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How to Setup Required Fields

When creating reservation for a guest, the default required fields in RoomKey are First
Name, Last Name, and Telephone. You can other fields mandatory as per your
requirement using the “Setup Required Fields” Module.

System Configuration -> Setup Required Fields

NOTE: If you do not see “Setup Required Fields” under System Configuration, please
contact RSI Support at 1-800-234-5695 to activate this Module in RoomKey.

The Customize Guest Profile Fields box will appear. This box contains a list of all the
fields in RoomKey that you can turn into mandatory fields.

Customize Guest Profile Fields [E3m]

Field M ame Required =
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| Clity

| Country

Ermail
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| Room Murnber
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| Source of Business
| State

| Title

Zip
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Ok ] ’ Cancel
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To turn a field into a mandatory field, simply double-click on the checkbox under the

“Required” column.
Customize Guest Profile Fields

Field Mame

IH equired | =

Address

City

_|Cauntry

_ |Email

M obile

__|Roam Humber
Source of Buziness
_|State

| Title

Zip

[=i

T =5 o o
m

Ok

Here we checked the boxes to
make the Address, Source of
Business and Zip/Postal Code
fields mandatory when making a
reservation.

Select “OK” to save changes.

Below is an example of how RoomKey will prompt you to fill in the missing information

if a required field is left blank.

Guest Data | Custom Data e Floom Number:
Title: [+] e 101 =
First name: Losa L
Last name:  Crasto Address is a required field and must have a value,
Street
address:
Zip V5R BY7
City: Wancouver
Country: Canada El
State Biitish Calumbia [=] ~ Papment methad
Source of ) ]
Buziness |Z| :
TCode: [=]
Gueszt Mote: [ Click toView Guest Hotes ]
Murnber:
Res. Mote: [ Click to View Fegersation Mates ] i
Ewpiry D ate: ) ¢
Whel Make: | Model - b e ak
th| - ] Hode = et 4
cl. ard Holder:
License: x Lorcs
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How to Remove a Required Field

System Configuration -> Setup Required Fields

The Customize Guest Profile Fields box will appear. The fields with a checkbox located
under the “Required” column are currently Mandatory fields in RoomKey.

Customize Guest Profile Fields ==

Field Mame Fequired F
I |Address h
| City [l
| Country ]
_|Email ]
_|Mabile [l
__|Foom Mumnber O =
_|Source of Business
|State 0
| Title [
|zio

Ok ] ’ Cancel ]

To remove a mandatory field, simply double-click on the checkbox under the “Required”
column.

Customize Guest Profile Fields [E3m]
Field M ame i -

Address
| Clity

=

| Country

Ermail

M obile

| Room Mumnber

Here we are removing the
“Address” as a mandatory field.

m

: Select “OK” to save changes.
| Source of Business

| State
| Title
Zip
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Required Fields Permission

Operations -> 1547 Setup Required Fields
e Property, Owner, Clerk & Accountant level permission
e  When given, allows access to System Configuration -> Setup Required Field
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