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Room Move 

Quick Reference Guide 

Contents 

 

Overview 

• 

• 

• 
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1 Where to see which reservations have a Room move 

1.1 Current Status Screen 

1.2 Front Desk Dashboard 
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1.3 Room Moves Report 

1.3.1 Room Moves Report from the Front Desk Main Screen 
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1.3.2 Room Moves Report from the Current Status Screen 

2 Moving from one Room Type to a Different Room Type 
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2.1 Selecting New Room Type and Number 
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3 Checkin the New Room / Release the Old Room 

3.1 Checkin the New Room 

3.2 Release the Old Room 
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3.3 Checkin and Release in One Step 
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4 Moving from One Room to Another of the Same Room Type 

4.1 Planned Room Move  

• 

• 

4.2 Room Move on the Fly 
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5 Moving a Room with Sharers 

6 Troubleshooting Room Moves 
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