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Franchise Operations — Standard Operating Procedure

01. Operations - Auto Room Allocation | REC-014

Overview

The ‘Auto Room Allocation’ utility in the Property Management System can be used to bulk assign rooms to upcoming arrivals.

Standard

Ensuring all properties, and respective employees, are adhering to the expected guidelines to maintain Best Practice throughout
the network, whilst performing operational duties.

Procedure

To utilise this feature the user will need to complete the below steps to ensure the rooms selected for the upcoming arrivals have
rooms Auto Allocated.

— Loginto RMS
— Select ‘Utilities’
— Select ‘Auto Room Allocation’
— Select Room Types
— Select Date range and choose ‘Search’
— Select the checkbox for ‘All reservation’
— Select ‘Allocate ‘Preferences’
— Select 'Process' to confirm the Room allocations.

Auto Room Allocation Utility  Guest Melbourne Aireort . D ® x

Filters Q = Search Records (12 Records Found) a

® | ResNo  Arrive Depart Stat. Com.. Gr.

Display Name  Room T.. Room Preferred .. Preferred .. GuestSt
07.AUg2023  Con Leis WHITE Paula 5K~ Stu.

Room Types ) 24385 07AUg2023  Con TO WHITE Paula 5K -Stu.
1K -1 Bedroom - 072 O 2480 07-Aug2023  Con Leis FLINN Bronwyn  SK-Stu.
1KA - 1 Bedroom Accessible - 072 me 07AUg2021  Con Les BAUMANN Luk.. SK-Stu.
2KK - 2 Bedroom - 072 [ 07-Aug-2023 Con  Leis TABER Nick Mr 5K - St
2KKA - 2 Bedroom Accessible - 0172 ) 2587213 07-Aug2023  Con O RODDY Chanta.. SK-Stu.
2KT - 2 Bedroom - 072 ( 07-Ag2023  Con ALS - OFFERMANNS... SK-Stw.
KKK - 3 Bedroom - 072 ] 24508 06-AUg-2023 Unc  Eur. SHAH Amar SK . St
3KKKA - 3 Bedroom Actessible - 072 0O 2« 08-Aug-2023 Jne  Eur LUSEY Kristina 5K - Sru.
CONFRM - 072 a Con Leis MURRAY Brend 1K-18.
P1 M4 Manasers doartment - (173 [} Con  Leis WESTGARTH Br.. 2KKK-

1 2167025 08-Aug-2023 Con  Leis. KEET Mark 3KkKA
Grouping a

Note: Rooms will be allocated accordingly with the Room Type Selected in the Reservation profile. Ensure all reservations have
been reviewed prior to processing for any guest special requirements. If the guest requires a specific Room do not tick the
checkbox when processing ‘Auto Room Allocation’. It is required the room to be allocated manually to meet the Guest
requirements.
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