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1.0 About Guest Pre-Check In 
RMS allows clients/guests to access their details of their reservation via a bespoke web page 

appropriately dubbed the Guest Portal. By accessing this portal, guests can action a request to pre 

check-in prior to arriving at the property. The correspondence will be triggered 24 hours prior to the 

arrival time of the guest, provided the reservation is in ‘Confirmed’ status. The guest will receive the 

link to the guest portal via the triggered e-mail correspondence received. 

2.0 Pre-Check In 
The following overview will be beneficial when properties in understanding and assisting guests in 

navigating through the required content and forms. 

- The guests will receive the following Pre Check In automated e-mail within 24 hours of their 

estimated arrival time that is reflected in the guest’s reservation in RMS. 
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- Once the guest has clicked ‘Pre-Check In’, the guest will be redirected to a web page to 

complete the Pre-Check In. Prior to doing so the guest will need to create a password specific 

to the Guest Portal user account. This will allow the guest to view past, present and future 

reservation when needed and make any amendments to the reservation as required. 

Note: The Guest is able to skip creating a password, however when signing in the Guest portal the 

guest will be required to provide email, surname and arrival date for the reservation. 

 

 

- Once navigated to the guest portal, the guest will receive the pop-up request to pre check-in 

to their reservation 
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- The guest is prompted to complete all the fields pertaining to their reservation. 

 

 

Note: If the guest wishes to opt out of receiving marketing, they will need to untick the ‘Yes, I 

would like to receive marketing’ tick box. 
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- Once the guest details page it is then required for the guest to accept the terms and 

conditions specific to the property and sign to proceed. 
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- Finally, the guest is required to input their credit card information. 

Note: This will only be available for properties utilising a payment gateway. 

 

3.0 Additional Information 
 

Once the guest has completed the pre check-in process, the reservation status will change to a ‘Pre 

Check-In’ status. This can be viewed in the reservation, with relevant documents available in the 

correspondence tab. The reservations of guests that have not undergone this process will be identified 

in the ‘In/Out Movements’ screen under the ‘Arrivals Yet to Pre Check In’ tab. 

Regardless of whether the guest has opted to undertake the pre check-in process, the reservation is 

still required to be checked in and payment taken according to best practice. 
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4.0 Message Centre 
 

The Guest Portal offers guests the ability to communicate directly through to the property and the 

property can respond via the Message Centre in RMS. 

It is imperative that all messages are responded to in a timely and effective manner. 

- The guest can send a message by selecting ‘Message Property’ in the Guest Portal. 

 

- Message received via the Guest Portal will appear in the ‘Messaging Centre’ of RMS 

- Navigate to the speech bubble icon and select it to access the messaging centre 
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- Once in the messaging centre the communication received via the Guest Portal can be viewed 

under the ‘Guest Portal’ tab. 

 

- By selecting the appropriate reservation, the communication sent from the guest can be 

identified. 

 

- Reply by entering in the content in the message box and select the paper plane icon to send 

the communication. 

 

- It is imperative that employees maintain appropriate and professional communication when 

utilising this function. 

 

- Once the communication has been sent, the guest will receive an e-mail with the content 

displayed. 

 

Note: If the guest adds additional guests to the reservation during the Pre Check in, the property will 

be notified in the message centre. 
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5.0 Additional Requirements 
The Pre-check in feature will not be triggered if the reservation status is Unconfirmed. When 

performing the 3-day arrival call the status is required to be updated to confirmed. 

The Pre-Check In feature will not be triggered with an invalid email attached to the reservation.  The 

Guest Pre-Check-in feature to be effective it is required the property obtains the email address for the 

guest prior to arrival when completing the 3-day arrival call. 

If a reservation is back-to-back, the property must leave the second reservation in ‘unconfirmed 

‘status otherwise the guest will receive another Pre-Check-in email. 

Note: Reservations that have been created within the 24-hour window of arrival will receive a second 

email once a room has been allocated or if the room type has been changed on the reservation. This 

ONLY applies for reservations that have come through via Siteminder. 

 


