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WELCOME
Your unsold rooms will soon be filled through Hotwire! 
We’re excited to start working with you to offer 
discounts to our flexible and price-savvy customers 
all while protecting your brand’s price integrity. 

What you’ll find in this kit

•	 Load	your	room	rates	and	start	
selling

•	 Welcoming	your	first	guest

•	 How	to	get	paid

•	 Guest	relocation

•	 Hotwire	Partner	Central

•	 How	to	stay	competitive	

•	 Contact	us

HOW DO I START?

Review	this	Hotel	Welcome	Kit

Load	your	room	rates	(We’ll	tell	you	how)

Relax	knowing	your	rooms	are	being	filled	
through	Hotwire

Your first Hotwire guest will arrive 
soon — so let’s get started!
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START SELLING
LOAD ROOM RATES
The first step towards filling your unsold 

rooms is to load hotel room rates into your 

preferred system. By now you should have 

received detailed information on how to log 

into our extranet or instructions on how to 

connect your CRS with our systems. 

SET YOUR RATE
Experimenting with different rates is easy since your hotel name and address are protected until after the 

guest books. Our account managers help you hit all the right numbers with service on a first-name basis.   

TIPS & TRICKS

• Upload inventory and rates not just for the 
next couple of weeks, but as far out as a year 
to start building a nonrefundable base

• Customers see your rate but not your hotel 
name, so don’t just set you best available 
rate (BAR) — set a rate that is low enough to 
encourage customers to book blindly

• Test out a few rates for your run-of-house 
rooms and see which sell out the quickest — 
maybe even too quickly (if that were a thing)

• Don’t let your last minute inventory go to 
waste! Hotwire customers are super flexible 
so discount deeply close to arrival to gain 
last-minute occupancy

• Use our market reports to benchmark rates 
against other hotels in your market, or log 
into Hotwire Partner Central for real time 
pricing guidance

DID YOU KNOW?

Your Account Manager can 
help you with pricing strategies 
so you can make the most 
out of your unsold rooms. 

TYPICAL DISCOUNTS

• At least 30% off lowest 
retail, nonqualified rates

• Better than wholesale or 
bundled hotel and air rates

• Vary as you need — rates aren’t fixed

-70%30
SALE

HOTELS OUTSIDE OF THE US/CANADA
Make sure to specify on the “Hotel Details” page of our 
Extranet (or inform your Account Manager if you use 
your own CRS) whether the net rate includes VAT or not.
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HOW HOTWIRE HELPS

WELCOME YOUR FIRST GUEST

YOUR ROOM WAS BOOKED ON 
HOTWIRE! WHAT NOW?

• Selling unsold rooms helps your hotel reach its revenue 
and occupancy goals

• A new Hotwire guest can become a loyal customer

• Hotwire guests often use the money they save through 
Hotwire on purchases at your hotel 

Consider	this	a	complete	booking	as	Hotwire	
guests	are	provided	immediate	confirmation	

Charge	the	unique	Hotwire	credit	card	number	
for	room	&	tax	only	(any	more	and	the	card	will	
decline)

Obtain	a	guest	credit	card	for	incidentals	&	
resort	fees

Keep	the	Hotwire	rate	folio	confidential	and	
separate	from	the	guest	incidental	folio
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GUEST
INVOICE

1234 5678 9012 3456

1234 5678 9012 3456

Hotwire Mastercard

GET PAID
Hotwire simplifies how you get paid. Just follow these 
simple steps and it’ll be payday before you know it!

HOTWIRE MASTERCARD  
USE GUIDELINES

Each credit card number is  
unique per individual booking
Only use the specified credit card number for each 
reservation.

The credit card number can only 
be charged for room & tax 
Rounding off or “buffering” the amount to be charged 
will cause the card to decline.

The card can only be authorized once,  
any more and it will decline
If the card is authorized for an amount different than the 
net room rate and tax, don’t try and credit back the card. 
Reverse the authorization and re-authorize the correct 
amount. 

The unique number will only be valid for  
30 days after the last day of the guest’s stay

WHAT IF THE CARD IS DECLINED 
OR ACCIDENTALLY ERASED? 

Hotwire guarantees payment to your hotel. 
So check in the guest as you normally 
would, then contact our Hotel Helpline or 
email financehotelhelpline@hotwire.com

!

Find	the	unique	Hotwire	
credit	card	number

•	 In	your	CRS

•	 In	our	Extranet

•	 On	the	faxed	daily	arrivals	
report

Charge	the	Hotwire	credit			
card	for	the	room	&	tax	
amount	listed	on	the	
reservation

•	 Room

•	 Tax

Collect	a	guest	credit	card	
for	incidentals	and	resort	
fees	(don’t	charge	the	
Hotwire	card	for	these)

•	 Incidentals

•	 Resort	fees

21 3
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GUEST RELOCATIONS

HOTEL RESPONSIBILITIES

• Your hotel is responsible for booking the guest 
elsewhere prior to their arrival and paying all 
charges resulting from the relocation, including 
transportation to the new hotel

• The new reservation must be at a comparable 
hotel and in the same neighborhood

• Your hotel must notify Hotwire as soon as 
possible so that we may contact the guest

• Early notice is vital to avoid high costs of 
relocation and minimize guest inconvenience 

• Remove the guest from your hotel system once 
Hotwire has reached out to the guest

To keep guests happy and 
your hotel reviews positive, 
please avoid relocating guests 
whenever possible. 

CONTACT HOTWIRE IMMEDIATELY  
IF RELOCATION IS NECESSARY

If the guest arrives before being reached by Hotwire, 

please have them call Hotwire Guest Support.

!
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HOTWIRE PARTNER CENTRAL

• Up-to-the-minute pricing guidance tells you 
exactly where you need to price to convert 
and lets you adjust  rates with one click!*

• Real time rate suggestions help you confidently 
move rooms in the day, for the day — when 
over 30% of Hotwire customers are shopping!

Monitor hotel performance at a glance, including room nights and revenue, ADR, and market demand 

to ensure you’re getting your fair share.

• Set up an automated daily nightfall deal* to 
ensure you’re selling every last distressed 
room.

• Track your promotion’s performance 
versus the competition.

Enjoy self–service pricing and 
production data in the palm 
of your hand, wherever and 
whenever you want it, with 
Hotwire Partner Central (HPC)!

*Available for hotels using the extranet

Visit	www.hotwirepartnercentral.com	to	see	for	yourself	and	start	selling	rooms	today!
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STAY COMPETITIVE
Daily and weekly reports offer insight into your bookings 

and key market activity — you’ll be able to make 

informed decisions that’ll increase your bookings. 

Each hotel has a dedicated Hotwire account manager that is 

familiar with your brand and your market. Reach out for inventory 

planning and pricing strategy, or if you have a question. 

Below is a list of reports you’ll be receiving via fax or 

email. To manage the reports you receive, contact your 

account manager or call the Hotel Helpline.

FRONT DESK

Daily arrivals report
Fax of guests to arrive that day, contains Hotwire credit card information — daily

Same day booking alert
Last-minute bookings for that day — sent right when the booking is complete 
(See attached sample)

REVENUE MANAGEMENT

Daily flash report
Hotwire search display & booking rate — daily (See attached sample)

Competitive market report / Weekly flash report
Market competition & pricing guide — weekly

Month-end bookings recap
Search display & booking rate — monthly

Hotel rate report
Competitor review & how Hotwire helps — monthly

Hotwire Partner Central
Up–to–the–minute pricing guidance — available whenever and wherever
you want it at www.hotwirepartnercentral.com 
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[ REPORT SAMPLES ]
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DAILY FLASH REPORT
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DAILY ARRIVALS REPORT

MONTH END BOOKINGS RECAP
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COMPETITIVE MARKET REPORT
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HAVE A QUESTION?
We’re here to help. If you have a question or need 

pricing strategy help, don’t hesitate to contact us. 

HOTELS IN THE US/CANADA
Hotel Helpline: (877) 501-2466
Guest Support: 877-HOTWIRE  (468-9473)

HOTELS OUTSIDE OF THE US/CANADA
Hotel Helpline:  0800 452 37100 / +1 415 343 8811
Guest Support:  0808 234 5903

ALL HOTELS - EMAIL ASSISTANCE
General help email: hotelhelp@hotwire.com
Finance issues: financehotelhelpline@hotwire.com


