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1 Typical Booking Lifecycle A
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1. Search 
Information

2. Create 
Booking

3. Change 
Booking

4. Check-In
5. Manage

Account

6. Check-
Out

7. Daily 
Reports



Operations

WinSaaS @Copyright 2017

1. Search Information

• Simulate & Preview Rates | Search Bookings | Calendar

2. Create Booking

• Create Simple Booking | Create Booking with Different Rates per Night

• Create Booking using the Booking Simulator (Best for direct telephone bookings) |  Create Group Bookings using the Booking 
Simulator

• Send Voucher | Send Confirmation Email

3. Change Booking

• Update Dates | Daily Prices | Room Rate| Room | Guest Name | Email | Nationality | Fiscal Data | Credit Card Data

• Change Payer | Change Account associated with Booking

• Tentative Booking | Confirm Booking | Cancel Booking

4. Check In

• Inform Foreign Affairs - SEF (Portugal Only – Per Booking)

•Inform Statistic Institute (Portugal Only - Monthly) 

5. Manage Account (POS - Point of Sale)

• Guest Folio - Add Products & Services (P&S) | Cancel P&S | Add Payment | Cancel Payment

• Guest Folio - Issue Invoice  | Receipt | Credit Note  (For more help check the Accounting Docs Quick Guide)

• Change Fiscal Information – Before and After Issuing Documents

• Manage Internal Accounts (Commissions & others)

6. Check Out

7. Daily Reports

•Ins & Outs | Booking List | House Cleaning | Audit Accounts | Breakfast Stats 
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1. Search Information

4

Simulate & Preview Prices \ Availability



1.a)
Simulate & Preview Prices \ Availability
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Telephone 
Booking

Walk-In
Booking

In a Walk-In or telephone call scenario use 
the simulator to give availability and pricing 

information to the customer.
Navigate to the “Simulator” page.

STEP
1

Customer wants 
information about 

availability and 
prices

Search Information
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Open the agent combo box and select the 
agent  you want to use. Normally the 

customers already are informed of the hotel 
prices using external sites such as 

Booking.com.

By selecting a specific agent the system will 
show the rates \ prices associated with the 

selected agent.

STEP
2

1.a)
Simulate & Preview Prices \ Availability

Search Information
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STEP
3

STEP
4

STEP
5

Select the check-
in date

Select the check-
out date Click Search to 

update the list

STEP
6

STEP
7

Room is available. Check 
the rates per day

Check the total

1.a)
Simulate & Preview Prices \ Availability

Search Information
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STEP
8

Select different 
dates STEP

9

Click search

“Not Available” means 
that there is no 

inventory available for 
this specific room type 

“SUPERIOR ROOM 
WITH BALCONY”

Open the number 
of rooms combo 
box to check the 

inventory availableSTEP
10

STEP
11

1.a)
Simulate & Preview Prices \ Availability

Search Information
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1. Search Information

9

Search Bookings
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Telephone 
Booking

Walk-In
Booking

Customer wants to 
confirm their 

booking

STEP
1

STEP
2

Navigate to 
“Bookings”

Click in the 
“Search” panel

1.b)
Search Bookings

Search Information
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STEP
3

STEP
4

STEP
5

STEP
6

Filter by a specific field. In this 
example by guest name

Click “Search” 
button

The grid list will refresh according to the filter 
criteria. Select a specific guest by clicking in the row The guest booking data 

will load

1.b)
Search Bookings

Search Information
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1. Search Information

12

Search Bookings using the Calendar
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Telephone 
Booking

Walk-In
Booking

Customer wants to 
confirm their 

booking

STEP
1 Navigate to 

“Calendar”

STEP
2

Select Check-
In Date

1.c)
Search Bookings using the Calendar

Search Information
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Booking #1

Booking #2

Booking #3

Booking #4

There are 4 
bookings arriving 

at 10 of April

Hover with the mouse and a info 
box will show information about 

the reservation

STEP
3

Reservation info box. 

1.c)
Search Bookings using the Calendar

Search Information
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Room 
number

Account\Folio balance. Total 
Account.

Average day rate x number of 
nights = Total Room Total Room

Nº Adults + Nº 
Children Type 

A + Nº 
ChildrenType B

Booking dates. 
Check-In and 

Check-Out

Guest 
Name

Reminder

Booking 
State

Rate

Agent

Info control 
and voucher 

ID

Booking Age 
in Days

Room Type

Booking 
System IDBooking Flags. In this example 

the “Confirmation” flag is 
enabled

1.c)
Search Bookings using the Calendar

Search Information
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1.c)
Search Bookings using the Calendar

Search Information

STEP
4

Click in the booking to 
open the reservation 

popup window
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1.c)
Search Bookings using the Calendar

Search Information

STEP
5

Booking Details
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2. Create Reservation

18

Create a Simple Booking
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2.a)
Create a Simple Booking

Create Booking

STEP
1

Select the agent

STEP
2
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2.a)
Create a Simple Booking

Create Booking

Select the check-in 
and check-out dates

STEP
3

STEP
4

Change the rate

STEP
5

Select the rate

STEP
6

Select the room
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2.a)
Create a Simple Booking

Create Booking

STEP
7

Fill customer data

Fill number of 
adults and 

children

STEP
8

Fill the comments 
and reminders

STEP
9

Click “NEW” to 
create a new 

booking
STEP

10
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2.a)
Create a Simple Booking

Create Booking

Confirm the new 
booking

STEP
11
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2.a)
Create a Simple Booking

Create Booking

Check if the booking was 
successfully created

STEP
12

Verify that the new 
booking is created STEP

15

STEP
13

The booking state is 
new RESERVED

STEP
14

Verify the guest account. 
The system created an 
account entry for each 

night
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2.a)
Create a Simple Booking

Create Booking

Navigate to 
“Calendar” page

STEP
16

STEP
17

STEP
18

STEP
19

Select the 
check-in date

Hover above the 
new booking

Check the new 
booking info panel
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2. Create Reservation

25

Create Booking using the Calendar
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2.b)
Create Booking using the Calendar

Create Reservation

Navigate to 
“Calendar” page

STEP
1

STEP
2

STEP
3

Click cell to select the 
Room and the Check-In 

date

Click cell to select the 
Check-Out date

STEP
4

Click “+” button to create a new 
booking

Room
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2.b)
Create Booking using the Calendar

Create Reservation

STEP
5

Verify selected 
dates

STEP
6

Verify selected 
room
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2.b)
Create Booking using the Calendar

Create Reservation

STEP
8

STEP
9

STEP
10

STEP
11

STEP
12

STEP
13

STEP
14

STEP
15

Select agent

Select room 
rate

Select room 
rate

Select average 
daily rate

Select room

Fill guest data

Fill number of 
adults and 

children

Fill comments 
and reminders

STEP
16

Click the “New” 
button to create 

the booking
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2.b)
Create Booking using the Calendar

Create Reservation

STEP
17

Message Area: The 
reservation was 

successfully created

STEP
18

STEP
19

STEP
20

The booking is in 
RESERVED state

A new account\folio 
is created with the 

booking. 

A new account\folio 
is created with the 

booking. 
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2. Create Reservation

30

Create Booking with Different Rates per 
Night
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2.b)
Create Booking with Different Rates per Night

Create Booking

Navigate to 
“Calendar” page

STEP
1

STEP
2

STEP
3

Click cell to select 
the Check-In date

Click cell to select the 
Check-Out date

STEP
4

Click button to create a new 
booking with rate details
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2.b)
Create Booking with Different Rates per Night

Create Booking

STEP
5

The check in and out dates are 
already filled with the calendar 

pre selected dates

The room is already filled with 
the calendar pre selected room

STEP
6

Select the agent

STEP
7
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2.b)
Create Booking with Different Rates per Night

Create Booking

Select the 
“ROOM RATE”

STEP
8

STEP
9

After selecting the 
“ROOM RATE” the 
night day rates will 

be shown and 
available for editing 

Daily Rates

STEP
10

Fill customer 
data
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2.b)
Create Booking with Different Rates per Night

Create Booking

STEP
10

If you need to apply a discount to 
the rates you can use the 

“DISCOUNT” feature by checking 
the “DISCOUNT %”

STEP
11

Apply a 5% discount to 
all daily rates

This line shows the 
original rates

This line shows the 
new rates

This line shows the 
discount %. You can 

apply different 
discounts to each day
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2.b)
Create Booking with Different Rates per Night

Create Booking

STEP
12

STEP
13

STEP
14

STEP
15

Apply a 10% discount to 
the 11 April night rate

Overwrite to 25 EUR the 
12 April night rate

Verify the 
total

Click the “Save” button 
to create a new 

booking with rate 
details
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2.b)
Create Booking with Different Rates per Night

Create Booking

Check the average 
rate for the new 

booking

STEP
16

Click to edit the 
daily rate details

Click to edit the 
daily rate details

STEP
17

The booking is 
created
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2.b)
Create Booking with Different Rates per Night

Create Booking

Check the booking 
daily rates

STEP
18
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2. Create Reservation
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Create Booking using Booking Simulator
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2.c)
Create Booking using Booking Simulator

Create Booking

Navigate to the 
“Simulator” 

page

STEP
1 STEP

2

Select the agent

STEP
3

Select the 
check-in and 

check-out dates

STEP
4

Click “Search” 
to refresh the 

room list below

Daily rates

Room Type

Room Rate

Max. Occupancy 
(Number of Persons)

STEP
5

Select the number 
of rooms to book. 
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2.c)
Create Booking using Booking Simulator

Create Booking

Click “BOOK NOW” 
to proceed with the 

booking

STEP
6
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2.c)
Create Booking using Booking Simulator

Create Booking

STEP
11

Click “MAKE RESERVATION” 
to proceed with the 

booking

Payment by Credit Card 
(Only Collect)

Payment by Bank Transfer 
(Sending Instructions)

Payment by Paypal
(Paypal Payment)

Confirm the total 
value

STEP
7

STEP
8

STEP
9

STEP
10

Fill guest data

Fill guest data

Select payment 
method

Fill payment data
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2.c)
Create Booking using Booking Simulator

Create Booking

Navigate to the 
“Bookings” page

STEP
7

Verify the new 
reservation created 
using the simulator

STEP
12
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2. Create Reservation
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Create Group Bookings using the Simulator
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2.d)
Create Group Bookings using the Simulator

Create Booking

In this example we will select the booking of 8 rooms.

IMPORTANT NOTE: You need to set the agent inventory 
according to the available rooms. In this example we set the 

10 and 11 of April  of the WEBSITE agent with an inventory of 
8 available rooms for both days. Check the Rates & Inventory 

Quick Guide and Videos for more information.

STEP
5

Navigate to the 
“Simulator” 

page

STEP
1 STEP

2

Select the agent

STEP
3

Select the 
check-in and 

check-out dates

STEP
4

Click “Search” 
to refresh the 

room list below
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2.d)
Create Group Bookings using the Simulator

Create Booking

Click “BOOK NOW” 
to proceed with the 

booking STEP
6

8 rooms selected
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2.d)
Create Group Bookings using the Simulator

Create Booking

Number of nights 
and number of 

rooms

STEP
7

Description of each 
room

STEP
8

STEP
9

STEP
10

Fill guest 
data

Select 
payment 
method

Fill 
payment 

data

Click “MAKE 
RESERVATION” to create 

the bookings
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2.d)
Create Group Bookings using the Simulator

Create Booking

Verify the 
8 bookings 

created

Check that the system 
created only 1 account 
folio for the 8 bookings

Navigate to the 
“Simulator” 

page

STEP
11

STEP
12

STEP
13
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2.d)
Create Group Bookings using the Simulator

Create Booking

STEP
15

Verify the 8 
bookings 
created

Navigate to the 
“Calendar” page

STEP
14

Booking #1

Booking #2

Booking #3

Booking #4

Booking #5

Booking #6

Booking #7

Booking #8
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2.d)
Create Group Bookings using the Simulator

Create Booking

Navigate to the “Point 
of Sale” page

STEP
16

STEP
17

Select the 
group 

account
STEP

18

The night charges for all 8 
rooms and 2 nights each
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2. Create Reservation

50

Send Voucher
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2.e)
Send Voucher

Create Booking

Navigate to the 
“Bookings” page

STEP
1

STEP
2

Select the 
booking

STEP
3

Click in the 
“Voucher” 

button
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2.e)
Send Voucher

Create Booking

STEP
4

Verify the email

STEP
5

STEP
6

STEP
7

Verify the subject

Verify the body

Click the “Create 
Voucher and Send 

Email” button
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2.e)
Send Voucher

Create Booking

STEP
8

Verify the voucher



WinSaaS @Copyright 201754

2.e)
Send Voucher

Create Booking

STEP
9

Verify the email
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2.e)
Send Voucher

Create Booking

STEP
10

Select the 
voucher tab

Voucher sent 
to the guest

Select the 
booking
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2. Create Reservation

56

Send Email
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2.f)
Send Email

Create Booking

Navigate to 
the “Booking” 

page
Select the 
booking

STEP
1 STEP

2

STEP
3

Select “Send 
Email” tab

STEP
4

Select an email template (if 
customized)
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2.f)
Send Email

Create Booking

STEP
5

Verify email

STEP
6

Click “Send 
email” to send 

email

STEP
7

Verify email 
subject
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2.f)
Send Email

Create Booking

STEP
8

Verify the email
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2.f)
Send Email

Create Booking

STEP
9

Select the 
“Roomstay” tab

STEP
10

Click the “Events” 
button to view the 

emails sent



WinSaaS @Copyright 201761

2.f)
Send Email

Create Booking

STEP
11

Select the event 
line

STEP
12

Verify the email 
sent to the guest
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3. Update Reservation

62

Change Dates
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3.a)
Change Dates

Update Reservation

STEP
1

Navigate to the 
“Bookings” page

STEP
3

STEP
2

Select booking to 
change

Change check-in 
date from 10 April 

to 8 of April

STEP
4

Click “Update” to 
save the changes

The account has 3 
night charges (from 10 

to 13 of April). With 
the change the account 
will have 2 more night 

charge entries.
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3.a)
Change Dates

Update Reservation

STEP
4Dates are changed

2 more nights 
were added to the 

guest account

9 April

8 April
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3. Update Reservation
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Change Daily Rates
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3.b)
Change Daily Prices

Update Reservation

STEP
1

Change the 
average daily rate

This change will make 
all nights with a 34 

eur rate

STEP
2

Click “Update” to 
save changes
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3.b)
Change Daily Prices

Update Reservation

STEP
4

The change update all 
nights to 34 eur

STEP
3

The total is now 34 eur x 
5 nights = 170 eur
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3.b)
Change Daily Prices

Update Reservation

STEP
5

Click the “Change Rate 
Detail” button to change 

the rates by day
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3.b)
Change Daily Prices

Update Reservation

STEP
6

Change the daily rates

STEP
7

Click the “Save” button 
to update the changes to 

the database
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3.b)
Change Daily Prices

Update Reservation

STEP
9

Check that each night 
has a now a different 

rate

STEP
8

The total has now 
changed to 185 eur

The average daily rate is 
now 37 eur

STEP
10
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3. Update Reservation

71

Change Room Rate
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3.c)
Change Room Rate

Update Reservation

STEP
1

Change the room rate from 
“STD.STANDARD” to 
“SUP.NO_REFUND”

STEP
2

The room rate change will 
not update the guest 

account entries. If you 
need to update the values 

then check the “change 
daily rates” chapter

STEP
3

Click the “Update” 
button to save the 

changes
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3.c)
Change Room Rate

Update Reservation

STEP
3

STEP
4

The room rate was 
changed

The daily rates were not 
changed.
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3. Update Reservation
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Change Room
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3.d)
Change Room

Update Reservation

STEP
1

Change the room. The list will show the available rooms for 
the selected check in and out dates. They will be shown by 

decreasing score order. 

The score is a value given by the system that gives a higher 
score to the rooms that cause less defragmentation in the 

calendar. For example: a room that has a check-out booking 
in the same day as the selected check-in booking has a 

higher score than a room  that is standalone.

STEP
2

The account entries will 
be changed to consider 

the new room.
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3.d)
Change Room

Update Reservation

STEP
3

The account entries 
reflect the room change

The room is changed
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3.d)
Change Room

Update Reservation

Navigate to the 
“Calendar” page STEP

1

STEP
2

Drag and Drop the 
booking

D
R

A
G

 &
 D

R
O

P
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3.d)
Change Room

Update Reservation

D
R

A
G

 &
 D

R
O

PSTEP
3

Drag the booking
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3.d)
Change Room

Update Reservation

D
R

A
G

 &
 D

R
O

P

STEP
4

Drop the booking



WinSaaS @Copyright 2017

3. Update Reservation

80

Change Guest Name
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3.f)
Change Guest Name

Update Reservation

Navigate to the 
“Calendar” page STEP

1

STEP
2

Click in the booking to 
edit

STEP
3

Click in the guest edit 
data button
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3.f)
Change Guest Name

Update Reservation

STEP
4

Change the first and 
last name

STEP
5

Click “update guest” to 
save changes

Close the guest data 
window

STEP
6
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3.f)
Change Guest Name

Update Reservation

STEP
7

Verify the new name
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Change Email & Nationality
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3.g)
Change Email & Nationality

Update Reservation

STEP
1

STEP
2

STEP
3

Change the email

Change the nationality

Click “Update” to save 
changes
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3.g)
Change Email & Nationality

Update Reservation

Email and nationality 
changed

STEP
4
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3. Update Reservation
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Change Fiscal Data
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3.h)
Change Fiscal Data

Update Reservation

Click in the “Guest” 
data button

STEP
1
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3.h)
Change Fiscal Data

Update Reservation

Fill the guest fiscal 
number

STEP
2

STEP
3

Select the “FISCAL” 
tab
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3.h)
Change Fiscal Data

Update Reservation

STEP
4

Fill the guest fiscal 
data fields

Click “Update Guest” to 
save the guest data

STEP
5
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Update \ View Credit Card Data
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3.i)
Update \ View Credit Card Data

Update Reservation

Click in the “Credit 
Card” data button

STEP
1
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3.i)
Update \ View Credit Card Data

Update Reservation

Fill the credit 
card data

STEP
2

STEP
3 Click the “Update” 

button to save data

STEP
4

Refresh window to 
reload the credit card 

data
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3.i)
Update \ View Credit Card Data

Update Reservation

To view the data you 
need to fill the CC 
access password

STEP
5

STEP
6



WinSaaS @Copyright 201795

3.i)
Update \ View Credit Card Data

Update Reservation

Fill the CC access password. 
This password is set in 

property page (check next 
page)

STEP
7

STEP
8

Click the “Select” button to 
view the CC data using the CC 

access password
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3.i)
Update \ View Credit Card Data

Update Reservation

STEP
10

The CC access password is set 
here

STEP
9

To set the CC password navigate to the property 
settings page.

IMPORTANT NOTE: This must be done before 
updating any CC data. After you set or change 
the CC password you cannot view credit card 

data saved with empty password or old 
passwords

STEP
11

Click “update” to save the 
new cc password
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3. Update Reservation
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Change Payer associated with Booking 
Account
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3.j)
Change Payer associated with Booking Account

Update Reservation

STEP
1

Click “Change Payer”  to change the Payer 
associated with the account (that is 

linked with this booking)
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3.j)
Change Payer associated with Booking Account

Update Reservation

STEP
2

Search for 
payers entities

STEP
3

Select the 
payer entity

STEP
4

Verify that the payer is 
correctly selected

STEP
5

Click the “SELECT” 
button to select the 

payer
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3.j)
Change Payer associated with Booking Account

Update Reservation

STEP
6

Verify that the payer has 
changed.

IMPORTANT NOTE: You 
need to save to make the 

changes permanently

STEP
7

Click in the “UPDATE” 
button to save the changes
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3. Update Reservation
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Change Account Associated with Booking
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3.l)
Change Account Associated with Booking

Update Reservation

STEP
1

Click “Change Account”  to change the 
Account (that is linked with this booking)
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3.l)
Change Account Associated with Booking

Update Reservation

STEP
2 Fill the filter data

STEP
3

STEP
4

STEP
5

STEP
6

Click “Search” to refresh the list

Select the account to 
associate

Confirm the selected 
account

Click “SELECT” to select 
the account
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3.l)
Change Account Associated with Booking

Update Reservation

STEP
7

Verify the account 
change

STEP
8

Click “UPDATE” to save the 
account change to the database
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Change to TENTATIVE \ CONFIRM Booking
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3.m)
Change to TENTATIVE \ CONFIRM Booking

Update Reservation

STEP
1

Click in the booking

STEP
2

The booking is in 
RESERVED state

STEP
3

Click the “TENTATIVE” 
button to change the 

reservation state
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3.m)
Change to TENTATIVE \ CONFIRM Booking

Update Reservation

STEP
4

Verify the booking change 
state from “RESERVED” to 

“TENTATIVE”



WinSaaS @Copyright 2017108

3.m)
Change to TENTATIVE \ CONFIRM Booking

Update Reservation

STEP
5

Check that the TENTATIVE 
booking has a different 

color

STEP
6

You can set different 
colors by navigating to 
the “SET COLORS” page
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3.m)
Change to TENTATIVE \ CONFIRM Booking

Update Reservation

STEP
7

Change from TENTATIVE to CONFIRM 
booking by clicking in the “CONFIRM” 

button

STEP
8

Confirm reservation 
state change
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3.m)
Change to TENTATIVE \ CONFIRM Booking

Update Reservation

STEP
9

Booking is now 
confirmed
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Checking in a booking
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4.a)
Checking in a booking

Check-In

STEP
1

Click in the booking

STEP
2Click in the “Check-In” 

button to proceed with 
the guest check in
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4.b)
Checking in a booking

Check-In

STEP
3Click in the “Confirm” 

button to confirm the 
check in
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4.c)
Checking in a booking

Check-In

STEP
4

Check in confirmed

STEP
5

Click the “X” button 
to exit
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4.d)
Checking in a booking

Check-In

STEP
6

Verify that the booking 
color changed because it’s 
in the check in state. The 
colors can be changed in 
the “SET COLORS” page.

STEP
7

The booking is 
now in CHECK-

IN state
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Inform Foreign Affairs – SEF (Portugal Only)
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4.l)
Inform Foreign Affairs – SEF (Portugal Only)

Check-In

STEP
1

Click in the booking

STEP
2

Verify if the guest data is correct before 
continuing to inform foreign affairs.  

For example: Replace any UNKNOWN 
nationality with the correct one

STEP
3

Click the “Inform Foreign 
Affairs” (aka SEF) button
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4.m)
Inform Foreign Affairs – SEF (Portugal Only)

Check-In

IMPORTANT 
NOTE: All YELLOW 

fields are 
mandatory and 

must be correctly 
filled.

STEP
4

If you have done any 
changes to the data click in 

the “UPDATE” button to 
save the changes before 

sending to the SEF

STEP
5
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4.n)
Inform Foreign Affairs – SEF (Portugal Only)

Check-In

After all guest data is corrected and updated in 
the database then click in the “SUBMIT TO 
SEF” button to send the information to the 

foreign affairs

STEP
6
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Inform Statistics Institute (Portugal Only)
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4.o)
Inform Statistics Institute (Portugal Only)

Check-In

Navigate to the 
“GUEST STATISTICS” 

page

STEP
1

Select the “GUEST 
NATIONALITIES 

(DETAILED)” report

STEP
2
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4.p)
Inform Statistics Institute (Portugal Only)

Check-In

Select the 
“GUEST 

NATIONALITIES 
(DETAILED)” 

report

STEP
2


