Execu/Suite Share-with Procedures

When two or more guests will share a room and need separate folios, you’ll create “share-with”
reservations. This quick and easy process is outlined below.Room and tax charges will post to each folio.
Each share-with guest will be checked in and checked out separately.

# RESERVATIONS RESTEL SHORES HOTEL El =/ &2
. _E it _L
Make the reservation for the Ced ) Clmmn ) — =
first guest. Breup code: al W" The Share-
Arival date: [101003 ] Sat Days [ 2 Fdaam | : - ‘ with button
Ma. of rooms: |1
When you get to the Room Foom o FTO0 (L, | \ at the top
rate field, enter the rate for Roam number: 110 @ [ Lock Aoom of your
this guest’s portion. GelBETES | ! screen isn’t
. e~ Fate code: |2 @
(You'll enter the rate in the \bﬁwmm_ =D TR BT Total room and ta 20979 Net due:  209.79 used to
view/edit window that opens, By | a create a
: . Travel agency: Ql
as with all reservations.) Gusst Name: [COSTELLD, JAMES & SARAH Gumantescode: [ | new share-
addiess, [3543 DRLANDD AvE Account no: | 373737377 with
Finish and save the CHLETL Tt | reservation.
. Statesoounty: [TH Depost ieq'd/ date due: [ .00 100309 a X
reservation. Postalcodsr [49320 Matket/Sounce: [VA0 L] [wM (] This button
Email address: [james@sarahcostello.com Master folio: [0 @] will be
To continue with the next HeToRieTs. [FEEES e | explained
. . . Bus. phone: Confm letter? |1
reservation for this room, click Commentt [ S on the next
the Share-with button at the Comment2: | Maid service: Q page.
bottom of your screen. —___| | B8 |
Make another reservamorTt " Confiimation number: 20000018
A new reservation window I No H Tes H Pint screen I Reg card Depos hare with I Print Letter H < Previous ” Mext > I
will open.
+ RESERVATIONS RESTEL SHORES HOTEL [=l'=l =1 __yThe second reservation will default
[ ST to 0 (zero) for No. of rooms since
20000016 o . . . .
ot Q] this guest is sharing a room with the
D e 710403 by EXE .
duivel dots [101008 228 50y = 8 sun | s : | previous guest.
Wo. of rmoms: |0 Share-withs=1 I I
: |STDD . .
IR 523 A | ] _»| Number of Adults/chilcren also will
Foom number: 110 Q) [ Lock Room i v defaul
Adults/child: |0 0 [ | efau t to 0'
Rate code: |2 &y | |
Room ate: [103.00  ——empent—H—Termar—t SR i e R »| When you get to the Room rate
Compary: | =) S l— Q@ fleld, enter the rate for this gueStIS
Giuest Name: [CO0K, DAVID Guarantee code: |4 Q] portion.
Address: ‘11443WE‘3T RIWERSIDE DRIVE Account no. |37373737373737
Cib: |[MORTH COLLIMS Expi de (0711 . . . .
" R Continue with this reservation as
State/country: W Deposit req'd date dug; |00 100309 @
Pastal code: [14111 Market/Souce: MAC (@) WM Q) usual.
Email addiess: [doank@cookdavid com Mt i ’7” Q
Hame phane: |776-534-0485 Tax exernpt? N If another guest wil share this room,
Bus. phane: | Corfim etter?: |1 [ send ] click the Share-with button after
Ci 1 Split falio? . . .
e - | [ saving the reservation and continue
Comment 2 | Maid service: Qy Lo
C i until finished.
ommet 3 ‘
Each reservation will have its own
I Save H Cancel resw I I Reverse cnx H Display deposits J [ Mates I I Mare names H Guest profile J Conﬁrmation number
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Execu/Suite Share-with Procedures

Notes:
No. of rooms will be 1 on the first share- Cea) -
with reservation and 0 on the rest. Do 02000007 e
not change the number of rooms on any Freup code = . Date madle: 7735108 by EXE
. . Anival date; 101009 ] sat Daps: |1 < s
subsequent reservations; otherwise your Nowdtiooms: | T
availability will be off. Foamype: [STOD Q]
Fioom number. (110 &N [ Lock Foom
i il il
The screen tells you how many other ks /chld @
. ) Rate code
share-with reservations are connected to oo e 12800 e I Totalroom andta, 20979 Netduer  209.79
this one. Company: | = Tavelageney | &
Guest Name: |EDUK,DAV‘D Guarantes code; |4 oy
You can enter the total number of Adthess: [11443 WEST RIVERSIDE DRIVE Accountno: [37373TIFITICAT
adults/children on the first reservation; Ciy: [NORTH COLLINS Expiration ot 0711
e . . State/ (WY D 'd/ date d .an 100309
the additional reservations will default to et 7] Epesi e/ date ce =
Fostal code: (14111 Market/Source: [VAC 2 [k Qy
zero. If you prefer, you can enter the Emal adhens. [Feooh@ookamvdoom Wi B @
number of adults/children per. Horme phore: [776-534-0485 Ta exempt?. [
Bus. phane: Confimletier?; Y
Remember to calculate and enter each Corvi | i
., R Comment 2 | Maid service Q
reservation’s portion of the room rate. —
Since the potential variables are limitless,
the system will not do this for you.
[ Save l Cancel resv I Reverse cnx I Display deposits H Motes H More names H Guest profile

To see whose reservations are shared

with this one, click the Share-with button
0020000073 i next to the “No of rooms” field. The
Group code =X

o ine [ o v T s \ Date made: vzt ——+— guests will display as shown below.

SHARE-WITH ENTRY |
Mo ofvooms. 1
. ‘
Room mumber [110 (] ] Lock Fioam ‘
adubs/ehid [0 [0 ‘
Retecods 2 ‘
Fioom rate: [183.00 view/edit re-eale

Enler guest name to shere

Guests selectedt |1 COSTELLD, JAMES & SARSH 110

‘ (or'D'to delete sslected quest rom share)

Totalroom and tax; 20979 Metdue: 20979

Company ‘ Q Travel agency. [— \l
Guest Name: |[CODK. DAVID Guamniescode: % @) You also can use this feature to
ctess. [114IWEST RIVERSIDE DRIVE Accourtne: [FHREIHNT disconnect share-with reservations. Type
cltiiL Eizielall 7 D and press <Enter>. If you have more
Staescounty: WY [ Deposi reqd/ datedue: |00 [100303 oY I
Posatcode. [T MaketSouce: [E Q)M @ than one share, the system will list them
Eral address: | deosk@cackdavid.cam Masertoior [0 for you to select the guest to remove
Home phone: [776534.0485 Tax evempt2 [N from the share.
Bus. phoree: Conlm letier?. [¥  SHARE-WITHENTRY \
Comment 1: | Spitfoli? | s ot s o [0
Comment 2: | taid service: ’_ &y o et s et )
ez | Guests sslected: [1000K. DEVID 110
[2C0STELLD. JAMES £ SARAH 110
|
[ Save l Cancel resv l Reverse cnx l Display deposits H Motes ” tore names H Guest profile
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Execu/Suite Share-with Procedures

If you're entering a new reservation and want to add an P e .
existing reservation as a share-with to the one that ol (] E%F o S
[T — —are—wn Share-withs:0
you’re now entering, first enter O (zero) for No of Rooms E——
] - » SHARE-WITH ENTRY ==
and then click the Share-with button. et
Adults/chil Enter guest name to share: |
Rate cod [or D" to delete selected guest fram share]
The Share-With Entry window will open. Type part of the “E””m“‘
—
name of the existing guest and press <enter>. A list will p— e .-
display for you to select the guest to share this room 4 |
with: | — . — - 100203 (oY
Postalcods | MaketSowes: | [ &
Email address: | Master folio: [0 &
GUEST HAME CONFIRMATION Home phone Torsempr [0
ADAMS, MICHAEL 00Z000004% s phone Corfm ter?. 1
ADDISOM, MADEL 0020000004 ot | s |
BAFER, LEWIS DR. BOIOOODOIE Comment 2 | Maidsevice: | (A
BERG, JAMES P, 0020000019 ot |
BERG, JRHES P. 0020000020
BOTTOHS, JOHATHAN 0020000003 (o) e s ) [t ) (i) [iomnanes ) [ oot
DALEY, ROBERTA 0020000006 Canonlpbe Oor 1
CEBOHGD, VIHNCEMT DR. 0020000047
1/29/09 ARRIVALS - ON 10/10/09 10/10/09 1 The Reservation Status
£:21 .
Reports print the share-
COMMENTS

:TRAVEL
:MARKET

NY 14111

d.com VLG TR

20000019 BERG, Jf«l{fi P.

20000016

OH 44321
hcostello.com
2000007

:CNX NUMBER/

with names for each
shared reservation. As
illustrated, COOK,
DAVID will share a room
with BERG, JAMES P.
and COSTELLO, JAMES
& SARAH. Each shared
reservation will show
the names.

:EXE

Checkinsout | 7720709 | [ 7730709
Foiorumber [ |

Guest name: [COOK, DAVID

11449%WEST RIVERSIDE DRIVE

Address:

Reservationno: | 0020000078 | Made: 7/23/09

iy AR TERITS Folabalance: | |
State/CountyZp WY | [
Days/ dep. date Share vith:
Froom no /ippe: [110 Find Lock Room [ 5TDD. COSUELLD,MGES [ i)
adsreniion: || ] BERG,JAMESP. (in110]
Ratecode: 2 (L
Foamrate; 18800 wigw/edit re-cale
Type payment. [AX (3]
Credtiat, [00
bocaurtno: [FAIIIIFT -
Enpiration date; 0711 akEnree [0 T &0
By | = Taneremptz: [N
Home phone: [7553+0485 spitfoio? | | [ pamentinia
Busnesshene | Masterfoli: [0 Q)
Folia comment: | otz [
Comment 2. | Maidsevice: |
Commert 3 |

At check-in for the first guest the screen displays
"the names of the share-withs not yet checked in.

Remember to check in the additional guests as
they arrive.

As the share-with guests are checked in the
screen will display names of share-with guests
who have already checked in:

Share with:
COOK. DAVID [in110] checked-in
BERG, JAMES P. [in110]
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