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This Job Aid describes how to make, find, modify, and check in an advance reservation 

for an Año Nuevo guided walk. By default, tour reservations are made with the R2S2 

System Customer. If a visitor has a Distinguished Veteran pass, staff must make the 

reservation with the visitor’s Customer Profile so the visitor will receive the appropriate 

discount. When a reservation is made and the sale tendered, R2S2 prints a receipt and 

the confirmation number is on that receipt.  

The actions in this Job Aid must be performed in the R2S2 Tickets section.  

Make a Reservation – System Customer 

 

1. Click Tickets from the top navigation pane.  

2. Click Guided Seal Walks to display the available tours in the center panel.  

3. Select a Tour start time (click on time in blue above number of available spaces).  

 

4. Select the number of Adult tickets to be sold using mouse and keypad on the right.  

5. Click in the Child field and enter ticket quantity manually or use the keypad.  

6. Click Add to Shopping Cart.  
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7. Verify the correct number of tickets and dollar amount in the Shopping Cart.  

8.  Click Credit Card, Exact Change ( + ) or Tender Cart to process the payment.  

To process more than one tender type or to split a transaction on two credit cards, use 

steps “a” through “e” and start by clicking on the Tender Cart button to display the 

following:  

 

 

 

 

 

a. In the TENDER TRANSACTION window, click in the Cash dollar amount field and 

enter an amount less than the total transaction amount and the Total Balance 

displayed, and marked with “e” in this example, changes to the remaining balance.  

b. Click in the Check or Credit Card field to enter remaining balance. 

c. Fill in required fields for the CHECK PAYMENT (check number and amount) or 

CREDIT CARD PAYMENT (all fields will pre-populate with chip or mag stripe). 

d. Click Accept. 
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There are no card readers in the Training Environment, so type in card number: 4111 

1111 1111 1111 and 999 for the CVV. Make up the other required information. 

Check In an Advance Reservation 

   

   

 

 

1. Click/tap in the Conf#/Customer/Email/ Phone# field and enter the confirmation 

number from the visitor’s printed confirmation or locate in the Journal.  

If the visitor has their printed receipt with confirmation number, or their wristband, you 

may scan the barcode rather than type in the confirmation number.  

2. Click/tap the Check-In button and the wristband(s) print.  

Make a DVP Reservation – Customer Profile 

 

1. Click/tap in the Search for customers field, enter the visitor’s phone number, or 

enter the first few letters of the visitor’s last name, a comma, and the first few letters 

of the first name.  

2. Click/tap on the Search (magnifying glass) button.  

 

3. Verify the address and/or phone number when the search results display.  

4. Click Edit Household and the following screen displays.  
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5. Confirm customer Classification in the Edit Household screen.  

6. Click Close.  

 

7. Click Select Household at the bottom of the Search Customer window and the 

customer/visitor name displays in the top left of the screen.  

Once you select a Tour time from the center panel, the PreCart displays the appropriate 

ticket classification indicated in “a” below.  

 

8. Click Add to Shopping Cart.  
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9.  Verify the discount in the Shopping Cart.  

10.  Click Tender Cart.  

Modify a Reservation 

 

1. Click/tap in the Conf#/Customer/Email/ Phone# field and enter the confirmation 
number. The reservation displays in the center panel.  

If the visitor has checked in, you must click Undo Check In before you can modify the 

reservation. 

2. Click/tap the Modify button and the ticket selection screen appears as shown on the 
next page. 
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3. Select the desired new tour time from the dropdown in the PreCart.  

4. Click/tap in the appropriate ticket field(s) and type or use the mouse and keypad to 
enter the desired number of tickets in each field.  

5. Click/tap the Go To Shopping Cart button. The changes and the balance or refund 

due display. The added tickets are in black and the cancelled tickets in red in “a”.  

 

6. Click/tap Tender Cart button to complete the transaction.  

This concludes Job Aid 12.1: Año Nuevo Tour Tickets.  
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