


1)Under Reservations open Calendar.

2) Start creating a full reservation.



3) Fill out the guest information for the 
initially chosen room and click on Create 
Group button.

4) From this screen you can simply click on 
the right side to add additional available 
rooms to this reservation. Clicking multiple 
times will select that many rooms.



5) Choose the default guests per room and 
the desired room and finalize by clicking 
on Create Group button.

6) When you are back to your main 
reservation screen, you can scroll down 
and see every room you just added to this 
reservation. You can now add or edit 
information for each room as necessary. To 
complete the reservation, click on Create 
New Reservation button.



7) Here you can see how your group 
reservation looks like on your Calendar.

8) If you want to handle how the guest 
account/payment is managed for your 
group reservation, go to the reservation 
screen and click the guest account 
button.



9) Under Folio you can scroll through the ac-
counts of each room while the default 01-1 
folio represents the “master account” for 
the whole group. In case you want to 
manage the account as a whole you can 
leave it as it is.

10) If you want each room to have their own 
room charge, click the Room Charge 
button and select Create Room Charges 
for all Group Members.



11) Now you will see that balance is 
transferred to other rooms folios, and main 
folio balance is 0.

13) And other room folios are assigned to their 
own Room Charge.


