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Video tutorial at 
www.protel-net.com 
 

What is it about? 

 

Using protel, one click at a time 

Getting to know protel Step by Step 

This tutorial introduces the room type plan, one of the main workspaces in 
protel, and mirrors the video tutorial that you can find on protel’s website. 

It is designed to help you find your way around and shows you how to use the 
room type plan to check availabilities and all categories at a glance, and make 
reservations quickly and easily. 

If you are new at protel, simply work through the tutorial click by click. 
Experienced users, too, may discover some new tips and tricks. Just give it a try! 

 

 

Checking the availability 

Reserving rooms 

 

Opening the Room Type Plan 

The fastest way to open the room type plan is by pressing the [F2] function key, 
or clicking the toolbar button [Room Type Plan]. 

The room type plan is essentially a table that contains information for an 
individually selected time period. At a glance, you can see how many rooms are 
available for each day and each room type. 

 

 

 

 

 

 

 

 

 

The Structure of the Room Type Plan 

Going from top to bottom, the basic structure of the room type plan consists 
of … 

 

  

 

Top time bar 

Event area 

Occupancy area 

Bottom time bar 

Room type area 
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BY THE WAY: Many protel users 
feel most comfortable using a 2x 
magnification. Just try for 
yourself! 

Adjusting the Display 

Before we get started: we can use the four buttons in the upper right hand corner 
of the room type plan to zoom the display.  

 
 

 
Selecting the time period 

 

 

 

 

Journeys to the future … 

 

 

 

 

 

… and to the past 

 

Top and bottom time bars 

Use the time bars to select the time period you need. When opened, the room 
type plan starts with today's date and the next several days. Today's date is easy 
to identify: it is always highlighted green. 

The first column in the table header tells you what time period is displayed. 

The current months are color-coded, as are the weekends. 

The month tabs are shown at the bottom edge of the window. By clicking on, say, 
the "September" tab, you can navigate far into the future. However, by clicking the 
"Today" tab you return to today's date just as quickly: 

 
Of course, you can also navigate "only" a few days or weeks ahead in time. Click 
on a particular date, and the program will display the time period beginning with 
this selected date. You can navigate just as easily back in time. Click the first entry 
to move the time bar back one day at a time. - Then, click the "Today" tab to 
return to today's view. 

 

 

 

Keeping track of specials 

 

The Event Area 

Now, take a quick look at the event area. Here, you can enter notes or 
information on events, trade shows, or marketing campaigns with limited-time-
only specials. 
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Availability at a glance 

The Room Types Area 

The middle of the room type plan shows you the number of available rooms in 
each individual room type for a given day: 

 
 

This greatly simplifies scheduling, especially in large hotels.  

 

 

 

 

 

 

 

Keeping track 

The Occupancy Area 

The occupancy area contains a real-time view of occupancy, filtered by various 
criteria. For example, the second row from the bottom shows the percentage 
occupancy in different colours. 

 
 

 

 

 
Check the Availability  

 

 

 
Determine the number of rooms 

 

 

 

 

 
Mouse-draw the reservation 

 

 

Making Reservations for Several Rooms 

Assume that a guest wants to reserve two standard rooms for himself and his son 
for three nights. 

First, check whether there are appropriate rooms available for the requested 
period of time. If that is the case you can begin the reservation process. 

Then increase the default value of "1" in the first column in the Standard room 
type. To do this, click on the field and then use the small arrows to enter the 
number that you want, in this case "2": 

 
 

Next, navigate your cursor to the denounced arrival date in the row of this room 
type, press the left mouse key and drag the mouse to the denounced departure 
date:  
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BY THE WAY: In order to delete 
the marking, simply click the 
button with the red cross in 
protel’s tool bar. 

 

Release the key, and protel shows the selected time period as a grey marking. 

Then, simply click [Enter].  

PLEASE NOTE: In order to follow this tutorial from start to finish, set today's date as the first day 
of your reservation. 

 

 

 

 
Entering the guest’s name 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Check the guest database 

 

 

 

 

 

 

 

Creating a new guest file 

 

Entering Data for Reservations  

Continue in the "Reservation" dialog shown here: 

 
 

This is where you enter the name of the guest you are reserving the rooms for. 

Once you exit the field, protel searches the guest database, tells you that no 
record was found for this guest and asks, if a new guest profile  should be created: 

 
 
Click [Yes] to have protel set up a new guest profile. The new profile is then 
displayed so you can complete it. 
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Ensure the correct salutation 

 

 

 

 

 

 

 

 

 

BY THE WAY: You can edit the 
guest profile at any time 

 

 

 

 

 

 

 

 

Creating New Guest Profile and Entering Guest Data 

The “Guest – New: …” dialog – commonly called “guest file” - provides several 
tabs where you can enter all the information you need about the new guest: 

 
 

On the "Address" tab (dialog opens here) the guest's last name was already 
transferred in the "Last name" field. - At this point, you could already finish this 
new guest profile by clicking [OK] and could then proceed to the reservation.  

However, you want to at least enter the guest's first name. 

Also select the correct form of address that will be used in all future 
correspondence such as invoices: 

Click the button with the three dots behind the input field “Salut” to open 
the“Select Salutation” dialog. Choose a salutation by double-clicking one of the 
items as shown below: 
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protel will transfer your selection to the guest file. 

So that's enough for now. After all, you can always complete and modify the guest 
profile at some point in the future. 

Click [OK] to return to the Reservation dialog. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Collecting statistics 

 

 

 

BY THE WAY: You can determine 
yourself in the .ini file which 
fields in the Reservation dialog 
are mandatory.  

 

Entering Reservation Details 

Your reservation data is shown in the central portion of the 
window:

 
 

Now, you can enter details on your reservation in the lower portion of the 
window, such as details on the market and the source (open the pull-down menu 
and select one of the options displayed): 

 
 

That should be enough for now: click [OK] to confirm the reservation. 

So, you have now made a reservation for your guest. You will do the actual room 
allocation when he checks in. 
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Who’s arriving today? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Which rooms are suitable? 

 

 

 

 

 

 

 

 

 

Check-In and Allocating Rooms  

Let's assume that today is the day! Your Guest has arrived with his son, and both 
would like to check into their rooms. 

To assign the guests their rooms, you first click the "Check-in" button ][CI] in the 
protel toolbar to open today's arrival list: 

 
 

This list also contains your guest's reservation for the two rooms! Double-click 
the entry to open the Room Allocation dialog: 
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Your reservation is on the left while all the rooms that are still available during 
the reserved time period are on the right. 

Of course, you only want to allocate rooms that have already been checked. 
After all, your guests are waiting and want to go up to their rooms immediately. 
That's why you click the table header once to sort the rooms by status and then 
select two checked rooms by holding down the Control key and then clicking 
two rooms. 

 
 

If you click [OK] now, the system assigns the rooms, the window closes and you 
return to today's arrival list, which no longer contains your guest's reservation. 

To close this dialog, simply click [OK]. 

Our guests have now checked in, and, while they are having a hopefully pleasant 
stay at our hotel, we have a lot of other things to do in the Front Office. 

 

 

 

For more tutorials, go to 
www.protel-net.com 

 

 

Comments welcome! 

Partings and Reunions 

We hope this tutorial helped you to get to know protel in a practical way. On 
our website you’ll find more interesting instructions for the beginner and the 
advanced user. 

Join us in one of the other tutorials to learn how to make a group reservation in 
protel, among many other things. 

We look forward to receiving your comments. Fee free to send any praise and 
criticism to documentation@protel-net.com. 
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