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1. Introduction

To simplify the accommodation renting out procedure without the presence of the guests, the
preliminary guest data entry function (self check-in) has been added to the VENDEGEM
Szallas application. This function provides an option for the guests to scan their own
passport/ID themselves, thereby not requiring the accommodation provider to be present in
person when the guest arrives. The accommodation provider is allowed to record data of
guests under the age of 14 based on the statement of their legal representative (e.g. parent,
guardian).

1.1. First steps

The accommodation provider first needs to activate the preliminary guest data entry function
in the BEALLITASOK / Elézetes vendégadat régzitése menu of the VENDEGEM Szallas
software.

Elizetes vendégadat-rigzitési funkcid bekapcsoldsa
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To select your preferred communication channel and to enter your contact information, you
should tick the checkbox “El6zetes vendégadat-rogzités bekapcsolasa” .

o Contact information will be sent to the e-mail address provided here.

o In addition to entering the phone number, you must also select the application you
want to use for the video call (WhatsApp, Viber, FaceTime).

o You can also save a secondary phone number by clicking on the "Tovabbi
telefonszam felvétele" button.

To save your setting, click on the BEALLITASOK MENTESE button. The preliminary guest
data entry function will be applicable for all future reservations as long as you do not change
this setting.



Figyelem! Az ELOZETES VENDEGADAT-ROGZITES|
FUMKCIO kikapcsoldsatdl kezdadben az érkezd
vendeégeknel az okmanyohvasast a szallashely-
szolgaltatdnak kell elvégeznie, Amennyiben van olyan

fogla asa amelyet bekapcsolt ELOZETES VENDEGADAT-

If you remove the tick from the ROGZITESI FUNKCIO mellett rogzitett fel, akkor a
checkbox "El6zetes vendégadat- funkeid kikapesoldsival a2z ehhez a foglaldshoz tartozd
rogzités bekapcsolasa", the vendégek szémdéra is azonnal megszlnik az eldzetes
following warning will appear when vendégadat-rogzités lenetbsége

clicking the BEALLITASOK

MENTESE button: | .

Important!

Should you switch off the preliminary guest data

entry function, you must do the

identification document scanning yourself for all future
reservations.

Activating the function does not limit the base document scanning functionality, meaning that
the accommodation provider does have the option to still do it in person.

However, even in this case, it is necessary to make a declaration that the accommodation
provider has successfully identified the guest. (A detailed description of successful guest
identification can be found in point 5 of this manual.)

2. Booking confirmation

Upon entering the reservation details in VENDEGEM Szallas, it is mandatory for the
accommodation provider to enter the e-mail address of the person making the reservation. The
booking confirmation including the unique code of the booking to enter the self check-in page
will be sent to this e-mail address.

Should any data of the booking be modified, the booking confirmation may be resent upon
request . The resend function “Ertesit6 e-mail Ujrakuldése” is available on the page “Foglalas
szerkesztése”.
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3. Preliminary guest data entry

When the reservation details are saved by the accommodation provider, the person arranging
the accommodation will receive an automatically generated confirmation letter to the previously
given e-mail address, which contains the details of the booking, as well as the unique code
and link necessary for entering the self check-in page. This e-mail can be forwarded to the
guest(s) arriving to the reservation if the person arranging the accommodation does not wish
to record all the guests’ data.

IMPORTANT!

Once the guest data is saved, they cannot be modified. It is the accommodation provider who can
modify them or delete guest data saved as a draft. Only after it is possible for the guest to record
their data again before the actual arrival.

In order to use the preliminary guest data entry function, the VENDEGEM Szallas application
must be downloaded to the phone from one of the App Store or Google Play stores. If, for any
reason, the guest cannot enter the booking with the unique code received in the confirmation
e-mail, he/she must contact the accommodation provider, who can resend the booking
confirmation.

The self check-in page can be accessed at any time before and throughout the duration of the
reservation through the link in the confirmation e-mail. The status of the guests arriving to the
reservation is displayed for information but the personal data entered is anonymized to comply
with the GDPR. If needed, it is the accommodation provider who can check the guest data in
the VENDEGEM Szallas system and confirm whose reservation details are yet to complete.

In case the e-mail address of the person arranging the reservation is not saved for the booking,
the system sends push notifications on the incomplete reservation details by e-mail, every day.

The daily notification e-mail contains the data of all active bookings for which the e-mail
address of the person making the booking has not been entered yet.



4. Guest identification by accommodation provider

The requirement of the Ministry of Internal Affairs is that the accommodation provider must
identify the guest, i.e. check the guest’s identity based on his/her personal identification
document.

As part of the arrival process, the accommodation provider must always declare that the
guest's identity has been verified and that it corresponds to the recorded data.

The identity check is not carried out in the VENDEGEM Széllas system. Please find the
detailed instructions in the chapter “Check-in process”.

5. Check-in process

The check-in process consists of the following steps: the guest informs the accommodation
provider about his/her arrival via a channel outside of the application (e.g. telephone). The
accommodation provider then checks the personal data provided by the guest in a video-call
using the self check-in function of VENDEGEM Szallas and makes the declaration that the
data is correct and corresponds to the guest's identity.

........



Vendégadatok részletei a x

Vendég neme

Vendéz csaladi neve Vendéz utdnevali)
TESZT ARANKA I K
Vendég sllampalgarsiga
Vendég szlletési csaladi neve Wendég szulet: i | magyar v
Verdéz sziilatési hetys Vendég sziiletési ideje Lakdhely orszégs
BUDAPEST 1979.01.06. | Magyarorszag W
Lakghely irdnyitdszama
Anyja sziletési csaladi neve Anyja sziletési utdneve(i) 1
Okmény tipusa Okményazonosits

Személyi igazolvany v 12345644

Kapcsolati adatok megadasa
E-mai

teszt@reszt.hu

slefonszim

+36 v 13750498 1223

Lakdegysés

1 A4

( Avendég személyszonossagat ellendr: zterr.)

s . ™ N R
I\ MEGSEM /I( ELOZETES ROGZITES )

The declaration is to be made by ticking the checkbox on the guest data page. Having made
the declaration, the VENDEGEM Szallas application receives and anonymizes the recorded
personal data before forwarding it to the NTAK (National Tourism Data Supply Centre) and

VIZA (Closed Guest Information Database) systems.

IMPORTANT!

Guests' data can be recorded in advance even if the new guest joins a guest who had already

checked in and their reservation is on-going.
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