
Hotelplanner 
Best Practice



The Hotelplanner platform is automated to generate reminders to respond to RFP’s, to 
contact clients, to enter pick up, and to create invoices.

A best practice is to review property offers on a weekly basis and update accordingly.

There are two ways to update property offers that will stop invoicing from Hotelplanner.

 Before Check out date – offers that have been referred for consideration

 After Check out date – offers that have a commission due
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Hotelplanner



Before Check Out Date
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 Log into your account

 Click on Summary 

 Click on Tab Referred for Consideration
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 Locate offer you wish to update
 Click on Status 
 Click on Status Update 
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 A new window should open 
 Click on the drop down arrow 
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 Select Client No longer interested in hotel 
 Click Update Status



Confirmation of Status Update

Thank you
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After Check Out Date
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 Log into account

 Click on Summary

 Go To Tab Commissions Due



11

 Locate the offer you wish to update
 Click on Invoice 
 Click on Submit Pick Up Report 
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 A new window will open 
 Click on drop down arrow 
 Select Enter Cancellation Information
 Upload a screen shot, documentation or PDF showing guest name/group name 

not in your property management system, click Update Pick Up  and this will 
suspend invoice. Important, for each offer, complete the Update Pick Up process 
within 48 hours of the requested scheduled departure date.



Confirmation of Status Update

Thank you
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Additional Training 
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 New User
 Advanced User
 E-contracting / Best Practices
 Efficient Accounting & Reconciliation

Questions – Contact:
Hubert Tupay, Account Director - Hotelplanner
Hubert.tupay@wyndham.com

Log into your account and click on Training, weekly courses are offered and 
advanced registration is required.

mailto:Hubert.tupay@wyndham.com
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