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Best Western Travel Card® - Tips and Tools 

 

1. Redeem the Travel Card in Member Web 

Steps to Processing Travel Cards: 

• Log into Member Web 

• Click on the ‘Travel Card’ link 

• Click on the ‘Card Processing’ link 

• Choose the ‘Redeem Card’ option 

• Enter the Card Number and click on ‘Submit’ 
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• Enter the Confirmation Number on the reservation 

• Enter the Check In and Check Out Dates 

• Enter the Number of Nights for the guest’s stay 

• Enter the amount being redeemed on the Travel Card 

• Click  ‘Continue’  

 

• You will see a preview screen pop-up 

• Make sure that all of the information is correct 

• If not, click on ‘Back’ 

• If all the information is accurate, click ‘Confirm’ 
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• A Confirmation screen will appear!   

 

2. Post in the Property Management System 

• Go to the guest’s folio in your property management system 

• Post a payment or credit on the guest’s folio for the same amount that was redeemed 
on the Travel Card in Member Web 

• The guest’s folio will then show a credit for the amount of the Travel Card 
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1. Log into Member Web 

Frequently Asked Questions: 

• Click on the ‘Travel Card’ link 

• Click on the ‘Card Processing’ link 

• Choose the ‘Questions & Answers’ option 
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1. Log into Member Web 

Finding the Travel Card Tutorial 

 

 

 

 

 

 

 

 

 

 

 

• Click on ‘Help’ 

• Click on the ‘Tutorial’ link 

• The Tutorial Index will appear 

• Click on the ‘Travel Card’ link 
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Sherry Evans and Lillian Wendtlandt from the BEST WESTERN PLUS Park Place Inn – Mini Suites, #05470 
recommend the following:  

Best Practices from Hotels 

• Get the Travel Card from the guest at check-in. 

• Manually post the room and tax in the Property Management System.  

• Post the amount of the Travel Card on the guest’s folio immediately. 

 

Kaelyn Sherman from the BEST WESTERN PLUS Tuscan Inn at Fisherman’s Wharf, # 05554  
recommends the following:  

• Get the Travel Card from the guest at check-in. 
• Post the Travel Card as a deposit on the guest’s folio immediately, so once room and tax 

posts for the stay, the Travel Card amount has already been deducted from the final bill. 

 

Melissa Roadseldt from the BEST WESTERN PLUS Kelly Inn & Suites, # 35036  
recommends the following:  

• Complete the check-in first and then offer to bring the Travel Card to the guest’s room 
later, or the guest can come back to pick it up.  That way the guest does not have to wait 
at the Front Desk.   

• Set-up an actual payment code in your Property Management System for Travel Card.  
• Always use the Travel Card number for the reference information in the Property 

Management System.   
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Samples of all non-promotional Travel Cards in circulation 
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