
Making hotel bookings 
with Hotelzon

Let’s get started...



Why your company has 
chosen Hotelzon?

Quicker bookings
Bookings made in 60 seconds! Your 
personal information along with company 
details is remembered and stored, saving 
you time when it comes to completing 
reservations.

On the move
Hotelzon’s app allows you to manage 
reservations whilst on the move, from 
your mobile device or tablet. Cancel, 
extend and amend as you need to, 
quickly and easily.

Policy made simple
A company travel policy is essential to 
any business. Hotelzon stores your travel 
policy meaning that when you go to book, 
it’s clear what your best options are. 

Your safety a priority
Your employer has a responsibility to keep you 
safe whilst you’re away on business. Hotelzon 
quickly allows them to locate you should the 
need arise, ensuring your well-being.

Clearer payments
As part of our suite of tools we can also 
integrate and set payment options, so you will 
always know where you stand when it comes 
to checking-out.

...And much more
Hotelzon provides your employers with a range 
of tools to streamline their hotel expense. This  
helps prioritise resources in different areas 
and ultimately, further support your business 
growth.

Search for 
‘Hotelzon’



Getting started: log in at hotelzon.com
Before making a start please ensure your administrator has registered you as a user.

Search hotels
It takes just a couple of clicks to find hotels near 
your desired destination or corporate location.

• Start your search by selecting your stay dates and destination.  
 If needed, you can also define more specific search criteria   
 such as room type and star rating.
• When you begin typing the destination, you will see suggestions  
 for corporate locations, cities, addresses and airports, based on  
 the characters you type.
• The search results can be shown on a list, grid or map, and   
 your company logo will indicate preferred options.
• Choose the hotel you want and you’ll see a list of available   
 rooms and rates.

Book a room
Once you have chosen a room and a rate, the 
Reservation page appears. This page shows a 
form, which includes the details of the booking 
and is pre-filled with your information.

• Verify that all the details are correct.
• Check the cancellation policy and confirm you have read it.
• Make the booking! You will receive a confirmation via email   
 and/or text message depending on your preferences.   
 You can also choose to automatically synchronize your   

 reservations with your Outlook calendar.

Manage your bookings
Hotelzon lists every hotel booking you make, so you can easily see the 
details of your stay or find previous reservations. There are different 
search options and filters to help you browse through all the bookings.

To see your list of bookings, select the menu option ‘Reservations’, 
and then choose ‘View/amend/cancel bookings’. 

• Before you cancel a booking, make sure you are familiar with the cancellation policy.

Update your profile
To access your user information and preferences click on your name in the 
top right corner of the screen. You can modify your personal information, 
language preferences, define payment options, add loyalty cards, and more.

www.hotelzon.com – HOTEL BOOKINGS MADE SIMPLE!



Need help?
Our team are available to help when you need it.

+358 600 93 777        support@travelporthotelzon.com
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