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HOTEL MANAGEMENT

GUEST CYCLE - ARRIVAL



PRE
ARRIVAL




FRONT DESK - Design Alternatives

ATELLITE




PROPERTY MANAGEMENT SYSTEM

LNANAIVNVIN ROOMS Point of Sale
SNOILVAY4SHY MANAGEMENT \

Interactive TV Call Accounting

GUEST LNHINHOVNVIN

ACCOUNT .
TVHANAD . Credit Card
MANAGEMENT In-Room Movie Settlement

-




FRONT DESK - SIX STEPS OF REGISTRATION

. Creating the registration record . Establishing MOP

2 Assigning the room [ssuing the room key

3 Registering passport 6 Fulfilling special requests
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CHECK - IN PRO%:EDURE - Full service hotel

—
G
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CHECK - IN PROCEDURE (continued)




ROOM ASSIGNMENT - Room Statuses

HSK FRONT DESK RESERVATION
STATUS STATUS STATUS
CLEAN VACANT ARRIVAL
DIRTY OCCUPIED ARRIVED
OUT OF ORDER STAYOVER
OUT OF SERVICE DUE OUT
CHECK OUT

DAY USE



Room Status Report - Sample

"8 DOCUMENT - Housekeeping

Room Stalus FO Status —— — Reservation Status i
¥ clean ¥ Pickup [v Vacant g m"az’s ‘; gue ?t'ild Floor :——l! '
B> Dty BV Inspected V Occupled || [ s,a;eo,,e, v sz ;esewed AN [:__lil
[]¥ outororder [ ] outorSerdce IV Day Use Ph il‘
From Roam [:]_!j Room Type [:il Room Class [:Al
X [Room  [Rm.Type|Room Status  [FO Status|Reservation Status [Floor Room Class/AMPM  Features |
101 DLX 0CC  |Amived TOWER  |EAST/EASINS |
103 OLX Clean 0CC  |Stay Over TOWER  |[EASTSEASINS P DI j
- 05 |ot [Clean l0CC  [Stay Over TOWER |12 NS P ?
1054 |TK Stay Over DEF ‘
107 DL Due Outf Arrival TOWER l
109 DX Due Oulf Arrival TOWER | |
11 DL arrival TOWER 1
13 [oLX Aretval TOWER |
115 DLX Arrival TOWER ‘
117 DL Arrival TOWER |
13 DX Stay Over TOWER 1
11919 |DLX Areval TOWER  |EAST/EASINS P TILE FLOOR |
11920 |DLX Due Out TOWER  |EAST/EASINS §
121 DL Due Oul TOWER | ||

Search

Adyanced

Select All

Clear All

Besy.

Report

Statistics

Change

Close




RegCard - Sample

REGISTRATION
Title Family/Surname* First Name*
Arrival Date Departure Date Daily Rate/Guests
16/05/18 21/05/18 181.00/1
Room No. Membership Company Name
1016 www.samplehotel.com

American Express
Diner's Club
Euro/MasterCard

icB [ ] Credit Card Number & Expiry Date
Visa D

Other  [[] VA XXXXXXXXXXXXI111XX/XX

Business Address

O OO

Private Address ||

Street State/Postal Code City

Country* Telephone E-Mail
United States

Date & Place of Birth* Nationality* Passport/ID Number*

Issue Date* Place of Issue* Expiry Date*

Important: Money, jewels and other valuables are brought to the Property 1 Opera Demo Multi Hotel premises at the guest's sole risk. The Property
(Mention your hotel name) and / or the management accept no liability and shall not be responsible for any loss or damage thereto and guests remain
solely responsible for the safekeeping of any such items.

Notwithstanding any method of payment, I agree that I am personally liable for all costs and charges incurred in the event that any such costs and
charges are not paid in full and confirm that my responsibility and liability in that regard is not waived or released in any way.

1 consent to the usage of my personal i ion for ini: ive and
parties other and affiliated companies.

purposes. The hotel guarantees not to disclose infomation to third

By signing this form, I consent to the use of my personal infromation for the purpose described above

Guest Signature Date Checked In By

We respectfully remind you that check-out time is 12 noon




ROOM RATE STRUCTURE

*OPEN RATES
eRACK RATES
BEST AVAILABLE
DAY RATES
*CONFIDENTIAL RATES
«CORPORATE
*GROUP
*PACKAGES



CHECK IN PROCEDURE - Method of Payment

Visa Classic MasterCard.

BF
) ] pay.
5412 7512 34l2 345k

e 1l2-12
LEE M. CARDHOLDER

ﬁlﬂt -HERE
R CONPANY NAME

06/°060

CARDHOLDER RAKE



Guest Protfile
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EXPRESS CHECK IN

EXPRESS
SELF CHECK-IN
& CHECKOUT

Good Night
Guarantee




EXPRESS CHECK IN - Henn na Hotel




EXPRESS CHECK IN - Henn na Hotel




MOBILE CHECK IN - Room Preference

Check In

| Set your anticipated armval time for
Thursday, May 8, 2014:

3PM
3PM 10 PM

Chack in a2 S Poter Degyrs o 10 P8

. TUE (-
ocT 2 e

Hiiton Dallas Lincoin Centre

"7 CHECK IN




MOBILE CHECK IN - Digital Key

Mobile Key
[}) Check-in

& Activate Mobile Key

X

Room Number

104

Confirmation Number T
627538145 2% 4

Mon, Jan 21 - Wed, Jan 23 @

Extimated Total Price
$442.48v%

Guest Requests

]
Let the hotel know how they can &

make your stay belter
J B
&) -~
d 2
P % V/ #I
]

\\ J

Tap to unlock door.




GUEST ARRIVAL - VIP Check In




ARRIVAL - Group Check In




ARRIVAL - If the guest can not be
accommodated

RELOCATION PACKAGE

d One night accommodation
1 Hotel transportation

J Long distance call

1 Local calls

J Room upgrade
J VIP amenity
] VIP status







