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Degree : Bachelor of Arts
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Abstract

Reservation agents are responsible for reservations from customers. Therefore, it is necessary to
provide excellent service, as it will affect the customer's decision to choose our hotel and decide to make a

reservation and to use other services of the hotel.

Therefore, in order to impress customers with our hotel services, the organizer had created a guide for
Updating Booking Handbook for Updating Booking (TARS) as well as information on the benefits of Accor
Plus Members. The information was gathered from staff at the reservation department who were responsible
for TARS (The Accor Hotels Reservation System), and the collection of the data through observation, notes

and work in the real situation.

For making a handbook to achieve the required quality of work, the staff would not be confused and
can start to work correctly and quickly. When job information are transferred, they reduce complex work
procedures, and reduce errors from non-system operation. Beyond this, the organizer sees that the next study

should have more detailed flow charts.

Key word: Booking, Handbook, Accor Plus Member
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Send email to confirm booking for Accor member
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GRURGHY ®  Check deposit

®  Booking (RESA)Filing booking

®  Update booking (HANA)

®  Booking group (HANA)

®  Send email to confirm booking for Accor member

®  Confirm check-in from Expedia Agoda Booking etc.
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fjﬁ’t) NTUMIONAN Booking Handbook for Updating booking (TARS) UAa

—

NOVOTEL

RANGIKOK
SUVARNMABHUMIAIRBORT HOTEL

Aladmsun1sanian Booking

Handbook for Update Booking
(TARS)

A 1A 9 12 [
7U7 4.1 guedmIumsswan (1)



I I
PP — level code (FLBR1, PKG2, FL3KD, FLPK1,

HS3,DS0O, ADVBR1, RA3NOV) Accor Plus Member
1. Change nationality. If the name of the guest is not Thai, VIP 1 Sliver
change from TH to ZZ.

; ’ ViP2 — Gold
2 Put level of guest in the VIP and Specials box

3. Source box, add an ACCOR or OLI. VIP3 — , Platinum
4 Copy credit card numbers and put it in the comment D . SIIVEE
5. Put "P"in the Pur box
6 Ref ID, enter the reference numbear, the date and time Adi—s 1Gold

*** If no number is inserted, according to TARS, followed A4 — - Platinum

by the date and time D4 —> Accor Plus Sliver
D5 —* Accor Plus Gold

DB _____, Accor Plus Platinum
*“Remark""

OLimean Other Laisure Individual LFP mean Free Pressing 2 Pleces

DX2 mean Welcome Frut Basket / with chocaate / Executive floor denefit

d‘ 1A o U v
319 4.1 gliedmIumMsowan (2)



o & A' @
AANTILNNLAR

Room Type

KGB -—— Superior King
TWB ———» Superior Twin
KGA — Deluxe King
TWA ——— Deluxe Twin
KGAEF ——+ Executive King
TWAEF —— Executive Twin
SDD ——» Junior Suite

SDC —» Executive Suite

= )

31N 4.1 qiie

e
L _ ___  — ____ ____ ____—|
7. Enter the comment PP RB or PP RO, followed by the
amount and put +++

** * (PKG2 DIS SPA 25%)
** *If it is an executive room, put DIS SPA 25%, add

Cocktail in the Packages and put DX2, LFP in the

MSUNMITONAN (3)
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® o & w N

TO - (EXPEDIA) level code (FLBR1, PKG2,

FL1KD, FLBR3, FL3KD, FLPK1)

Change nationality. If the name of the guest is not Thai,
change from TH to ZZ.

Put level of guest in the VIP and Specials box.

Source box, add EXPEDIA.

Copy credit card numbers and put it in the comment.
Put "P" in the Pur box

Ref ID, enter the reference number, the date and time

*** If no number is inserted, ing to TARS, followed

by the date and time

Enter the comment TO RB or TO RO, followed by the
amount and put +++
* ** (PKG2 DIS SPA 25%)

***If it is an executive room, put DIS SPA 25%, add
Cocktail in the Packages and put DX2, LFP in the Specials
box.

Routing

1A

3N 4.1 qiie

6. 789 Ref ID Iwladaavdredouasin (fou 1) uaz an
- tlufisvdredsldlaiu TARS udmudy
1deu 1 uaz

7. 789 comment I§ CL RO susandtuaniu NET
== faa Executive 3l 1Wld DIS SPA 25% #an
usf Cocktail lutas Packages uaz 18 DX2, LFP lu
789 Specials

8. Routing

AMTUNMTONAN (4)
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o B R

Thai Airway

wanudmd dwindevasuenlildewingliilaousn
TH w2z

%89 Company 18 Thai Airway (ROP)

189 Source 1Wl& Thai Airway (ROP)
iwuEnms 1.197

283 Pur 1#la#1 P (Personal)

51U 4.1 gl

TO - (AGODA) level code (FLBR1, PKG2, FL1KD,

FLBR3, FL3KD, FLPK1)

Change nationality. If the name of the guest is not Thai,
change from TH to Z2Z.

Put level of guest in the VIP and Specials box.

Source box, add an AGODA

Bring the amount divided with 1.197 and put in the rate
box.

AT UNTONAN (5)
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5. Copy credit card numbers and put it in the comment. OA - level code (C21, C11, CDO, C23...)
6. Put”Pin the Pur box 1. ulasudmnd swndavaswsnlildaulnaliildousn
7. RefID, enter the reference number, the date and time TH w2z
8: Enlor.a:comment TO RB;orTO RO, foliowed by the: 2. ld level voaunn lugos VIP uas %oy Special
Emciiand: thethEHPD 3. 303 Company I copy 48910 More Fields 1l
“HEKG2,DIS SRA.254). 4. 109 Source Wlailu 0BI
*** If it is an executive room, put DIS SPA 25%, 5 o3 Pur Wlasa B (business)
tidd Cocktallin e Rackages end put DX2 LEP i thie 6. 101 Ref ID Wlamiavdrofouasiu iden 1 uar im
Bpociale box. w flifiavdredslilain TARS udamusiio T4 deu
9. Routing 1l uaz Ia

7. 303 comment 1& OA RB n3a OA RO mududwiudin

s A
uazlainTaomang +++

o+ faving Executive 11114 DIS SPA 25% o 1Ry
Cocktail lutas Packages uaz 18 DX2 uas LFP luzas
Specials

—

= e Y e ey S e,

A 9

d‘ g v
37U 4.1 gedmIumsswan (6)
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= tlufiiaudredalilaidu TARS udamudan T4 1deu OA - level code (FL1KD, L01, R1D17, R1D12,

1l uaz om0 R1D10, R1D15)

7. %83 comment & OA FM mudsdmmGuuazls

a 1. Change nationality. If the name of the guest is not Thai,

LATBINING +++
change from TH to ZZ.

8. wins Executive 3uluflugas comment (wldswiu 0A
Put level of guest in the VIP and Specials box.

- o |
RB musmsimuduuaslsiniaming +++ uddan

Package Lil% ABF - ACCOR

Source box, add OLI.

% F 5 Copy credit card numbers and put it in the comment.
*+ d1ving Executive Inly1#1d DIS SPA 25% ity
Put “P" in the Pur box
Cocktail lutas Packages uas 1d DX2 uaz LFP luges

o 9 » N

Ref ID, enter the reference number, the date and time

Specials

“** If no number is i d, ding to TARS, followed

by the date and time

7. Enter the comment OA RB or OA RO, followed by the

amount and put +++

*** If it is an executive room, put DIS SPA 25%, add

Cocktail in the Packages and put DX2, LFP in the
Specials box.

(e — T ) —
e
[l mm— T — | oo

-

A 9

d‘ g v
37U 4.1 guedmiumsswan (7)
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@ N

6.

Pk Type 24 !
I R T
, Amcas

OA - L02

Change nationality. If the name of the guest is not Thai,
change from TH to ZZ.

Put level of guest in the VIP and Specials box.

Source box, add OLI.

Package box to address ABF — FLEXIBLE

Put *P" in the Pur box.

Ref 1D, enter the reference number, the date and time

OA - L02

1. wlasudynd dwndavasuenlilianlnaliadouen
THu 2z

14 tevel vasuzn lugias VIP uas Tas Special

%24 source bildiilu oLl

%93 Package #ifiu ABF - FLEXIBLE

ta1 Pur lilada P (Personal)

ML e T B9

%23 Ref ID Wlanaavdtodauazin ifou 1 uaz im

= )

3N 4.1 qiie

MSUNTONAN (8)
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g

OA - level code (FL1KD, L01, R1D17, R1D12,
R1D10, R1D15)

ulisudysd fnfevasuanlilsaulngliilasunn
TH 1w 2z

& tevet wasun lugas VIP uas 189 Special

704 source I#lailu oL

Copy tnutasaamiaianluflaluztos comment

484 Pur 1#laa2 P (Personal)

%09 Ref ID IiladiavdwBouaziu o D uas i

= flifisudrasliladu TARS udmudan 3% 1deu
1 uaz a1

%83 comment & OA RB w32 OA RO mudIBimaniin
uazldindaomany +++

s+ fwiny Executive 3ul/lwld DIS SPA 25% fau iy
Cocktail lugas Packages uas la DX2 uaz LFP lusas

1A 9

31N 4.1 qiie

“**Ifno is d

ding to TARS, followed
by the date and time

Enter the comment OA FM and followed by the amount
and put +++

The E; ive rooms to cc on the change to OA

RB followed by the amount and then enter a +++ and add
package is ABF - ACCOR

*** If it is an executive room, put DIS SPA 25%, add
Cocktail in the Packages and put DX2, LFP in the

Specials box.

MSUNMITONAN (9)
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o & s » N

OA - level code (C21, C11, CDO, C23...)

Change nationality. If the name of the guest is not Thai,
change from TH to ZZ.

Put level of guest in the VIP and Specials box.

Name of the Company to copy from More Fields
Source box. enter the OBI

Put “B" in the Pur box

Ref ID, enter the reference number, the date and time
*** If no number is inserted, according to TARS, followed
by the date and time

Enter the comment OA RB or OA RO, followed by the
amount and put +++

*** If it is an executive room, put DIS SPA 25%, add
Cocktail in the Packages and put DX2, LFP in the
Specials box.

10 4.1 giled

[ S

Copy tamasannifaiorlulaluztas comment

223 Pur lwléma P (Personal)

784 Ref ID Wiladiadnsbauasin fon I uas nan
784 comment l& TO RB %38 TO RO mududnwanwiu
NET / PD

= (PKG2 14 DIS SPA 25%)

“+ ey Executive 3uwlulwld DIS SPA 25% iy
Cocktail lutas Packages uaz 1& DX2 uaz LFP lugas

Specials

MSUMITONAN (10)

40



TO- (AGODA) level code (FLBR1, PKG2, Thai Airway

FL1KD, FLBR3, FL3KD, FLPK1) 1.  Change nationality. If the name of the guest is not Thai,
change from TH to ZZ.
The Company put the Thai Airway (the ROP)

1. whsudnma fwndevasanlildewlnaliuldowann

TH 1ilu 2z

/ Source box, enter the Thai Airway (the ROP
2. & tevel masuan lugas VIP uas 1as Special 5 i Airway ( )

3. 989 source Iwldilu AGODA Suteey indhe RULRos

o s w N

4. hdwmGuwinmimy 1.197 uazlslugas Rate Bifog theatnodut SHIgaMRE 1197 and putin:the sale

box
N N I e A e T T W N T E—
e RTERC AN FEEESEETS BRSSP N s

A 9

4.1 gl mTumsoan (11)

=).

il



Ref ID, enter the reference number, the date and time
*** If no number is inserted, according to TARS, followed
by the date and time

Enter the comment CL RO followed by the amount and
NET

Routing.

= )

31N 4.1 qiie

NP ;o W N

TO - (EXPEDIA) level code (FLBR1, PKG2,

FL1KD, FLBR3, FL3KD, FLPK1)

- - - P
wiuudynd fwindevasuanlulieulnglwiuldowen

TH ilu 22

1 tevet masuun lugas VIP ua: 184 Special

%84 source 1#laiilu EXPEDIA

Copy iauasdaamfaionluldluzas comment

a3 Pur 1#lada P (Personal)

2a3 Ref ID WWladatavddauasii @ou O uas 11
783 comment l& TO RB w38 TO RO sudndmanin
wasldindaomany +++

= (PKG2 1d DIS SPA 25%)

= faag Executive Sululld DIS SPA 25% iy
Cocktail lusas Packages uaz la DX2 uaz LFP luzas
Specials

Routing

MTUMITDNAN (12)
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« tlufilerdredaliladdn TARS udamudae 3% 1dau
1 uaz 3an

7. %83 comment & PP RB %38 PP RO mumsitaaniu
uazldindoomany +++
= (PKG2 |8 DIS SPA 25%)
+ twias Executive Gwl1#ld DIS SPA 25% Ly

Cocktail lutas Packages uaz 1d DX2 uas LFP lugas
Specials

1 4.1 giled

PP ~ level code (FLBR1, PKG2, FL3KD, FLPK1, HS3,

DSO, ADVBR1, RA3NOV)

1. wasusyd diwandavasuanlildaulnaliuldauen
THulu 2z

14 level vaauyn lugas VIP uac a3 Specials

723 source Tildiilu ACCOR wa oLI

Copy tamasaamiaiarli/ldluzas comment

284 Pur Iilgea P (Personal)

& ;s W N

%3 Ref ID Wlamandedouazin idan 1 uaz
«+ trlaifiiudedaliladdu TARS udrmudmy 4 @an

9 usz i

i
'
'
} ou e Other Leisure Indhidusl  LFP waiuils Free Pressing 2 Pleces
| DX2 winoils Welcome Fruit Basket / wifh chocolate | Execulive floor benefit
'

MTUMITONAN (13)
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