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How to Manage
Hotel Reservations
for your Group

Hectic schedules and revolving resources can make it hard to get your group’s
hotel details set for any event. onPeak’s group tools make this process easy!
Now that your group has been booked at an official event hotel, you have access
to manage your group’s room block online using onPeak’s Compass Reservation
System® Group Tools.

Which tool is right for my Group?

onPeak’s group tools are specifically designed to function interchangeably to efficiently
manage groups of all sizes. Any changes made to your reservations will reflect across
all our Group Tools, allowing you to utilize the tool that best fits your needs.

Group Roster

Do you live and breathe Excel spreadsheets? Maybe you already have a
working list of your group member’s reservation information? Simply log in
to your reservation and download the Group Roster file. You can paste your
group member’s information into the provided spreadsheet, then save and
upload the file. Your group’s reservation information will update immediately.
This tool is optimal for for large groups or group managers updating names,
credit cards and reservation preferences.

» Tip: You can download the Group Roster as soon as you receive your
group confirmation and can use it as a template.
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Compass Demo Show If your group members are able to enter their own hotel reservations, the
June 1-5, | Orange County Convention Center | Orlande, FL . . .

Group RSVP allows you to share a custom link with them - you simply
Welcome to the onPeak Test Group hotel assignments for the Compass Demo Show send the RSVP link and your members complete their own information.
Please use the following pages to submit your dates of stay, special requests and You will still have full control over the group and can modify your

personal infermation - including payment.

members’ reservations, as needed.

IF you have any questions - please contact your group manager for assistance.

“ » Tip: Talk to onPeak about how this tool may be right for your group.

Group Manage e —

Anytime you want to see an overview Room Assignments o B
, . X onPeak Test Group
Of yOUr grOUp S reservat|0ﬂ deta”S or You must 25sign names to 3 rooms by Wed May 25 or risk losing them. Confirm Roster

make quick changes, you can log in to
your room block and access the Group
Manage page. This page shows you all — PRI e . BRI LB —

assigned and unassigned hotel rooms

STAYBRIDGE SUITES

Two Bedroom Suite (King/2 Doubles)

allotted to your group. You can add CLEVE AND MATEIELD 5 rooms

details to unassigned rooms and make ' Manage Rooms

changes to assigned rooms. Because - e —

each hotel room is updated separately, Room Type Check-in Check-Out
GI’OUD Manage is perfect for managing 2 Bed Suite 1 King and 2 Doubles... v || Sun Jul17,2016 v | Thy, Jul21, 2016 v

5 Rooms Reserved

smaller groups or making quick edits - -
. . . . 21.7 Milles to event mign me
to select individuals in larger groups. View Hotel Polkies

» Tip: Searching by name comes in
handy here.

Jane Smith jane@onpeak.com

More Information

Watch our brief Group Tools video:
onpeak.com/groupManagementTools
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