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Step 1. Click “Make Reservation.” 
 

 

 
Step 2: Enter your check-in date, check-out date, and the number of rooms needed (up to 25), and click 
“Search”. 

 Be sure to enter the number of rooms needed. 
 To make the process simpler and faster, only enter “1” guest per room. You can add the specific 

number of attendees to each room at a later step. 
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Step 3: Select your preferred hotel from the list. 
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Step 4: Select specific room types for your hotel. 

 Some hotels have more than 1 room type (i.e., 1 king or 2 doubles/queens). 
 Please indicate the number of each room type needed, then click “Select” for that room type. 
 Once the number of rooms needed has been added (they will show in the right column), click 

“Next”. (The number should equal the total number of rooms specified in step 2) 
 Please leave the number of guests as “1” for now. 

 

 
 

 

 

 

Click on NEXT in the reservation summary. 
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Step 5 (not displayed for 5 or more reservations): If you decide you want to adjust your dates, you will 
be able to during this step.  
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Step 6: If you are booking 5 or more rooms, enter your contact information and credit card guarantee 
and then proceed to step 8. If you are booking for 1-4 rooms, please skip to step 7. 

 We recommend using your school’s address information. 
 Email address should be for the booking contact 
 Enter the required information and click “Next”.
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Step 7: If you are booking 1-4 rooms, please update the number of people in each room using the plus 
sign buttons. 

 After clicking the plus sign, the site will populate a space for you to enter additional guest 
information. 

 Enter the Primary Guest information, then enter any additional guests. 
 We recommend using your school’s address information for the Personal Address. 
 Fill out all required information,  click ‘Next’. 
 You will then enter credit card guarantee in Payment Information and click ‘Next’. 
 Skip to step 8 of the instructions. 
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Step 8: If you are booking 5 or more rooms, select the number of guests for each room in the dropdown 
and click the three dots next to each room reservation to enter individual guest details, including first 
and last name, sponsor name, etc. 

 Please ensure the names entered for the housing reservations are spelled exactly how they 
will appear in the National BETA Convention database  

 Fill out all required information and then click ‘Next’. 
 If you are not sure of the exact names for each room at the time of booking, you can leave the 

contact information for each room and come to the site later to update the names. 
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Step 9: Review and confirm. 

 Please review the reservations and cancellation policy. 
 Check the two boxes indicating that you have read and agree to the cancellation policy and 

room policies. 
 Select “Confirm Reservation” 
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Step 10: Retain acknowledgment for your records. 

 When your reservation has been submitted, an Acknowledgement/ Master Acknowledgement 
number will appear and an email acknowledgement will be sent.  

 Be sure to print a copy of this page for your records and save your email acknowledgement in a 
safe place for future reference.   

 
Sample acknowledgement email: 
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Sample acknowledgement email (continued): 
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Sample acknowledgement email (continued): 
 

  
 
 
 
 

Sample summary: 
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Sample acknowledgement email (continued): 
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Sample acknowledgement email (continued): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


