How to Batch Guest Status / VIP

To a Group Rooming List
Quick Reference Guide

Published Date: December 12th, 2016
This new feature is available in Version 5.4.052 or higher. This feature will allow the user to Batch a Guest

Status/VIP based on available option criteria’s. The benefit of utilizing this feature is to update Guest Status for
multiple guests within a Rooming List of a Group Reservation.

Procedure
1. Search for the Group Reservation which needs to be updated with Guest Status/VIP.
i. From the main Front Desk Screen > Type ‘gr’ and press ENTER key OR Type in the Group Reservation

Number. Alternatively Reserve and select Group Reservations.
Front Desk Menu [saml ] - Maestro Resort

Home End Page Up Prev Row Next Row Page Down Report List
Search Save/Exit Escape Drill Down Create Delete Lookup Select
File | Reserve = Reports Audit  Interface Profile Housekping @ Help

Maestro Properties

Version 5.4.058.001 ol
[Maestro

ii. In the Group Reservation Number, Press F8 to look for the selected Group. Once the search criteria’s

are filled in, select the OK button to search for the Group.
Group Lookup [saml | - Maestro Resort

Home End Page Up Prev Row Next Row Page Down Report List

Search Save/Exit Escape Drill Down Create Delete Lookup Select

File Record Window Help
Search for Group by:

Status RESERVED/INHOUSE

Group Name bluprarie

Room Number /

Arrival Date to
Company Name

Event Name

Departure Date to
Cutoff Date to
IATA Number

Travel Agency

Account Mgr

Folio Number

Cancellation #

Central Res #

Arrivals Today Departures Today OK Cancel
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2. With the Group Reservation displayed on the screen, select Forms > Batch Guest Status/VIP

Group Reservations [saml | - Maestro Resort
Home End Page Up Prey Rov Mext Row Page Down Report List
Search Save/Exit Escape Drill Down Create. Delete Lookup. Select

File | Record | Status  Window | Forms | Adoresses | invertory GDS | SubGroups | Help
Reservation # 117414 e — INHOUSE
Group Marme ElLPrarie Consulting Group Profle Booking Nurnber 5097

Batch Guest Messages
Arrival 11/09/2016 ( LEDGER PROPERTY MAESTRO HOTEL
hum Nights 1 Batch Guest Folio Restriction Priority Rt
Departure 11/10/2016 (e —— Sperial Rt

Rm s Blkd

Batch Reservation Sences #Persons
Tour Operator o p—— Room List o /cancelled
Event LIFE BYOND PCI
Group Fost P Master Folio Batch Activity Activities
YR D Golf Assign to Mermbers @hEr @iy

Batch Rate Change PreAuthamt
Guaranteed By e e — Balance 526,50
Acct Manager MARK Deposit Req
Credit Limit Batch Travel Agency
Guest Type GROLP [ esten suest stzwsyup | tle Trace Msg
Sree Of Bus GROLP corl About Text Corvenors
Cut Off Days/Date Batch Transportation Chin Text Ckout Text

Fro Forma Consolidated Invoice Bl

Hore Group Confrmation P08

Group Statistics by Room Type
Maestro
Send Folos to Tablet

i. F8 orlookup under Select GstStatus/VIP to use field
Batch - Guest Status/VIP [sam| ] - Maestro Resort

Home End Page Up Prev Row Next Row Page Down Report List

Search Save/Exit Escape Drill Down Create Delete Lookup Select

File = Record @ Window @ Help

Group Name BluPrarie Consulting 117414

Select GstStatus/VIP to Use [

Assign/Del ASSIGN

Criteria: All Guest (y/n)
Guest Type
BLD / RMTY /
Rate Type
Arrival Date 11/09/2016
Departure Date 11/10/2016

OK EXIT

Guests Processed

METXS
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Select the Guest Status to be assigned to the selected Reservations associated within the Rooming

List
VIP Status Lookup [saml | - Maestro Resart
Horne End Page Up Prey Row Mext Row Page Down Report List
Search Save/Exit Eszcape Dirill Diwint Create Delets Lookup Select

dms File Record Help

YIP Description

BfG Bride and Groom

GVIP Group VIP

VIP1 Top VIP

VIP2 Secondary VIP

iii. User can update the Guest Status to the Reservations by various criteria’s such as: All Guests, specific
Guest Types, a specific Building or Room Type, a specific Rate Type or a date range based on the
selected Arrival or Departure date. Fill in the Criteria as required and select the OK button to
continue. Once this process is completed, Maestro will auto populate Guests Processed which will
indicate the number of Reservations the Guest Status/VIP has been applied too

Batcn - [saml |- Maestro Resort
Hame. End Page Up Prav Row Next Raw. Pags Down Repon List
Search SavaExit Escape Orill Down. Craate Deete Laokup. Select

[aams] File | Record | Window  Help
Group Name BluPrarie Consulting 117414
Select GstStatus/VIP to Use \
Assign/Del ASSIGN
Criteria: All Guest Y (y/n)

Guest Type

BLD / RMTY /

Rate Type

Arrival Date 11/09/2016

Departure Date 11/10/2016

EXIT
| Guests Processed 9 |
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3. The user now can verify the Guest Status/VIP addition has been added to the Guest Reservation in the
Rooming List. F5 or drill down within the Group Rooming List and select a Guest Reservation to which the
Guest Status/VIP was applied to. Guest Status at the top of the Guest Reservation is filled in.

Guest Reservations [saml ] - Maestro Resort
Home End Page Up Prev Row Next Row Page Down Report List
Search Save/Exit Escape Drill Down Create Delete Lookup Select
File Record Status | Window  Forms | Inventory | Addresses Text Verify Help | MyMenu

Reserystion= GsStatus v CHECKED OUT
Guest Name Mclean, Christopher Euilding QL
Arrival 11/14/2016 11:58pm MONDAY Room Info QQ 267
Num Nights. 1 Rate GRPCORP Y AP
Departure 11/15/2016 11:58pm TUESDAY Rate Amt 198.00
Group Name BluPrarie Consulting MNeo.  ADULTS 1
Sharer Name Activities T Uncf
Travels With Other Chrg
Guest Type GROUP
Company Name PrasuthAmt
AR Name House Limit .00

Cur Balance
Guaranteed By Settle By CASH Cr. Avail
Send Confirm N Deposit Req
Post To Group B
Srce Of Bus GROUP CORP Services

Past Stays 1
Travel Agency Trace Msg Billing Text Checkin Text Unbooked Ttems
MNotes About Locator Transport Checkout Text Additional Sves
Client Text Hk/WO Sts. Thl Resrvin

METET(o
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