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Bienvenido al panel de control de . En este tutorial, te mostramos como gestionar tus
reservas.
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! Reservations Have a walk-in customer? Received a reservation request over phone [ ernail? Don't forget to add it to your
reservation book!
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Cuando se selecciona el menu , vera una descripcién general de sus reservas.
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B Reservations Have a walk-in customer? Received a reservation request over phone [ email? Don't forget to add it to your
reservation book!
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Para agregar una reserva manualmente, haga clic en
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B Reservations Have a walk-in customer? Received a reservation request over phone [ email? Don't forget to add it to your
reservation book!
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Se abrird una nueva ventana donde podras ingresar la
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Have a walk-in customer? Received a reservation request over phone / email? Don't forget to add it to your reservation book!
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) Luego, complete la informacion del huésped . |Nota: Nombre'o'apellido (uno delos dos es obligatorio):
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Have a walk-in customer? Received a reservation request over phone / email? Don't forget to add it to your reservation book!
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Si hay notas para la reserva, puede dejarlas en "Notas de la reserva". Utilice el
correspondiente para introducir la informacion.
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Have a walk-in customer? Received a reservation request over phone / email? Don't forget to add it to your reservation book!
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¢Hay informacion adicional sobre el huésped? Indiquela en la seccion "Informacion interna del
huésped” en los correspondientes .
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Una vez ingresados todos los datos, haga clic en para agregar la reserva.
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Luego volveras a la descripcidon general donde podras ver la reserva agregada.
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B Reservations Have a walk-in customer? Received a reservation request over phone [ email? Don't forget to add it to your
reservation book!
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Utilizando el puedes cancelar una reserva o marcarla como llegada.
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B Reservations Have a walk-in customer? Received a reservation request over phone [ email? Don't forget to add it to your
reservation book!
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Para agregar un cliente sin cita previa, haga clic en :
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B Reservations Have a walk-in customer? Received a reservation request over phone [ email? Don't forget to add it to your
reservation book!
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Se abrird una nueva ventana donde podras ingresar la
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Have a walk-in customer? Received a reservation request over phone / email? Don't forget to add it to your reservation book!
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Si hay notas para la reserva, puede dejarlas en "Notas de la reserva". Utilice el
correspondiente para introducir la informacion.
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Si hay informacion adicional sobre el huésped, déjela en Informacion interna del huésped en el
correspondiente .
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Una vez ingresada toda la informacion, haga clic en para agregar la visita sin cita previa.
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Dado que una reserva sin cita previa no es una reserva proxima, debe filtrar sus reservas de forma
diferente. Para ello, utilice las proporcionadas .
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Segun su seleccion, vera sus reservas filtradas. Al hacer clic en una , podra ver mas
informacion y ajustarla.
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Si una mesa esta terminada, puedes finalizar esa reserva especifica haciendo clic en
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Para una proxima reserva, puede marcarla como llegada o no presentada. Simplemente haga clic en el
correspondiente .
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¢Quieres gestionar o revisar reservas de diferentes fechas? Usa el navega por las fechas
con las :
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Listo. Has completado el tutorial y ahora sabes cédmo gestionar tus reservas.
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