
Occupant Charges – Changing Occupants

Occupant Setup has an option to set the Default (Base Price) Occupant.
This setting enables the Included Occupants count in the Unit Type setup to be made up of a
combination of Occupant Types i.e. Unit Type Base Rate includes 2 people: this may be either
1 Adult and 1 Child or 2 Adults.
When an Occupant Change occurs on a confirmed reservation, Occupant Charges need to be
specified.

1 Occupancy Changes to a Reservation

With the Default (Base Price) Occupancy flag enabled, any changes to the number of Occupants on a 
submitted reservation will result in the Occupant Charges box to appear. This Occupant Charge box 
allows you to determine the required charges/adjustments to each Occupant Type.

2 Adding an Occupant

After indicating the extra occupant, the Occupant Charge box will display.
- If NO additional occupancy charges are to be added to the reservation balance:
Click Cancel within the Occupant Charge box and press Submit to finalise the change.
The occupancy count will be updated; No extra occupant charges will be posted.

- If additional occupancy charges ARE to be added: 
Using the # of Occupants drop down, select the number of extra occupants to be added and press 
Submit to finalise. 
The occupancy count will be updated; Extra occupant charges will be posted.
NOTE: Ensure that you review the Rez Details Till Tape (on the left) of the Guest Folio prior to pressing 
Submit.

3 Removing an Occupant

After removing the occupant from the reservation, the Occupant Charge box will display.
- If NO occupant charges are to be reversed off the reservation balance:
Click Cancel within the Occupant Charge box and press Submit to finalise the change.
The occupant is removed from the reservation and NO charges are deducted from the balance.

- If charges ARE to be deducted from the reservation balance:
Tick the Reverse flag next to the Occupant Type to be removed. Indicate the number of occupants, that 
are being removed, from the # of Occupants drop down.
The occupant is removed from the reservation and the charges ARE deducted from the balance.
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