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Welcome to the comprehensive training manual for the Opera Reservation System, a powerful
tool designed to streamline the process of booking, managing, and reporting reservations for
hospitality and hospitality-related businesses. This manual aims to equip users—ranging from
front desk staff to reservation managers—with the knowledge and skills necessary to utilize the
system efficiently, ensuring seamless operations and exceptional guest experiences. Whether you
are new to Opera or seeking to deepen your understanding, this guide provides step-by-step
instructions, best practices, and troubleshooting tips to maximize the system’s capabilities.

Overview of the Opera Reservation System

What is Opera Reservation System?

The Opera Reservation System is a comprehensive property management solution that integrates
reservation management, front desk operations, and reporting functionalities. It is widely used in
hotels, resorts, and other hospitality establishments to manage room bookings, guest profiles, and
availability across multiple channels.

Key Features

Reservation booking and modification
Availability and rate management
Guest profile management

Group and corporate booking handling
Channel management integration
Reporting and analytics

Billing and invoicing
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Integration with other Opera modules (e.g., Front Desk, Housekeeping)
System Access and User Roles

Logging into the System

1. Open your preferred web browser and navigate to the Opera PMS login URL provided by your
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organization.
2. Enter your username and password in the designated fields.
3. Click the ‘Login’ button to access the system dashboard.

User Roles and Permissions
The system supports various roles, each with specific permissions:

1. Front Desk Agent: Can create and modify reservations, check-in/out guests, and access guest
profiles.

2. Reservation Manager: Has additional rights to manage rates, availability, and reports.

3. Administrator: Full system access, including user management and system configuration.

Creating a New Reservation

Step-by-Step Guide

1. Login to the system and navigate to the ‘Reservations’ module from the main menu.
2. Click on ‘New Reservation’ or ‘Create Reservation’ button.

3. Enter guest details:

1. Name

2. Contact information (phone, email)

3. Guest preferences or special requests

Select the arrival and departure dates using the calendar tools.

Choose the room type and specify the number of rooms needed.

Verify room availability for the selected dates and room types.

Input rate codes and package details if applicable.

Review all entered data for accuracy before confirming the reservation.
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Click ‘Save’ or ‘Confirm’ to finalize the reservation.

Additional Tips for Reservation Entry

1. Always double-check guest details for correctness to prevent issues during check-in.
2. Make note of special requests or preferences for personalized service.
3. Use the ‘Duplicate’ feature for repeat guests to save time.

Modifying and Canceling Reservations

Modifying Reservations

1. Locate the reservation using the guest name, reservation number, or date filters.
2. Select the reservation to open its details.



3. Click on the ‘Modify’ button.
4. Adjust the necessary details:

1. Change dates, room types, or rates

2. Update guest information or preferences
5. Save the changes and confirm the update.

Canceling Reservations

Find the reservation to cancel.

Select the reservation and click ‘Cancel’ or ‘Void’.

Choose the reason for cancellation if prompted.

Confirm the cancellation, ensuring the guest is notified if necessary.
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Checking Availability and Rates

Availability Search

1. Navigate to the ‘Availability’ or ‘Room Inventory’ section.
2. Enter desired dates and select the room types.
3. Run the search to view available rooms and current occupancy levels.

Rate Management

1. Access the ‘Rate Codes’ section to view or modify rates.
2. Apply seasonal or promotional rates as needed.
3. Ensure rates are synchronized with channel management tools for consistency across booking

channels.

Guest Profile Management

Creating and Updating Guest Profiles

1. From the main menu, select ‘Guests’ or ‘Profiles’.
2. Click ‘New Guest’ or ‘Add Profile’.
3. Fill in guest details:
1. Name
2. Contact information
3. Preferences and special notes
4. Save the profile for future reservations and marketing purposes.
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Utilizing Guest Profiles

1. Quickly retrieve guest details during reservation creation.
2. Track guest preferences to personalize services.
3. Maintain a history of past stays and preferences for personalized communication.

Reporting and Analytics

Generating Reports

1. Navigate to the ‘Reports’ module from the main menu.
2. Select the type of report needed:
1. Reservation Summary
2. Occupancy Report
3. Revenue Report
4. Guest History
3. Set the date range and other filters as necessary.
4. Click ‘Generate’ to view the report.

Exporting and Using Reports

1. Export reports in formats such as PDF, Excel, or CSV.
2. Use reports for analysis, forecasting, and strategic planning.
3. Share reports with relevant departments for coordinated operations.

Billing, Invoicing, and Payments

Creating Invoices

1. Access the ‘Billing’ section from the reservation or front desk module.
2. Select the reservation to bill.

3. Review the charges, including room rates, taxes, and extras.

4. Generate the invoice and print or email it to the guest.

Processing Payments

1. Enter payment details—cash, credit card, or electronic transfer.
2. Apply payments to the invoice, ensuring accuracy.
3. Issue receipts and update the reservation status as ‘Paid’ or ‘Checked Out’.



Best Practices and Troubleshooting

Best Practices

1. Maintain up-to-date guest profiles for personalized service.

2. Regularly back up reservation data and reports.

3. Keep rate and availability information synchronized across all channels.
4. Train staff regularly to stay current with system updates and features.

Common Troubleshooting Tips

If unable to access the system, check network connectivity and user permissions.
If reservation details are not saving correctly, verify user rights and input fields.
For discrepancies in availability or rates, refresh data or contact the system administrator.
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Consult the help documentation or support team for persistent issues.

Conclusion

Mastering the Opera Reservation System is essential for delivering excellent guest service and
maintaining operational efficiency. Through diligent adherence to the procedures outlined in this
manual, staff can ensure accurate reservation management, optimal room utilization, and
insightful reporting. Continuous learning and system familiarity will enable your team to leverage
the full potential of Opera, ultimately enhancing guest satisfaction and driving revenue growth.

Training Manual for Opera Reservation System The training manual for Opera Reservation
System serves as an essential resource for hotel staff, front desk agents, reservation managers,
and IT personnel who are responsible for managing and utilizing the system effectively. Opera
Reservation System, developed by Oracle Hospitality, is one of the most widely used property
management systems (PMS) in the hospitality industry, renowned for its comprehensive features,
scalability, and integration capabilities. A well-structured training manual ensures that users can
maximize the platform’s functionalities, streamline reservation processes, and deliver superior
guest experiences. This article provides an in-depth review of the training manual's content,
structure, usability, and effectiveness, offering insights into how it supports users in mastering
the Opera Reservation System.

Overview of the Opera Reservation System

Understanding the foundation of the Opera Reservation System is crucial for users. The manual
begins with an overview, explaining its purpose, core features, and the typical workflows involved
in reservation management.
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Features and Capabilities

The manual highlights key features such as: - Centralized reservation management - Multi-
property support - Rate and inventory management - Guest profile management - Integration with
other hotel systems (e.g., POS, CRM) - Reporting and analytics - Channel management and online
distribution Pros: - Comprehensive feature set suitable for large and small hotels - Supports multi-
property operations - Automates many routine tasks, saving time Cons: - Steep learning curve for
new users - Complexity may overwhelm some staff initially

Structure and Content of the Manual

A well-organized manual is vital for effective training. The Opera Reservation System manual is
typically structured into logical sections covering all aspects of the system.

Table of Contents and Navigation

The manual generally features a detailed table of contents, making navigation straightforward.
Sections are categorized into: - System overview - User interface navigation - Reservation entry
and modification - Check-in and check-out procedures - Billing and invoicing - Reporting -
Troubleshooting and FAQs This logical organization allows users to quickly locate relevant
information, which enhances learning efficiency.

Depth of Content

The manual balances theoretical explanations with practical, step-by-step instructions. Visual aids
such as screenshots, flowcharts, and video tutorials supplement textual explanations, catering to
different learning styles.

Training Modules and Learning Pathways

The manual is often designed to accommodate various learning pathways, from beginner to
advanced users.
Basic Training

Covers fundamental tasks such as: - Logging into the system - Creating and modifying
reservations - Accessing guest profiles - Basic room assignment Features: - Clear, simple
instructions - Practice exercises to reinforce learning

Advanced Training

Focuses on complex tasks like: - Managing group reservations - Dynamic rate adjustments -
Handling special requests - Troubleshooting common issues - Generating detailed reports Pros: -



Progressive learning approach - Opportunities for hands-on practice Cons: - May require
supplementary training sessions for in-depth topics

Usability and User Interface Guidance

A significant portion of the manual is dedicated to familiarizing users with the Opera Reservation
System's interface.

System Navigation

Step-by-step instructions guide users through: - Logging in and out - Navigating dashboards -
Accessing different modules - Using search functions

Customizing User Views

The manual explains how to personalize dashboards and filters for efficient workflow, which is
crucial for experienced users managing high reservation volumes. Features: - Screenshot-guided
walkthroughs - Tips for optimizing interface usage Pros: - Reduces user frustration - Speeds up
daily operations Cons: - Interface updates may require manual revisions

Reservation Management Procedures
One of the core sections of the manual deals with reservation lifecycle management.

Creating Reservations

The manual provides detailed instructions for: - Booking a new reservation - Selecting room types
- Applying rates and discounts - Adding guest details

Modifying and Cancelling Reservations

Guidelines on how to: - Change reservation details - Handle cancellations and refunds - Manage
no-shows and overbookings

Group Bookings and Blocks

Instructions on creating and managing group reservations, including room blocks, special
arrangements, and billing considerations. Features: - Validation checks to prevent double
bookings - Automated alerts for overbooking scenarios

Guest Profile and Data Management

The manual emphasizes the importance of accurate guest data for personalized service and
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marketing.

Creating and Managing Guest Profiles

Steps include: - Entering guest information - Linking reservations to profiles - Recording
preferences and special requests

Data Privacy and Security

Guidelines ensure compliance with data protection standards, including: - Secure login
procedures - Access controls - Data encryption methods

Billing, Invoicing, and Payment Processing

Effective financial management is fundamental, and the manual covers:

Generating Invoices

Procedures for: - Creating bills - Applying taxes and service charges - Handling multiple payment
methods

Processing Payments

Instructions on: - Recording deposits - Settling accounts - Managing refunds Features: -
Integration with POS and payment gateways - Automatic tax calculations Pros: - Streamlines
financial transactions - Ensures accuracy in billing Cons: - Requires proper setup of payment
integrations

Reporting and Analytics

Data-driven decision-making is supported through comprehensive reporting tools.

Standard Reports

Includes: - Daily reservation summaries - Occupancy reports - Revenue analysis - Guest statistics

Custom Reports

Guidelines for creating tailored reports to meet specific managerial needs. Features: - Export
options (CSV, PDF) - Scheduled report generation



Troubleshooting and Support

The manual offers troubleshooting tips for common issues such as login errors, data
discrepancies, and system slowdowns. It also provides contact information for technical support
and links to online resources.

Pros and Cons of the Training Manual

Pros: - Comprehensive coverage of all system features - Step-by-step instructions with visual aids -
Suitable for various learning levels - Facilitates quick onboarding of new staff - Enhances system
utilization and reduces errors Cons: - May become outdated with software updates - Can be
overwhelming for first-time users without hands-on training - Requires periodic revisions to
incorporate new features - Heavy reliance on printed or PDF formats may limit interactive
learning

Conclusion

The training manual for Opera Reservation System is an invaluable tool that empowers hotel staff
to operate the system efficiently and confidently. Its structured approach, detailed instructions,
and visual aids make it suitable for both beginners and experienced users. While it offers
numerous features to facilitate reservation management, its effectiveness depends on regular
updates and supplementary training sessions. Overall, a well-crafted manual significantly
enhances user competence, reduces operational errors, and ultimately improves guest
satisfaction. For hospitality establishments seeking to leverage Opera’s full potential, investing in
a comprehensive, clear, and up-to-date training manual is a strategic step toward operational
excellence.

Questions & Answers About training manual for opera
reservation system

N Question Answer

o

1 What are the key components The training manual covers system overview, user login
included in the training manual | procedures, seat selection, booking management,
for the Opera reservation payment processing, report generation, troubleshooting,
system? and user support guidelines.

2 How can new users get started | New users should begin by accessing the login portal,

with the Opera reservation completing the initial setup, and then following step-by-
system according to the step instructions provided in the manual to familiarize
manual? themselves with the dashboard and core functionalities.
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What are the best practices
highlighted in the manual for
managing reservations
efficiently?

The manual recommends verifying customer details,
utilizing search filters for quick access, maintaining real-
time seat availability updates, and routinely reviewing
reservation reports to minimize errors.

Does the training manual
provide troubleshooting tips for
common issues in Opera
reservations?

Yes, it includes troubleshooting sections that address
common problems such as login failures, seat booking
conflicts, payment errors, and system slowdowns, along
with step-by-step solutions.

How does the manual suggest
handling cancellations and
modifications within the
system?

The manual instructs users to locate the reservation,
select the cancel or modify option, confirm the changes,
and ensure the system updates are reflected in real-time
while following any applicable cancellation policies.

What security measures are
outlined in the manual to
protect reservation data?

The manual emphasizes secure login protocols, role-
based access controls, regular password updates,
encryption of sensitive data, and adherence to data
privacy regulations.

Are there tips in the manual for
generating reports and
analyzing booking trends?

Yes, it provides guidance on accessing report modules,
customizing report parameters, exporting data, and
interpreting booking trends to aid strategic decision-
making.

What updates or new features
are highlighted in the latest
version of the Opera reservation
system manual?

The latest manual highlights new features such as
mobile app integration, enhanced user interface,
automated reporting tools, and improved payment
gateway options for a seamless reservation experience.

Opera reservation system, hotel management software, booking management, front desk
operations, reservation automation, property management system, hospitality software, guest
reservation tracking, online booking platform, hotel reservation training
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