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1.0 About Guest Pre-Check In

RMS allows clients/guests to access their details of their reservation via a bespoke web page
appropriately dubbed the Guest Portal. By accessing this portal, guests can action a request to pre
check-in prior to arriving at the property. The correspondence will be triggered 24 hours prior to the
arrival time of the guest, provided the reservation is in ‘Confirmed’ status. The guest will receive the
link to the guest portal via the triggered e-mail correspondence received.

2.0Pre-Check In

The following overview will be beneficial when properties in understanding and assisting guests in
navigating through the required content and forms.

- The guests will receive the following Pre Check In automated e-mail within 24 hours of their
estimated arrival time that is reflected in the guest’s reservation in RMS.

>

Stay Safe.
Check-in faster.
Pre-check-in now.
We're looking forward to welcoming you to HOTELNAME.
To help keep you safe and save time when you arrive, please take a
moment to complete our pre-check-in and COVID-19 Safety Declarations,

which means we'll be able to give you your key straight away — so you
can make yourself at home and focus on the things that matter.

Pre-check-in

Your room details again:

Confirmation number: CONFNUMBER
Check in: CIDATE | Check out: CODATE
Hotel: HOTELNAME
Guest name: GUESTNAME
Room type: ROOMTYPE

SAFE Ea ONLINE ADVANTAGE
AQuest Promine
See how we're working to keep Get 10% off your stay, access to
our hotels, teams and guests our global network of apartments
safe — whenever and wherever and our best rates, every time. Join
you stay with us Quest Online Advantage free today
OUR STAY SAFE PROMISE —+ SIGN UP—
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Once the guest has clicked ‘Pre-Check In’, the guest will be redirected to a web page to
complete the Pre-Check In. Prior to doing so the guest will need to create a password specific
to the Guest Portal user account. This will allow the guest to view past, present and future
reservation when needed and make any amendments to the reservation as required.

Note: The Guest is able to skip creating a password, however when signing in the Guest portal the
guest will be required to provide email, surname and arrival date for the reservation.

“elcome Mr Martin Hana FINISH

HOME RESERVATION PROFILE v INFORMATION v

Create Password

Looks like you do not have a password attached to your profile.
Complete the details below to create a password.

Password must contain a mininum of:
6 Characters

1 Uppercase Character

1 Number

Password * Confirm Password *

Once navigated to the guest portal, the guest will receive the pop-up request to pre check-in
to their reservation

Welcome Mr Dylan Wilsher QUEST EINISH

HOME RESERVATION PROFILE INFORMATION v

Pre Check-In Available - Reservation 5234

Pre check-in is available for your Reservation.

Save time at check-in by completing it now!

§\j.
QUEST
Page |3

APARTMENT HOTELS




- The guest is prompted to complete all the fields pertaining to their reservation.

Welcome Mr Dylan Wilsher

HOME RESERVATION PROFILE

INFORMATION v

FINISH

Quest Palmerston

Tue 21 Jul 2020 - Wed 22 jul 2020

Enter your Details

Wilsher

dwilsher@questapartments.com.au

Country Of Residence

Nothing selected

Yes, | would like to receive marketing

2 Terms and Conditions

One Bedroom Apartment

o +61889194100

3 COVID-19 Declaration

Adults: 1

Dylan

+61411 720 401

&2 questpalmerston@questapartments.com.au

4 Payment Details
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Note: If the guest wishes to opt out of receiving marketing, they will need to untick the ‘Yes, |
would like to receive marketing’ tick box.
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- Once the guest details page it is then required for the guest to accept the terms and

conditions specific to the property and sign to proceed.

Quest Palmerston oF +61889194100 63 QuESIPAIMErSIONEQUESLAPIrtMENtS.Com.au
1 Guest Details 2 Yerms and Condiions 3 coviD-19 Declaration 4 payment Details
Guest detalls provided:
Surname Wilsher Given Dylan
Title M Mobile «61411 720 401
Emall dwilsher@questapartments.com.au Email 2
Address Line 1
Address Line 2 Town
State Post Code
Country Of Residence FFlyer No
ETA Vehicle Registration
Terms And Conditions

D | acknowledge that this information is correct and accept the Terms & Conditions listed above

Signature

These terms and conditions apply In SSdition 10 a0y terms and conditions agreed 5o when this Dooking wies made and continue to apply Suring your stay

A vald credit cand pre-authorisation 1 required wpon check in, If sufficient funds ave not avadable, payment in advance wil be required. Accounts for in-
house guests must Not exceed $500, and when an Accownt reaches this bma, payment will be taken from the credt card provided on v for pre:
Suthorsaton. If you wish 10 pay cash irstesd of using & crede card, Accommadation charges must be made upiront. Electronic Key Cards to the

Apartment are 10 Be retutned 10 freception updn depanure.
APITUNENT THRCHOUT 15 8T TUSIT, PETUTE TO CTECTOUT OF TN ARITTITENS 3T TNE DORErates TOme, Win INCUT JOSTU0NS COTTE. MSTITRTT COTTE T3 OF equivment

10 the rightly rate

Quest Pamenzon mamtaing & stric NO PARTY POUCY, we reserve the right to terminate the accommadation immediately without refund at any time # &
Py GCOUNS, NOTOR 15 excessive Of the number of puests in the room exceeds the NUMbe permvited

Qanmas Frequent Fiyer points will be rewarded for reservations made ot published accommodation rates aovd will not be rewarded foe: special offers, last
MINUEE 3 COMMOAItoN DOCked v the Mteret, Of nepotated (e

Elﬁm’gns

Clear Signature
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- Finally, the guest is required to input their credit card information.

Note: This will only be available for properties utilising a payment gateway.

Welcome Mr Dylan Wilsher QUEST FINISH

HOME  RESERVATION  PROFILE  INFORMATION v

Card details required for incidentals

Use Another Credit Card (€0 visa =

[Card number MM/ YY CvC

Previous Finish Pre Check-In

3.0Additional Information

Once the guest has completed the pre check-in process, the reservation status will change to a ‘Pre
Check-In’ status. This can be viewed in the reservation, with relevant documents available in the
correspondence tab. The reservations of guests that have not undergone this process will be identified
in the ‘In/Out Movements’ screen under the ‘Arrivals Yet to Pre Check In’ tab.

Regardless of whether the guest has opted to undertake the pre check-in process, the reservation is
still required to be checked in and payment taken according to best practice.

Filters = Expected Arrivals
Records Found : 13 (25 Adults, 0 Children. 0 Infant)
Todmy (05-jan-1021 - 0%jan2021] BB
f Grpfies No Res Mo Group Name Surmame Given Status “  Room Type R
ArTiving 15 — 5 dd
] 1 Dahlin Andrea Confirmed  SK - Studio - 011 3
Expected Asrivals
I 12 I o WISE IDE Confirmed SK «5tudio - 011
Arrivals Yet to Pre Check in 12
Lo 231 Chen Richard Confirmed  SK-Studio - 011 2
Checked In 2
] Hosking Elizabeth Confirmed 5K - Studio - 011
In House Guest
Y . 2 ] 1 Hallam Liesl Confirmed SK - Studio - 011 3
Day Use 1] —
v Ll o 1211 Fullgrate Maree Confirmed 1K - 1 Bedroom-... 3
Checked Out 1
- o 11 KANDIAH SEEVAMR Confirmed 1K -1 Bedrgom-.. 3
Expected Departures
P P g o Langdon Jenny Confirmed 2KK - 2 Bedroom -, 4
Departin, L] T
P E i} 1344 Craig Ellie Confirmed 2KF - 2 Bedroom -.. 1
e 1] .
au o 1 Hosking Laurel Confirmed T2KKA-TK 2 Bedr.. 1
No Show
d I Ll 0 1 Ralph sarah Pre Check in 1K - 1 Bedroom =, | I
Cancelled 7 -
o Pastore Steve unconfirmed  SK - Studio - 011 2
] T24 Kiernan Mark Unconfinmed 1K - 1 Bedroom - ...
D L T e
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4.0Message Centre

The Guest Portal offers guests the ability to communicate directly through to the property and the
property can respond via the Message Centre in RMS.

It is imperative that all messages are responded to in a timely and effective manner.

- The guest can send a message by selecting ‘Message Property’ in the Guest Portal.

’velcome Mr Martin Hana FINISH
HOME  RESERVATION  PROFILE v INFORMATION v
ik o Message The Property E]
Two Bedroom Apartment
Dates
Mon 07 Dec 2020 - Fri 18 Dec 2020
Arrival Departure
After 10:09 AM Before 11 AM
Reservation Reference Reservation Status
23001
Reservation Total
$0.00
Reservation Account
ype your > Balance
$0.00

- Message received via the Guest Portal will appear in the ‘Messaging Centre’ of RMS
- Navigate to the speech bubble icon and select it to access the messaging centre

DATA
PROTECTION

When was the last time you
changed your password?

Guest Search
Now, more than ever, it is important to keep
sensitive data safe and secure. We strongly
recommend changing your password regularly.
Click the link below to learn how to setup
advanced user passwords.

In/Out Movements
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Once in the messaging centre the communication received via the Guest Portal can be viewed
under the ‘Guest Portal’ tab.

- By selecting the appropriate reservation, the communication sent from the guest can be
identified.

- Reply by entering in the content in the message box and select the paper plane icon to send
the communication.

- Itis imperative that employees maintain appropriate and professional communication when
utilising this function.

- Once the communication has been sent, the guest will receive an e-mail with the content
displayed.

= Messaging Centre

Property: [f[}} Filter Conversations Activity Between:  [EENS

2020 - 224ul-2020

Method/ Portal Guest Portal Details
Online Res: 4897 Mr Jeffre...
SMS

Guest Portal

Owner Portal

Housekeeper

Corporate

Staff

Scheduler

Hi property, this is a test

Hello, this is a response to the test

Type a message...

@ © 0

Note: If the guest adds additional guests to the reservation during the Pre Check in, the property will
be notified in the message centre.

Q
x

Message Centre Lot 2 Dy [ 2an- 2021 - Vijam ity : : =]

The COVID-19 Declaration has been completed for this Reservation
A Res: .

Note: An sdditional Guest has been added 10 this Reservation.
A Res: ton @

Guest Portal

/
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5.0 Additional Requirements

The Pre-check in feature will not be triggered if the reservation status is Unconfirmed. When
performing the 3-day arrival call the status is required to be updated to confirmed.

The Pre-Check In feature will not be triggered with an invalid email attached to the reservation. The
Guest Pre-Check-in feature to be effective it is required the property obtains the email address for the
guest prior to arrival when completing the 3-day arrival call.

If a reservation is back-to-back, the property must leave the second reservation in ‘unconfirmed
‘status otherwise the guest will receive another Pre-Check-in email.

Note: Reservations that have been created within the 24-hour window of arrival will receive a second
email once a room has been allocated or if the room type has been changed on the reservation. This
ONLY applies for reservations that have come through via Siteminder.
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