PR - How to Add Reservations to My Ticket

1.- Navigate the PR tickets | HubSpot

1.- Navegar los tickets de PR | HubSpot

Br + S ) & + Assist
kets @@ : X My opentickets  Unassigned tickets  ASM DIF RRPP Segui +
Q @ Tobleview ~ | # || Editcolumns RRPP~ = Fiters || L son Metrics Export L]
tedate - Lastactivity date-  Priority~  +More | = Advanced filters
£ 5 NOMERO DEHABITACION TICKET - NOTES :| TICKETOWNER s[@ -mwos.. %% DE QUEL. DETAIL. : i T

Deals - - MW Noemi Priego Wade (npriego@intemal.palaceresorts. - Calidad de limpieza -
T RGICA DE HUESPED 88340 - <& Sahid Bonfil (sbonfil@palaceresorts.com) - Manejo de alergios -

MENOR EN RESTAURANTE CUSCO 94200 26 NOV'25 09:03 HRS- Reci No owner Cortadura

(SANDALIAS) 92118 25NOV 2025 17:00 HRS- H.. < Deiro Jacobo Torres Cifuentes (deforres@palaceresor.

MEDAD EN HABITACION 92163 1D 452714 RM 92163 PANG . A° Ana Rebeca Corona Peralfa (anacorona@palaceresor. Humedad

kPONIBILIDAD EN RESTAURANTES 88310 1D 452713 RM 88310 FOST. > Ana Rebeca Corona Peralfa (anacorona@palaceresor. - Faita de disponibilidad -
e TA DE TOALLAS//QUEJA POR LOCACION 94190 1D 452712 RM 94190 (ANTE A° Ana Rebeca Corona Peralta (anacorona@palaceresor. - Faita de amenidades -

UsLICA 92118 1D 452711 RM 92118 GALL. % Ana Rebeca Corona Peralta (anacorona@palaceresor. - otros -

IND EN AREA PUBLICA 94134 1D 452710 RM 94134 MERA. 4 Ana Rebeca Corona Peralta (anacorona@palaceresor. - otros -
o [TEMPORANEO EN TEATRO 87143 1D 452708 RM 87143 MOH. A7 Ana Rebeca Corona Peralta (anacorona@palaceresor. Caida (misma superficie / d. Ofros -

HUESPED (TEATRO) 94405 1D 452556 RM 94405 MUIL... ¥ micmeza@internal palaceresorts.com (micmeza@inte. Torcedura

ENsPA 92259 2 records No owner

[EMPORANEO DE HUESPED 93312 24 NOV"25 22:00 HRS- Soli AW Noemi Priego Wade (npriego@intemal.palaceresorts. - - -

[ND ENCONTRADO (AIR TAG) 94186 - Daniela Moreno Villafaria (daniemoreno@palaceresor. - ofros -

[TEMPORANEO DE HUESPED 87520 1D RM 87520 KHURANA, D. AC ANGELES CAUICH (ycouich@internal. palaceresorts.c. - - -

Show more v/
502 - 4G Adrian Gutierrez (adrguierrez@thepalacecompany.co. - -

2.- Select a ticket from your PR pipeline

2.- Selecciona un ticket de tu pipeline de PR

Alltickets @) : X My opentickets  Unassigned tickets  ASM DIF RRPP Segui

search Q @ Tobleview ~ | @ || Edit coumns =Fies || 4 son Metrics Export 1] av
Ticketowner~  Createdate~  Lastactivity date~  Priority~ -+ More = Advanced filters /
_ TICKET NAME S5 NOMERO DE HABITACION TICKET — NOTES. i TICKET OWNER $1i  SUBCATEGORIA-TIPOS . SUBCATEGORIADEQUEL. : i  RECORDSOURCEDETAIL. & i T
Habitacion Sucia - - AW Noemi Priego Wade (npriego@intemal palaceresorts. - Calidod de limpieza -
: REACCION ALERGICA DE HUESPED 88340 - s8 Sahid Bonfil sbonfil@palaceresorts.com) - Manejo de alergios -
g ACCIDENTE DE MENOR EN RESTAURANTE CUSCO 94200 26 NOV"25 09:03 HRS- Reci. No owner Cortadura - -
e LOST & FOUND (SANDALIAS) 2118 25NOV 2025 17:00 HRS- .. Deiro Jacobo Torres Cifuentes (detorres@palaceresor. - -
QUEJA POR HUMEDAD EN HABITACION 92163 1D 452714 RM 92163 PANG A% Ana Rebeca Corona Peralta (anacorona@palaceresor. - Humedad -
. QUEJA POR DISPONIBILIDAD EN RESTAURANTES 88310 1D 452713 RM 88310 FOST. A% Ana Rebeca Corona Peralfa (anacorona@palaceresor. - Falta de disponibilidod -
= QUEJA POR FALTA DE TOALLAS//QUEJA POR LOCACION 94190 1D 452712 RM 94190 (ANTE. % Ana Rebeca Corona Peralta (anacorona@palaceresor. - Falta de amenidades -
L&F EN AREA PUBLICA 92118 1D 452711 RM 92118 GALL A Ana Rebeca Corona Peralta (anacorona@palaceresor. - Ofros -
" LOST AND FOUND EN AREA PUBLICA 94134 ID 452710 RM 94134 MERA. 4 Ana Rebeca Corona Peralfa (anacorona@palaceresor. - Ofros -
ACCIDENTE EXTEMPORANEO EN TEATRO 7143 1D 452708 RM 87143 MOH 4 Ana Rebeca Corona Peralfa (anacorona@palaceresor. Caida (misma superficie / . ofros -
~ ACCIDENTE DE HUESPED (TEATRO) 94405 1D 452556 RM 94405 MUIL. " @ .com @ Torcedura - -
LOST & FOUND EN SPA 92259 2 records No owner - - -
MALESTAR EXTEMPORANEO DE HUESPED 93312 24 NOV"25 22:00 HRS- Soli.. MW Noemi Priego Wade (npriego@intemal palaceresorts. - - -
LOST AND FOUND ENCONTRADO (AIR TAG) 94186 - oV Daniela Moreno Villafoia (daniemoreno@palaceresor. - Ofros -




3.- In the ticket view, navigate through the top tabs until you find 'RRPP BOOKING'

3.- En la vista del ticket, navega por las pestanas superiores hasta que encuentres 'RESERVA
RRPP'

< Tickets Actions - Overview Activities RRPP Booking +Add
test TI
Closed on 11/20/2025 RRPP Booking
tatus: Cerrado -
5 See the people associated viith this record.
Resorts:
< @ @ « o ® Moon Palace The Grand Cancun - ~ Affiliation Number (0) +Add [#
Emal  Col  Tas  Meetng  More
Room Number *
v RRPP Actions~ | # Enter room number
See the Affiliations associated with this record.
Folio*
~ Bookings (0) +Add (@
Enter folio
Elll o occorie Submit
® 11/21/2025
See the Bookings associated with this record.
Powered by HS Opera Alerts ©

v Deals (0) +Add [

Track the revenue opportunities associated with this record.

4.- Fill in the filter to find your reservation:
- Resort as a mandatory field
- Select the 'Room Number' or 'Folio’ for a search in 'Opera’

4 .- Rellene el filtro para encontrar su reserva:
- Resort como campo obligatorio
- Seleccione 'Numero de habitacion' o 'Folio' para una busqueda en 'Opera’

< Tickets Actions - Overview Activities RRPP Booking # Customize ~~ Contacts (0) +Add B8
test TI
Closed on 11/20/2025 RRPP Booking (0
Status: Cerrado -
See the people associated with fhis record.
Sl ciccine: RrPP
Resorts:
. 2@ @ G G @ [[son e 7] e s
Nete  Emol  Col  Task  Meeting More
Room Number *
g Actions ~ & Enter room number
See the Affiiations associated with this record.

Folio *

~ Bookings (0) +Add &
A 18925798
® 11/21/2025

Powered by HS Opera Alerts ®

See the Bookings associated with this record,

eals (0) +Add @

Track the revenue opportunities associated with this record.

Ticket owner
Alejandro Pedroza
Priority

Namero de Habitacién
9000

ccompanying names

Adults
2
Kids
o

HotelFaio
] 18925798



5.- The corresponding associations of the reservation and the contact to your ticket will be

made

5.- Se haran las asociaciones correspondientes de la reserva y el contacto con su ticket

< Tickets

test TI
Closed on 11/20/2025
Status: Cerrado

a Pipeline: RRPP

= Travel Departure

Ticket owner

Alejandro Pedroza

Actions

RRPP Booking

Resorts:

Moon Palace The Grand Cancun

Room Number *

Enter room number

Folio *

Enter folio

Powered by HS Opera Alerts &

RRPP Booking

ize | v Contacts ) +Add [&

Alejandro Pedroza Ibafiez

Phone: -

TICKET OWNER

ssociated Confacts &

~ Affiliation Number (0) +Add @

See the Affiliations associated with this record,

~ Bookings (1) +Add @

¢ 1692579 -
Namero de Habi

Acompaiiar

ADDITIONAL ROOMS

ciated Baokings &

' Deals (0) +Add %

Track the revenue opportunities associated with this record.

6.- In case you have another filter for another reservation associated with the same ticket:

- perform the search filter for the new reservation again

6.- En caso de que tengas otro filtro para otra reserva asociada con el mismo Ticket:

- realiza nuevamente el filtro de busqueda de la nueva reserva

< Tickets

[ test TI
Closed on 11/20/2025
Status: Cerrado ~

a Pipeline: RRPP

2 @
= Note  Em
~ RRPP
Hotel & Resorts
Sun Palace

Travel Arrival

8 11/20/2025

8 Travel Departure
® 11/21/2025

Alejandro Pedroza

Actions +

RRPP Booking

Resorts:

Le Blanc Spa Resort Cancun

Room Number *

Enter room number

Folio *

Activities

RRPP Booking

18507221

Powered by HS Opera Alerts ©

Alejandro Pedroza Ibariez

TICKET OWNER

ssociated Contacts &

v Affiliation Number (0) +Add

See the Affiliations associated with this record.

' Bookings (1) +Add

€X 1892579

Namero

Acompoar

ADDITIONAL ROOMS.

View all associated Bookings ¢

~ Deals (0) +Add

Track the revenue opportunities associated with this record.



7.- If the reservation was already in HubSpot, and it had a membership:
- the contact, the booking, and the membership will be associated with the ticket

7.- Si lareserva ya estaba en HubSpot y tenia una membresia:
- el contacto, la reserva y la membresia se asociaran con el ticket

< Tickets Actions - Overview Activities RRPP Booking & Customize “ Contacts 2) +Add &
test TI @ Sort by: Create Date ~ Descending ~
Closed on 11/20/2025 RRPP Booking o
Status: Cerrado - Alejandro Pedroza Tbafiez
a Pipeline: RRPP
Resorts:
2 @ [N [} ® Moon Palace The Grand Cancun
Room Number * CHRISTOPHER JACKSON GORDON
Email: cwm12@gmail.com @
= L Actions ~ - Ener room number e oy arros &
TICKET OWNER
Folio *
Enter folio il associated Contacts ¢
Submit v Affiliation Number (1) +Add [®
Powered by HS Opera Alerts © € 5026739

Affiliati Active ®
hip Level: VIP @

Last Purchase Date: -~ @

NIVEL DE ACTIVIDAD GENERAL: ACTIVO ®

Affiliation pipeline stage: Engaged (Lifecycle Stage) @
MEMBERSHIP TICKET

il associoted Affiliations ¢

' Bookings (2) +Add @

@ Sort by: Object create date/fime ~ Descending -

X 18925798 - Sun Palace
_r

AAAAAA

otelFolio
18925798

8 .- The added reservations are retrieved from Opera.

If a reservation does not exist in HubSpot, the system will automatically create it and associate
it with the corresponding ticket.
If the reservation already exists in HubSpot, it will only be associated with the ticket.

This same behavior also applies to contacts.

8.- Las reservas agregadas se obtienen desde Opera.

Si una reserva no existe en HubSpot, el sistema la creara automaticamente y la asociara al
ticket correspondiente.

En caso de que la reserva ya exista en HubSpot, unicamente se realizara la asociacién al
ticket.

Este mismo funcionamiento aplica también para los contactos.



