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Check In a Reservation 

1) Access In/Out Movements by clicking on the icon ‘ ’ in the horizontal bar 
or access ‘Reservation’ > ‘In/Out Movements’ in left panel. 

 

2) In the In/Out Movements screen, utilise the left panel to filter and locate the 
reservation. 

(Tip: Use the ‘Expected Arrivals’ filter as it shows reservations which have 
yet to check in) 

 

3) Locate the reservation required and select by clicking on the corresponding 
‘Res No’ (Eg. 3703) 
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4) The reservation screen appears automatically. Update the guest profile 
accordingly. If the RMS Smart Search locates an existing guest profile, 
double click on the profile to add the guest to the reservation. 

 

For sharing guests, access the ‘Guest’ tab and click ‘Add’. A new guest 
profile screen will be initiated. Input the ‘Last Name’ and ‘First Name’ and 
the RMS Smart Search would detect any existing profiles. Otherwise, fill in 
the guest details and click ‘Allocate/Next’ to add another sharer or 
‘Allocate/Exit’ if there is only one sharer. 

 

5) For clusters with passport scanner interfaces activated, scan the passport or 
document of the guest by clicking on each Guest Profile and click ‘Scan ID’. 

Double click to insert guest profile to the reservation 
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6) Proceed to input/check all compulsory fields. The compulsory fields are: 

Last Name First Name Arrival 

Departure Rate Type Room Type 

Market Segment Source Code  

7) Assign a room number. Under Room, use the dropdown list to view available 
rooms. Assign a room with ‘Clean’ status.  

 

8) Check the rate by referring to the ‘$Account’ box and refer to ‘Base Rate’ or 
‘Total Rate’. For more details on the rates, click ‘Total Rate’. 

 

9) To take a Pre-Authorization, flip ‘Pre Auth?’ to ‘Yes’ and input the amount 
pre-authorized under Pre Auth Amount. After which, select the validity of 
the pre-authorization in Pre Aut Expiry. 
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10) To save credit card details, click CC Token and input Credit Card details 
and click ‘Create Token’ to save. The credit card details are automatically 
saved in the Vault. 

(Note: Do not ask for the CCV code from guest. Enter ‘000’ in the field to save 
the token.) 

 

 

11) To check in the reservation, click ‘Check In’.  

 

12) The system prompts for the user to confirm the check in. Click ‘Yes’ and the 
reservation will be checked in.   

Split Rate 

13)  Should the guest requests to split the rental with other occupants, click on 
the Split Rate tab.  
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14)  Select either the Incidentals, Folio 3 or Folio 5 to apportion the charges. 
Double Click for the Split Rate function to appear. Input the percentage or 
amount that the secondary guest will be paying. The total percentage across 
folios must add up to 100%. Click ‘Save’ to save the reservation.  

Note: Ignore the Guest Name as it defaults to the primary guest. The 
name of guest can be amended via the Bill To or Folio screen. 

 

15)  Using the Bill To screen or the dropdown in the folio, amend the Bill To 
instruction to the secondary guest. This will ensure that the invoice reflects 
the secondary guest name. 

Bill To 

 

OR 

Folio Screen 
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Additional Key Information 

I. Data Protection Notice and Consent (GDPR compliant) 

II. Handling Credit Card Information 

I. Data Protection Notice and Consent (GDPR Compliant) 

The Data Protection Notice and Consent is incorporated into the registration card 
and the PMS.   

In PMS, the default setup automatically reflects Yes to record data (Data Privacy), 
Yes to decline marketing materials (Marketing Opt Out) and Yes to receive Guest 
Satisfaction Survey (GSS). (Figure 17) 

 

Figure 17 – System Default 

1. Should the guest Agree with the Data Protection Notice and Consent clause and 
would like to opt in for marketing materials, 

• Guest to indicate a ‘tick’ on the marketing materials clause check box and 
proceed to sign the registration card (Figure 18) 

 

Figure 18 – Yes to Marketing Materials 
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• Guest Service will need to flip Marketing Opt Out to a ‘No’ in guest profile 
before checking in the guest. (See Figure 19). This is to ensure guest will 
receive marketing updates and special promotions on ASR as well. 

 

Figure 19 – RMS Setting for Figure 18 

2. Should the guest Agree with the Data Protection Notice and Consent clause but 
would like to opt out for marketing materials, 

• Guest will leave the marketing materials clause unchecked before proceeding 
to sign the registration card. (Figure 20)  

• Guest service need not do anything as the system default is Yes to decline 
marketing materials (Marketing Opt Out). 

 

Figure 20 – No to Marketing Materials 

• Guest Service will proceed to check in the guest as per normal, no change 
required for the guest profile as default setting is applicable. 

3. Should the guest Disagree with the Data Protection Notice and Consent clause, 

• Guest Service will need to explain politely that guest will not be able to check 
in as stay information is required for the period that guest uses the services 
of the residence / hotel.  

• However, Guest Service may inform guest that a process of removal of guest 
data can be initiated upon departure. 

• Guest Service to update the preference in the PMS under the Guest Details 
column and flip the following fields Data Privacy to ‘No’, Marketing Opt Out to 
‘Yes’.  
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• Where possible, explain the rationale of the Guest Satisfaction Survey which 
seeks to gain feedback to improve product and services and is not considered 
marketing materials. However, if guest insist, flip GSS to ‘No’. 

• Upon departure, if guest insist to remove their data, initiate the Guest Data 
Removal process. Kindly inform guest that it may take up to 30 days for a full 
removal and meanwhile, they may continue to receive correspondence(s) 
regarding their stay. 

 

Figure 21 – PMS Setting for Guest Data Removal 

II. Handling Credit Card Information 

• Credit card details which have been pushed into the PMS either by 
guest via RMS interface or through booking interface, can be viewed 

under  icon in the Guest Details quadrant. The credit card details 
is automatically encrypted. 

 

 

• For arrived guests, to view detailed credit card, enter the Vault. The 
Vault can only be accessed by authorized personnel with a valid Vault 
password. The vault will allow users to view full credit card details. 
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• To avoid compromising customer data, all staff should avoid noting or 
storing credit card information outside of the PMS. Credit card details in 
the vault will be available throughout the reservation period and up to 7 
days after reservation departs. 

 
 

 


