance:

rlrlrrlre~

Reports =

==

Amount
$216.00
$-21600
$£216.00
$15.00
$18.00
$35.00
$0.00

$216.00
$68.00
$17.28
£30128
$0.00
$301.28

19
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22. Next, you will need to check the guest out. In order to do so, you will need to click on the “CHECK
OUT” button at the top right corner of the screen. (See Figure 27). Then, click on “PROCEED TO

CHECK OUT PAYMENT” on the next screen (see Figure 28).

Reservations Tape Chart Guest History Groups Bl

©)

Ms. Allyson Peiffer
IN-HOUSE - 17655785 (Aug 11 - Aug 12)

L 1-(602) 222-4440 TRIP TOTAL

BALANCE

$321.28
$321.28

Details Foliofs) History Documents.
Folio Details  Folio Options
e - |BRD ot Lo o
0| & | [E |Date Category Description
0| @ | B Tuelug 11, 2020 Room Charge Room Charge
B | B |Tuestug 11,2020 Room Charge Room Charge
E | E |Tuelfug 11, 2020 Room Charge Room Charge
Oo|e TueAug 11, 2020 Laundry Laundry
(W] TueAug 11, 2020 Bar Bar
Ol @ Tue Aug 11, 2020 POS POS
E | B |Tuesug 11,2020 Parking Nighthy Parking

O Include Taxes in Line Items
Display Pending ltems

Include Pending Items in Total
Display Void Items

O Display CC# in Reports

O Show Authorizations in Report

Figure 27

Payment Info: ' =t

Check Out

l—\l—\l—\l—\l—\l—\l—\g

Room Charges:
Incidentals:

Tawzs & Service Charges:
Total Charges:
Payments:

Balance:

Ms. Allyson Peiffer

IN-HOUSE - 17655785

Are you sure you want to check out this reservation?

N

[ @IESC IS PROCEED TO CHECK OUT PAYMENT

Figure 28

support@innRoadUniversity.com

Reparts =

=

Amount
£21600
£0.00
$0.00
$15.00
$18.00
$33.00
$0.00

$216.00
$68.00
$17.28
£30128
$0.00
$301.28

20
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23. The payment details window will pop up. Guest credit card information should appear in the
PAYMENT METHOD section. Please double check this information and click the “LOG $301.28”
button (see Figure 29). Please note that the dollar amount on the green LOG button will reflect the
charge specific to your reservation, and, therefore, may be different from these instructions.

Check Out Payment
DATE 08/11/2020 Balance: $ 301.28
AMOUNT TYPE
$ 301.28 Capture
PAYMENT METHOD
M v SWIPE

CARD MUMEER MAME ON CART EXPIRY MM/YYYY

“ Albyson Peiffer 06/25

a5 External Payment Set As Main Payment Method

ADD NOTES ﬁ LOG $301.28

Figure 29

C\VW CODE

24. You will see the notification “Check out Successful” (see Figure 30). And the Guest Statement will be
opened in a new tab of your browser (see Figure 31). Please make sure to allow innRoad pop-ups on

your browser! If the Guest Statement is not opened automatically, click on the PRINT to open the
Guest Statement (see Figure 30).

Check out Successful
Drate: 06/03/20 Balance: $ 0.00
AMOUNT TYPE
$301.28 Capture
PAYMENT METHOD STATUS

d’MC - XXXX2222 (Allyson Peiffer) (Exp. 06/25)

Approved
PRINT CLOSE

Figure 30

Please make sure to allow innRoad pop-ups on your browser!

support@innRoadUniversity.com 21
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25. The Guest statement will be opened in a new tab of your browser (see Figure 31). Make sure to save
the Guest Statement on your hard drive. You will be asked to submit this form to your instructor.

@ https://app.innroad.com/index.hi X @ InnRoad : SPA X +

C ()} @& app.innroad.com/ReportViewer.htmli?https%3A%2F%2Fs3.amazonaws.com%2Fir.. Q@ % ® B »
innRoad

Property_3160_Reservation_17654206_Event_GuestStatement... 1/1

University Hotel University Hotel Guest Statement

123 Main St Invoice #: 178

New York, NY 02134 .

Phone - +1 000-000-0000 Folio Name : Guest Folio

Fax: Date : Tue, Aug 11, 2020 X

university@hotel.com Downioad and
save the Guest
Statement OR
print it in a pdf

To Property : University Hotel file and save

Allyson Peiffer Room : Deluxe Suite : 701

4235 E Spruce Drive Arrival : Tue, Aug 11, 2020 - 1 Night(s)

Phoenix, AZ 85044 Departure : Wed. Aug 12, 2020

Phone - +1 (602) 222-4440 Reservation # 17655785

Email id # Guests . 2 Adults / 0 Children

Charges
DATE CATEGORY BESCRIPTION TrRooM AMOUNT
08/11/2020 Room Charge Room Charge Deluxe Suite - $ 216.00
08/11/2020 Room Charge Room Charge Deluxe Suite : $ 216.00
08/11/2020 Room Charge Room Charge Deluxe Suite - $-216.00
08/11/2020 Parking Nightly Parking Deluxe Suite - $0.00
08/11/2020 Laundry Laundry Deluxe Suite : 701 $15.00
08/11/2020 POS POS Deluxe Suite : 701 $ 35.00
08/11/2020 Bar Bar Deluxe Suite : 701 $ 18.00
Room Charges $216.00

Incidentals $68.00

Taxes & Service
Charges
Total Charges

Payments
DATE CATEGORY DESCRIPTION rﬁOOM

Name: Allyson Peiffer
08/11/2020 MC Account #: xxxx2222 Deluxe Suite :
Exp. Date: 06/25

Figure 31
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In the next window, select a location on your hard drive to save the file (See Figure 32).

Savein: M Computer - & T £ M-
Hard Disk Drives (2) ~
"'—-"" TIO6332W0C (C:)

Recent Places -

) —
N Microsoft Office Click-to-Run

546 GE free of 682 GE
Desktop = % 2010 (Protected) (Q)

_ Devices with Removable Storage (1) ~
lerarles
@ DVD RW Drive (D:)
Computer
Network
File name: ReservationDetail 1671533341 - Save
Save as type: lMobe PODF Files [~ pdf) '] [ Cancel ]
Figure 32

26. After the file is saved, you can close the tab with the statement and return to the innRoad tab (See
Figure 33). Click the “CLOSE” button to complete the check out.

Check out Successful
Date: 08/11/20 Balance: £ 0.00
AMOUNT TYPE
$301.26 Capture

PAYMENT METHOD

Efmc - XXXX2222 (Allyson Peiffer) (Exp. 06/25)

STATUS

Approved

PRINT CLOSE

Figure 33
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27. Next, you will see that the status of the reservation has changed to “DEPARTED” (see Figure 34 and

Figure 35).
2 S 8 af
J C a University Hotel
innRo a'd Reservati " 5 Sue fices  Inventory Night Audit Reports TEED
Reservations Tape Chart GuestHistory Groups B EEETE ®
Mes. Allyson Peiffer ., 1-(602) 222-4440 TRIP TOTAL $301.28
ROLL BACK.
DEPARTED - 17655785 (Aug 11 - Aug 12) BALANCE $0.00
) ) i The reservation status has changed to "DEPARTED" -
Details Foliols) History Documents Reports
STAY INFO & TRIP SUMMARY
University Hotel RaTEPLAN: Rack Rate o Room Charges £216.00
Incidentals $65.00
e AUE 11 2020 1N Aug 12,2020 L 2 Adultis), Deluve Suite TOTAL Taxes & Servi.. $17.23
(2] —* \EDNESDAY L achildis) roOM: 701 $216.00
Trip Total $301.28
ADD-ONS & INCIDENTALS Paid $301.28
DATE CATEGORY DESCRIFTION PER UMIT ary TAX AMOUNT Balance s 0.00
Figure 34
(e .. = .-Iz'r "'—‘,‘r !
) = ] gt 7,
innRo a'd Reservati Guest Services Inventory Setup Admin Might Audit
SN OO Tape Chart | GuestHistory  Groups  AllysonP.. x ®
T A AUG
e - e 127 1 0 0 1
Allyso 17655785 2030 In House All Arrivals (%) | All Departu... &) Unzssigned | Mew Reservatio...
v NEW > GROUP > .
RESERVATION PICKUP 1 Records) for i

PROPERTY GUEST NAME I ACCOUNT NAME RES# ADULTS  CHILD sm‘uﬁlmﬂﬂ ARRIVE DEPART NIGHTS  TASK
University Hotel Allysen Peiffer - 17655785 2 0| DS:701  Augll1,2020  Augl2, 2020 1

Figure 35

28. Submit the guest statement to your instructor! Good job!
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