
Execu/Suite Share-with Procedures 
 

www.execu-tech.com/userguides.aspx 
 

 
 

When two or more guests will share a room and need separate folios, you’ll create “share-with” 

reservations.  This quick and easy process is outlined below.Room and tax charges will post to each folio.  

Each share-with guest will be checked in and checked out separately.   

 
Make the reservation for the 
first guest.   
 
When you get to the Room 
rate field, enter the rate for 
this guest’s portion.   
(You’ll enter the rate in the 
view/edit window that opens, 
as with all reservations.) 
 
Finish and save the 
reservation.   
 
To continue with the next 
reservation for this room, click 
the Share-with button at the 
bottom of your screen. 
 
 A new reservation window 
will open.   

 

 
 
The Share-
with button 
at the top 
of your 
screen isn’t 
used to 
create a 
new share-
with 
reservation. 
This button 
will be 
explained 
on the next 
page. 

 

 

The second reservation will default 
to 0 (zero) for No. of rooms since 
this guest is sharing a room with the 
previous guest.   
 
Number of Adults/chilcren also will 
default to 0. 
 
When you get to the Room rate 
field, enter the rate for this guest’s 
portion.   
 
Continue with this reservation as 
usual. 
 
If another guest wil share this room, 
click the Share-with button after 
saving the reservation and continue 
until finished. 
 
Each reservation will have its own 
confirmation number 
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Notes: 
No. of rooms will be 1 on the first share-
with reservation and 0 on the rest.  Do 
not change the number of rooms on any 
subsequent reservations; otherwise your 
availability will be off. 
 
The screen tells you how many other 
share-with reservations are connected to 
this one. 
 
You can enter the total number of 
adults/children on the first reservation; 
the additional reservations will default to 
zero.  If you prefer, you can enter the 
number of adults/children per. 
 
Remember to calculate and enter each 
reservation’s portion of the room rate.  
Since the potential variables are limitless, 
the system will not do this for you. 
 

 

 
 

 

 

To see whose reservations are shared 
with this one, click the Share-with button 
next to the “No of rooms” field.  The 
guests will display as shown below. 

 
 
You also can use this feature to 
disconnect share-with reservations.  Type 
D and press <Enter>.  If you have more 
than one share, the system will list them 
for you to select the guest to remove 
from the share. 
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If you’re entering a new reservation and want to add an 
existing reservation as a share-with to the one that 
you’re now entering, first enter 0 (zero) for No of Rooms 
and then click the Share-with button. 
 
The Share-With Entry window will open.  Type part of the 
name of the existing guest and press <enter>.  A list will 
display for you to select the guest to share this room 
with: 
 

 

 

 

 

The Reservation Status 
Reports print the share-
with names for each 
shared reservation.  As 
illustrated, COOK, 
DAVID will share a room 
with BERG, JAMES P. 
and COSTELLO, JAMES 
& SARAH. Each shared 
reservation will show 
the names. 

 

  

 

At check-in for the first guest the screen displays 
the names of the share-withs not yet checked in. 
 
Remember to check in the additional guests as 
they arrive. 
 
As the share-with guests are checked in the 
screen will display names of share-with guests 
who have already checked in: 
 

 

 


