


1) Under Reservations select Calendar.

2) Select an empty cell on your Calendar with 
the desired room and date where you want 
to make a reservation. We recommend 
choosing the “Full reservation” option.



3) Fill in the guest’s information such as First 
and Last name, Email, Phone number, etc. 
Scroll down.

4) Here you can see and modify the check in and check 
out date and number of guests. On the right panel 
you can manage the price details. You can either use 
“Original Price” which will use the price set in the 
system or choose “Manual Total” to put a custom 
total price for the reservation. When you set up 
everything, click “Create reservation” on the top 
left.
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5) Your reservation is now created. 

6) And you can see it in your Calendar.
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