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—— HOTEL ENGINE USER GUIDE FOR STATE OF TEXAS ADMINS

Introduction

Hotel Engine is the mandated contract hotel booking and management platform for the State of Texas. As a State of
Texas employee, you now have access to more hotels and lodging rates in Texas and across the United States at or

below GSA rates than ever before, as well as other lodging options, if needed.

Roles:

Admins:

Can view and use all functions on the platform. Can enable Coordinators to see trends reporting
and view other traveler trips.

Coordinators:

Can search and book hotels for themselves and other users of the agency account. Can access
trends reports and view other traveler trips IF enabled by an Admin.

Users:

Can search and book hotels under set Admin permissions.

This guide walks you through all the functionality on Hotel Engine for the “User” role.
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Create your account e

It’s official, you have been invited!

@ You’re invited to Hotel Engine

You've been invited to the corporate hotel booking program for Department of
Family and Protective Services. You now have access to exclusive lodging rates

You will receive an email asking you to accept a over 700,000 otals
your invitation to create your Admin account.
e ACCGpt Invitation™ button. Torwve An exclusive benefit from Texas Senate

@ Create your password

Once you click the “Accept Invitation™ button, you Please create your

. . password to access
will be redirected to a page that asks you to our exclusive hotel

booking platform
create your account. Join using your state email
address and set your password. e
[HZ] HoTELENGINE
@ Confirm your email

You will receive an email asking you to confirm _— Confirm Email
your email address. Click the “Confirm Email” e o o by e o
button and then you're in! You will be directed to

the Hotel Engine member home page.
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Profile settings

®

©)

Open settings

Click on your account name in the top-right
of the screen and then select “Settings”
from the dropdown.

My profile
Under the first tab, “My Profile,” you can update

your agency contact information and password.

This information is privately stored.

Texas Senate

MY SETTINGS

- My Profile

&2 Guest Information
£ Payment Methods

& Hotel Loyalty Program

A Notifications

Find a Stay Trips Billing

My Profile

Account contact and booking information.

Name

Phone Number

Email Address

Password

Property Reviews Notifications

a
Members Trends Company Settings @ A @ v
Neha Bhakta c

dministrator
ER Travel Credits
¥ My Properties
&+ Invite Traveler
Neha Bhakta

L& My Settings

> Sign Out

demo.neha.bhakta@hotelengine.com

Change Password

By enabling reviews of your most recent stays, you help Hotel Engine provide a robust and trustworthy m

property ratings system. Disabling this feature turns off property review requests delivered via email

and in-app notifications, but you can still review properties on your ltinerary and Trips pages

See how Hotel Engine uses your data in our Privacy Policy.
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Profile settings

®

@

Add Hotel Loyalty information

Add your favorite hotel loyalty programs so
you can continue to earn loyalty points on
select rooms when booking with Hotel Engine.

Set your notification preferences

Let us know how you'd like to be notified about
upcoming reservations, important
announcements and more.

\
- . . - &
- Texas Senate Find a Stay Trips Billing Members More v @ A @ v
MY SETTINGS
& My Profile Hotel Loyalty Program
&% Guest Information Add Program
= Payment Methods
£ Hotel Loyalty Program
Hotel Loyalty Program £ Loyalty Number
A Notifications
Best Western Rewards 24678990
- @
H= Neha Bhakta's Demo Find a Stay Trips Billing Members More v @ A @ v
MY SETTINGS
& My Profile Notifications

Choose which notifications you would like to receive via email and text (standard data rates may apply).
Note: Some options may have already been chosen for you by your travel admin.

&% Guest Information
= Payment Methods

Apply To All
©& Hotel Loyalty Program

A Notifications Nt Eeitiies

nation a tel Engine feature

SMS | Text Message

Email (D
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Profile settings

®

Confidential

Stored cards

Every member must enter a credit card number or
have a credit card on file to reserve a hotel room. This
credit card information will be sent to the hotel to
secure the reservation, but it will not be charged at the
time of booking. Need to add one”

1. Click “Add Card” in the bottom-left of the screen.

2. Input the credit card details and optional nickname.

3. Click “save’”

Guests Will Pay at the Hotel

For every booking, the primary guest will pay for the full
reservation with a payment method of choice at the
hotel. Credit cards used to secure reservations will still
need to be presented to the hotel at the time of check
in if that card is to be used as the method of payment.
Guests claiming hotel tax exemption must bring a
completed tax exemption certificate (see next page).

Add Card

Cardholder name

Card number

Card number

Exp. date Security code

cvwv

Card nickname (optional)

Make default card

Cancel

See how Hotel Engine uses your data in our Privacy Policy.

Zip code

NOTE: Hotel Engine does not store your full credit card information. Our third-party
payment processor will validate your card one time when you set up your account.
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Tax exempt information

State government officials and employees (exempt from state and local hotel tax)

This exemption category includes only Texas state officials or employees who present a Hotel Tax Exemption Photo Identification
Card. State employees without a Hotel Tax Exemption Photo Identification Card and Texas state agencies are not exempt. (The state
employee must pay hotel tax, but their state agency can apply for a refund.)

Tax exemption form:

https://comptroller.texas.gov/taxes/hotel/forms/

Please contact your travel coordinator and/or the STMP if you have questions about your tax-exemptions status. It is the
responsibility of the traveler to present their tax exemption certificate at the hotel and handle waiving taxes directly with the hotel.

State travel coordinator list:
https://comptroller.texas.gov/purchasing/programs/travel-management/coordinators.php



https://comptroller.texas.gov/taxes/hotel/forms/
https://comptroller.texas.gov/purchasing/programs/travel-management/coordinators.php
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Dashboard snapshot

The “Snapshot” section consists of dynamically updated data that is highly [HZ]  Texas Senate Adashy  Ths: M Mbex  Twnds:  CowpinySetbos DO
personalized to your needs. Your “Snapshot” is designed specifically for you,
based on your user role, permissions, and account-specific requirements. Ll
@ 30-day activity i
Travel Policies $45,358.30 $0.00 $114.25 73

In the “30 Day Activity” section, we highlight savings, nights

booked, spend, average nightly rate, and new users added. This Spending Weekly v

data is dynamically updated. "
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My favorite hotels

@ My favorite hotels

The "My Favorite Hotels” section gives you the ability to quickly

find and go to individual property pages to book rooms.

Click the heart on your favorite hotels to add it to the "My
Favorite Hotels” section and get quick access to re-book from
your dashboard.

You can sort your favorites on your dashboard by location,
hotel name, last booked, and most frequently booked with the
“Sort by” drop-down menu in the top-right side of the section.

(3]

Texas Senate Find a Stay

Find a Stay

Save on thousands of places across the globe

@ MY P,mp‘ﬂ,”m?' ‘

Trips Billing

omfort Inn Grapevine

2.5-Star Hotel - 2.9 mi away

< Great (33 reviews)

$109

Near DFW Airpon @Vulnple GSA Rates

" Extended Stay America
Suites Dallas Las Colinas...

2.5-Star Hotel - 5 mi away

Good (25 reviews)

$105

(DGsa:s161

Members Trends

9 Mon, Oct 3 > Tue, Oct 4

« Group Bookings
- Exte fod st wnd

Return to Dashboard
My Properties

Q

My Favorites (4) Hidden Properties (1)

, .

LR ol il o \
0 s o o 11 #Y5,

- "™ '~~_--.

Best Western Plus DFW Airport Suites

Company Settings

> = 1room, 2 guests

R

A
fﬁ -ft }1 £}
AR

Country Inn & Suites by Radisson, Charlotte |...

10
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Trip management

®

Trip summary

The trips summary section provides a high-level view
of relevant trips that you have booked, highlighting
active, upcoming, and recently booked.

Each trip row is comprised of the hotel name, hotel
location, traveler name(s), and check-in or check-out
dates depending on trip status. If you click on an
individual row, you will see more details about that trip.

Trip details menu

You can access this menu by clicking the three-dot
button whether the trip row is expanded or not, and it
gives you some very handy tools. In this menu, you
can view, share, or print the trip itinerary as well as
view the property details if you want to verify
amenities or book a new trip.

P =
mnm

Trips

All m

s
—]

Texas Senate

Active ‘ Upcoming B

Hampton Inn & Suites Roseburg
Tachi Palace Casino Resort

Hostel Comfort Zone

Hampton Inn & Suites Thousand Oa...

Wolf Inn Hotel

Holiday Inn Colorado Springs Airpor...

Past B8

Cancelled [

Roseburg, OR, US

Lemoore, CA, US

Washington D.C., DC, US

Thousand QOaks, CA, US

Sandusky, OH, US

Colorado Springs, CO, US

Only my trips

John Cash

Neha Bhakta

John Cash

Neha Bhakta

Joyce Byers

Neha Bhakta

Dates

9/26/2022

9/29/2022

9/29/2022

9/30/2022

9/30/2022

10/1/2022

-

Find 0 Trips Billing Members Trends Company Settings

Filters v

10/5/2022

10/5/2022

10/7/2022

10/7/2022

10/9/2022

10/6/2022

@A’®v

Map View

Q

=Y

$967.18

@ view Itinerary

(@ Share via email
&S Print

B view Folio

< Modify Reservation

$792.90

$85.64

$210.57

11
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Trip management

©,

Modifying a trip
Depending on the trip type and cancellation paolicy,
you may also cancel a trip from this menu. To submit

a cancellation request after the cancellation deadline,
please call Customer Support at 1-800-803-0452.

H= Texas Senate Find a Stay
Trips
Al B8 Active ‘ Upcoming B

Hampton Inn & Suites Roseburg

Tachi Palace Casino Resort

E Ii Hostel Comfort Zone
I 4‘

Hampton Inn & Suites Thousand Oa...

Wolf Inn Hotel

Holiday Inn Colorado Springs Airpor...

Trips Billing

Past B8 Cancelled [

Roseburg, OR, US

Lemoore, CA, US

Washington D.C., DC, US

Thousand Qaks, CA, US

Sandusky, OH, US

Colorado Springs, CO, US

Members Trends

Only my trips

John Cash

Neha Bhakta

John Cash

Neha Bhakta

Joyce Byers

Neha Bhakta

Company Settings

Dates [

9/26/2022

9/29/2022

9/29/2022

9/30/2022

9/30/2022

10/1/2022

@4’@v

Filters v Q

Map View

]
4

)

10/5/2022 $967.18

@ view Itinerary

(@ Share via email

10/5/2022
._D[ &S Print
B View Folio
< Modify Reservation
10/7/202
10/7/2022 $792.90
10/9/2022 $85.64

10/6/2022 $210.57

12
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Search

®

Search hotels

In the search bar at the top of the dashboard screen,
enter the desired city, travel dates, and number of
guests. Click “Search” to see the hotels matching your
parameters.

Filter & sort results

Specialized filters make it fast and easy to book the
perfect hotel — modify your results by price, distance,
amenities, and more. You can also filter by hotels that
are at or below the GSA nightly rate.

Estimated nightly rate

The message "Est. Nightly" appears when we know that
the live hotel inventory availability is subject to change.
Most of the time this rate will be consistent with the hotel
iInventory available to you in the hotel details page, but
this rate is subject to change based on the live availability

given to Hotel Engine by the hotel’'s system.

e GSA or Lower 15

E Texas Senate

Finda Stay

_‘$dve on thousands of places across the glotié™

@ My Pﬂrop.c'rtlcjs :

E Neha Bhakta's Demo

Filters Clear all

Price Range

(Avg. Rate 585)

$60 $560

Property Name

Popular Filters

Loyalty Eligible @ 0

Refundable Options 15

Free WiFi 15
Free Parking 14
Free Breakfast 9

Find a Stay

Find a Stay

Billing Members Trends

devioo

Company Settings

Is-105/#recorder

™ Mon, Oct3 > Tue, Oct 4 > - 1room, 2 guests

« Group Bookings
o Exte fed stay r

Billing Members Trends

Dallas Fort Worth International Airport, 2400 Aviation Dr,

Grapevine, Texas 76051
10/03-10/04, 1 Room, 2 Guests

Edit Search

Extended Stay America
Suites Dallas Farmers... @D GsA$161

2.5-Star Hotel - 6.8 mi away

Good (19 reviews)

v Refundable Rooms View Details

Extended Stay America $110

Suites Dallas Market... @ osas161

2.5-Star Hotel - 4.7 mi away

Good (30 reviews)

v Refundable Rooms View Details

Extended Stay America $105

Company Settings

t2 || Satelite ;

o @

é

+
8 57 I
Carrollton
L=
nch
(g
Unive

+
u DAL
() High!

13
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Search

@

Open map clusters

When there is a high volume of hotels available,

properties are grouped together into numbered dots on
the map. Each number represents how many hotels are
in that area. Click on a cluster marker or zoom in to see

individual property locations.

Compare against GSA rate

GSA maximum per diem rates will automatically have a

banner around them to make them easier to find. You
can also filter by hotels that are at or below the GSA

nightly rate in the left-hand column of the screen. For
most State of Texas agencies, you must book a hotel

with a nightly rate that is at or below the listed GSA.

Please note, Hotel Engine does not visualize county lines on search.

You'll need to verify the county of the hotel you wish to book to

ensure it's within GSA guidelines.

E Texas Senate Find a Stay Trips Billing Members Trends Company Settings

Dallas Fort Worth International Airport, 2400 Aviation Dr, 8
Satellite |

Filters Clear all Grapevine, Texas 76051 Edit Search
10/03-10/04, 1 Room, 2 Guests
Price Range
D
(Avg Rate 585)
Extended Stay America $120
Suites Dallas Farmers...
2.5-Star Hotel - 6.8 mi away .
Good (19 reviews) H
$60 $560 K
Property Name n
(52
Popular Filters Extended Stay America $110 =
Loyalty Eligible ® 0 Suites Dallas Market... Dosasier .
2.5-Star Hotel - 4.7 mi away
GSA or Lower 15
Good (30 reviews)
Refundable Options 15
Free WiFi 15
v View Details 4
Irving
Free Parking 14
Free Breakfast 9 e
; Extended Stay America $1C
Suites Dallas Las Colinas... )
Property type (Daesas1
2.5-Star Hotel - 9.9 mi away
Hotel 10 3
Good (25 reviews)
Aparthotel ® 0
Motel 5

travel costs.

Hotel Star Rating

Arlington / Fort Worth / Grapevine $167
Tarrant County [ City of Grapevine

GSA Notice

The rate shown here is established by the GSA and used to set the
maximum domestic Per Diem - allowance for lodging (excluding
taxes) - rate for federal travel customers. Many companies use
these amounts as a benchmark for their own businesses and client

Per Diem rate displays average for multiple nights,

Close

Hide GSA rates

Unive

55 [
DAL
@ Highl

14
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Search

@ Multiple GSA rates
Sometimes, you will see “Multiple GSA Rates” on a hotel
listing. This indicates that the zip code in which the hotel
Is located covers multiple counties. The GSA sets per
diem rates for lodging at the county level. It is the

traveler's responsibility to know the GSA maximum per

diem rate of their duty point.

@ View property details
Click on an individual hotel to see its included amenities,
description, individual nightly rates, and available room

options.

Royal Sonesta Houston $115

Galleria [ (D GSA:$122

4-Star Aparthotel - 5.5 mi away

i |8.5 Excellent (34 reviews)

Extended Stay America Suites Dallas Bedford

1908 Forest Ridge Dr, Bedford, TX, 76021

nd a Stay Trips Billing Members Trends Company Settings

Usor Reviews
7.4
Great

Popular Amenitios

TREOHW=0060

Room Details

All amenities
Non-Smoking
Limited housekeeping

In-room climate control (air
conditioning)

Free WiFi

Weekly housekeeping provided

Choose a Room (3)

Studio, Queen

0 10032022 — 10/004/2(

until Oct 3

Towels provided
DVD player
Stovetop

Free toiletries
Iron/ironing board
Kitchen
Flat-panel TV

Description
1 Queen Bed

301 sq feet

Television
Laptop-friendly workspace

Refrigerator

Desk

Premium TV channels
Bedsheets provided
Shower/tub combination
Private bathroom

Hair dryer

Full-sized refrigerator/freezer
Microwave

Cable TV service

J s
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Book a hotel

®

©

Primary guest info

Select yourself, an existing guest linked to your
company’s account, or enter information for a new
guest by clicking “Add New Guest.”

Payment

You must have a credit card on file to complete a
booking for yourself or another state traveler. Select
one of your saved credit cards to continue. If booking
for another traveler, your card will be used to secure
the booking with the hotel.

Your credit card will not be charged at the time of
booking. The credit card information you have on file
INn the Hotel Engine platform will only be sent to hotels
to secure your booking. You will always be required
provide a method of payment for your reservation at

the hotel upon check-in.

/
L
@ Texas Senate Find a Stay Trips Billing Members Trends Company Settings o A @ v
Book Now Secure your stay in less than 2 minutes!
Booking Details Edit
Best Western Plus DFW Airport Suites Room Suite
' Guests: 2
‘$) Refundable before 4:00pm CDT on Oct 3, 2022 Dates 10/03/2022 - 10/04/2022
. - / !
Nights: 1
Pricing Details
Room 1 1 room, 1 night G $119.99
Primary Guest Taxes & Fees: $18.00
0 e Neha Bhakta (you) demo.neha.bhakta@hotelengine.com Change Guest Room Total: $137.99

4 Additional Guest

Trip Information

Project Code

* Trip Name

Is this trip billable?

Payment Method

¢ Michael Thomas
ending in 5455

+ Add Payment Method

Change Payment

Complete Booking

By choosing to complete this booking |
acknowledge | have read and accept the terms
& conditions, privacy policy, and cancellation
policy

16
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Book a hotel

®

O,

Tax-exempt dropdown

Select the correct tax-exemption status for the booking.
The default for this option is NO so make sure to change
it to YES for every tax-exempt employee.

Taxes & fees

Please note taxes & fees will always appear on this
summary. Taxes are waived for exempt employees by
the hotel at check-in. This amount will be removed once
the primary guest submits a tax-exemption certificate
and pays for the booking at the hotel.

Summary

View the individual nightly rate breakout along with a
summary of the booking’s number of rooms, number of
guests, room type, and all fees associated with the
booking. Review all of your selections before you click
“Complete Booking.”

H= Texas Senate Find a Stay Trips Billing Members

Book Now Secure your stay in less than 2 minutes!

Best Western Plus DFW Airport Suites

$) Refundable before 4:00pm CDT on Oct 3, 2022

Room 1

Primary Guest

@ Neha Bhakta (you) demo.neha.bhakta@hotelengine.com

4 Additional Guest

Trends

Change Guest

Company Settings

Booking Details Edit
Room: Suite
Guests: 2
Dates: 10/03/2022 - 10/04/2022

Nights: 1

Pricing Details
$119.99
$18.00

1 room, 1 night @

Taxes & Fees:

Room Total: $137.99

Complete Booking

By choosing to complete this booking |

acknowledge | have read and accept the terms
conditions, privacy policy, and cancellation
Trip Information
n Tax Exempt Stay:
Is this trip billable?

17
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Trips

®

Trip sorting

Advanced trip filters allow you to sort by active,
upcoming, and past trips, as well as by location, traveler,
and hotel. As an administrator, you can also filter to find
“Only my trips” to sort down to your individual travel.

Reservations
View upcoming travel for all your company’s employees
under the “Trips” tab. Select individual trips on the

interactive map or within the list to expand its details.

b ot
"

Texas Senate

Trips

Al B8 Active i)

""“-yl Crater Lake Villa

#%  Gulf Shores Surf...

WS The Shelburne S...

Olde Town Inn

Eden Condo #2...

069-casa La De ...

Gulf Shores, AL, US  Steven...

Fort Myers Beach,...

New York, NY, US

Augusta, GA, US

Captiva Island, US

Find a Stay Trips
Upcoming Past EZ8
atio ) 'S
Big Bear Lake, CA,... Steven...

JohnC...

Robin ...

Dustin ...

Dustin ...

@4’®v

Map View

Billing Members Trends Company Settings
Cancelled [E Only my trips Dates [ Filters v
lers Check-In «Check-OutPrice =v
10/4/2... 10/13/... ?579 36
A Eden Condo #253651
10/4/2.. 19/10/... .51,1du481
O View ltinerary
10/5/2... 19/13/... §1,141.03 ) .
. { f (@ Share via email
S Print
10/5/2.. 19/1 1./... ;583,14 »+ More Options
@® Request late check-in
¢ -
10/5/2... 19/1 1./..4 ..1,09:).26
Extend This Reservation
Book additional nights at the same property. If
the property is full, we will help you book at a
10/5/2 10/10/... $1,091.48 property nearby

S

18
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Trips

H= Texas Senate Find a Stay Trips Billing Members Trends Company Settings 0 ‘. @V
IMPORTANT: All cancellations must be submitted through Hotel Engine.
Never contact the hotel directly to cancel a booking.
All Active [ " Upcoming - Past B8 Cancelled EJ Only my trips Dates [ Filters v Q
@ Modify / cancel reservations
18 Upcoming Trips D View Htinerary e .
1. Click on the “Trips” tab. : S 4 -
8 Crater Lake Villa g Gotg peh
1 ig Bear Lake int = Juniper Dr
2. Select the booking you want to cancel. e e | O 3
*+ More Options
3. Click "Modify This Reservation” and confirm the request ’
. ' G\ulf ?hores S-urf & Racquet by Y... O R Fox Farm Rd ?
lm the popup Wlndow ?(‘;‘,';5""?(')‘(":6”'“' l;‘.seven Herrington :
4 You'll receive an email confirmation once it's completed. Extend This Reservation
Eden Condo #253651 Book additional nights at the same property. If mouﬂ\gd
Fort Myers Beach, FL, US 2::;2:1';1") is full, we will help you book at a 093‘3 ‘g :
10/5 - 10/13 - Dustin Henderson R RS 3 <§ =
Cancel over the phone % E op
View upcoming travel for all your company’s employees under [k 5! 3 Yotong R
—_— o _ _ . B  10/5- 10/11 - John Cash 8uyy, &
the “Trips” tab. Select individual trips on the interactive map or e Modiify This Reservation , "%, L
- Change dates, update guests, and more
within the list to expand its details. Oide Town Inn
B Augusta, GA, US " P IR,
10/5 - 10/11 Robin Buckley ‘ Trip Details Backward Look Lot Cougar Rd c
Note: For same day cancellations, please let the Hotel Engine team know | r— CK231VN
i - © Mapbox © OpenStreetN

ASAP by calling our member support team. Hotels will likely not provide
refunds on same day cancellations.

19
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Modify reservation

®

@

Trip itinerary
Go to your Trip ltinerary by clicking on the "View ltinerary” under

the “Trips” tab, then click on the "Modify Reservation” button.

Request trip modification
You can either:
« Change “Guest Information”

« Change “Reservation Dates”

Confirmation
Our Member Experience team will then reach out to you
to confirm your modifications or let you know of any

other pending issues or changes to your request(s).

Trip updated
The modification(s) will then be updated in your trip itinerary,

under the “Trips” tab.

’

CH

Texas Senate Find a Stay Trips Billing Members

e Modify This Reservation

Kh T =Y Crater Lake Villa

bl Big Bear Lake, CA, 92315

Check-in: Tue, Oct 4th, 2022
Check-out: Thu, Oct 13th, 2022
Guests:
Rooms 1

Total Charge $579.36

& Change Guests

0 Change Dates

# Special Request

Please note, modification requests are not guarante|

A member of the Hotel Enaine team will reach out to vou

Trends Company Settings

Request Submitted
Your request is being processed. Modification reque are not
quaranteed. A Hotel Engine t
with an updat:
Retur F

* Modification Pending

Crater Lake Villa
-" Big Bear Lake, CA, 92315
Check-in Tue, Oct 4th, 2022 «
Check-out Thu, Oct 13th, 2022
Guest
Roo! 1
Total Charge $579.36

20
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Important reminders

Please make sure to enter a credit card and store it on your account to secure a booking. Remember this

card will not be charged at the time of booking and the primary guest will pay at the hotel (see Page 4).

The State of Texas requires all travelers who are eligible for reimbursement to select rooms that are priced at or
below the listed GSA rate for your assigned duty point to qualify for full reimbursement (see Page 11). The State of
Texas also requires all travelers to obtain an itemized folio from the hotel upon check out in order to process

reimbursement claims. Please review all hotel folios for charge and payment accuracies upon receipt.

Please make sure you select YES under “Tax-Exempt Stay?” when booking hotels for guests that are tax-exempt.

This will need to happen with every booking because the default setting is NO (see Page 10).

Tax-Exempt stays cannot apply to bookings paid with Direct Bill.

21
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State of Texas Support Team

Contact your State of Texas Support Team 24 hours a day, / days a week
with any questions or concerns

Office

(800) 803-0452

Email
support@hnotelengine.com
Live chat on
Hotelengine.com



