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Note: the Home tab, contains the
Hotel’s introduction and links to other
tabs / pages. The Home page will vary
according to the individual Hotel
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—y The Online Group Booking Process:

@ Online Res page
@ Select the Group Bookings button
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The Online Group Booking Process:

€@ Webres Group Bookings page

@ Login window

€@ Email: Fill in your Login Details

@ Password: Fill in your Login Details
@ Select the Log In button
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The Online Group Booking: Cart
Creation Process
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The Online Group Booking Process:

€ Webres Group Bookings page
@ The Selected Resort

@) Selected Date(s): Right-Click to
access the Hidden Menu — select the
Reserve button

Note: once you have selected the
Reserve button, this only adds the
reservation to the cart, it Does Not
confirm & book the reservation
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The Online Group Booking Process:

@ Webres Group Bookings page
@ The Selected Resort

€ The Selected Date(s)

O Please Complete Information
window

@ Units: type in the amount of units
O No Of People: type in the amount
of people

@ Sclect the Create Reservations
button

Note: the Max Units and Max people
will automatically show the maximum
amount per the units available and the
maximum amount of people for total
selected units
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The Online Group Booking Process:

€@ Webres Group Bookings page
@ The Created Reservation (in the
cart view)

Note: remember the reservation is
only in the cart, it has not been
confirmed / booked yet. This allows
you to edit / delete the reservation.
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The Online Group Booking: Cart Edit
Process
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The Online Group Booking: Cart Edit
Process

@ Webres Group Bookings page
@ The Selected Reservation (cart)
€ Please Complete Information
window

@ Duration: type in the new
information to edit the reservation
@ Select the Save Changes button

Note: the Edit Example on the
reservation in the cart is Duration
(night) from creation of 1 night to
Edited of 3 nights
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The Online Group Booking: Edited
Booking Rates View
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The Online Group Booking: Rates
View

€@ Webres Group Bookings page

@ Please Complete Information
window

@) Locate & Select: select to highlight
the required Rate (if needed to be
changed)

@ Select the Save button

Note: the Value on the Rates will
reflect the total amount for all nights in
the booking
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The Online Group Booking: Example
- Deleting The Cart

(Before The Booking Is Confirmation)
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The Online Group Booking: Deleting
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@ Select to highlight the Reservation
(in the cart view)
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The Online Group Booking: Deleting
The Cart

€ Webres Group Bookings page
@ The Selected Reservation (cart)
€@ Selected Reservation: Right-
Click to access the Hidden Menu —
select the Delete button

Note: if you select to delete the
reservation, it will remove the
reservation from the cart. You will need
to create a new reservation if you
accidently delete the reservation.
Remember you have not confirmed the
booking yet
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The Online Group Booking: Deleting
The Cart

€ Webres Group Bookings page
@ The Reservation has been deleted
and the cart is empty
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The Online Group Booking:
Processing The Booking
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The Reservation Cart: Processing
The Booking

€ Webres Group Bookings page
@ Please Complete Information

window

€@ Group Name: type in the name
@ Group Contact Details: Select
the Add button
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The Reservation Cart: Processing The
Booking

€ Webres Group Bookings page

@ Please Complete Information
window

€ Group Name: type in the name

@ Group Contact Details: Add button
© Group Contact Details: fill in details
* First Name

 Last Name

 Email

* Tel

0O Seclect the Save Group button

Note: the Group Contact Details, should
be the person responsible for the group
(bill(s) and emergencies)
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The Reservation Cart: Processing
The Booking — Add Roomlist Entry

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

O Select the Add Roomlist Entry
button

© Add Roomlist Entry window
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The Reservation Cart: Processing
The Booking — Add Roomlist Entry

@ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ Add Roomlist Entry button

© Add Roomlist Entry window
@ Name: use the Drop Down to
access the list of options
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The Reservation Cart: Processing The
Booking — Add Roomlist Entry

@ Webres Group Bookings page

@ Group Details tab

€ The Selected Group

@ Add Roomlist Entry button

©® Add Roomlist Entry window

@ Name: type in the Name & surname
@ Email: type in the email

@ Tel: type in the contact number

© cChildren: use the Drop Down to
access the list of option
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The Reservation Cart: Processing The
Booking — Add Roomlist Entry

€ Webres Group Bookings page

@ Group Details tab

€ The Selected Group

@ Add Roomlist Entry button

©® Add Roomlist Entry window

O Name: type in the Name & surname
@ Email: type in the email

@ Tel: type in the contact number

© Children

(M Select the Save button
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The Reservation Cart: Processing The
Booking — Add Roomlist Entry

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ The Add Roomlist Entry
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The Reservation Cart: Processing
The Booking — Switch View

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ The Overview of the Roomlist
(switched view from Booking overview
to Roomlist)
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The Reservation Cart: Processing
The Booking — Roomlist Edit

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ The Selected Roomlist Entry
© Selected Roomlist Entry: Right-
Click to access the list of options —
select the Edit option
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The Reservation Cart: Processing
The Booking — Roomlist Edit

€ Webres Group Bookings page

@ Group Details tab

€ The Selected Group

@ Add Roomlist Entry window

© Locate & Select: Edit the Roomlist
Entry Information

0 Select the Save Button
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The Reservation Cart: Processing
The Booking — Switch View

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ The Overview of the Roomlist
(switched view from Booking overview
to Roomlist)
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The Reservation Cart: Processing
The Booking — Roomlist Delete

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ The Selected Roomlist Entry
© Selected Roomlist Entry: Right-
Click to access the list of options —
select the Delete option

Note: if you select to delete the
Roomlist Entry, it will remove the
Roomlist Entry reservation. You will
need to create a new Roomlist entry
again
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The Reservation Cart: Processing
The Booking — Switch View

€ Webres Group Bookings page

@ Group Details tab

€ The Selected Group

@ The Roomlist Entry has been
removed (deleted) from the reservation
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The Reservation Cart: Processing

e*y: ° | The Booking — Print /| Emaiil
R—— @ Wwebres Group Bookings page
(=== | @ Group Details tab
3w © The Selected Group

@ Select the Print | Email button

| PCO PCO Client | ped derowa@gmak com |
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The Reservation Cart: Processing
The Booking — Print /| Email

€ Webres Group Bookings page
© Group Details tab

€ The Selected Group

@ Select the Print / Email button
© Options window

0O Select Document option

* Print All

* Print Itinerary

* Print Roomlist

@ Select the Print / Email button

Note: this Example will show the Email
option
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The Reservation Cart. Processing
The Booking — Print /| Email

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ Email Group Details window
© To: type in the email address
0 Subject: type in the Subject /
reference of the Email

@ Message: type in the message
@ Select the Send button
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The Reservation Cart. Processing
The Booking — Print /| Email

€ Webres Group Bookings page
@ Group Details tab

€ The Selected Group

@ Email Group Details window,
confirming the email has been sent to
the email address




: | ) Pt New Group Baocking - X .
P GetMessages v #Wrte v Qohat Radeessbook | OTagv T oot i

Troe Cheryl b Roux <psd cleroux@gmail.com > £
“riect Fwd: New Group Booking - CIMSO Demo - ABEESSSC
o Medr

Searth 4CtrieKx

Jol g=8
mn

O Reply - Foward @ Arcwve @ duk [l Delete More v
1005 am

i
f
f
R 11

Rapgei,
The Ovimns Tase

e e
189 Dhnts Bening btmperdincr Awne
PO b

Tor 354 62 295 TOOWV 285 2000
P 4204 62 124000
s ]
Wet yam reromce

a2l Ll Mamvtner Natong Surts Wy 570 SetCrten b praveing 3 i,

Nermivg Wty Seorns |WARL 8

"5
o ey

wit e
Mba-‘uﬁ“mmnh“b«wm

W I, AL Pt

“

e el

0004 B2 3G G0, s b

g I mocnar o amal O 1 AL

e atie el

L e ]

The Example of the Emailed Booking
Confirmation
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