
MAKING INDIVIDUAL RESERVATIONS ON A DELEGATION BLOCK



Overview

Each delegation contact that submitted a block request will receive a block 
confirmation email when the hotel is assigned.

The e-mail will contain a unique web link created specifically for each 
delegation.

Through this link, individual reservations can be made 24/7 through the 
2026 Annual Meetings Housing web site.

This link can be sent to a delegation coordinator or each individual who 
should be booking a room within the delegation’s block.

IMPORTANT: The link allows direct access to the delegation’s block and 
inventory; ANYONE who has access to the link will be able to make a 
reservation in the block.



Main Page
Next Steps

◦ Enter access code provided in your 
block confirmation letter

◦ Click Make Reservation Button to 
enter the booking site



Home Page
What you will find

◦ Map of all conference hotels

◦ Policies and procedures form for 
delegations

◦ Contact information for assistance



Home Page
Select the check in and check out dates 
on the top of the screen.

You may increase the number of rooms 
reserved from within the block:

o Guests will arrive and depart on the 
same dates

o All reservations will be guaranteed to 
the same credit card

If the guests require different check in 
and check out dates, or to guarantee the 
room(s) with different credit cards, the 
reservation will have to be made 
individually.



Select Room Type
All the hotel rooms that have been 
approved for your delegation’s 
block will appear on this screen.

If you are booking multiple rooms 
in a session:

◦ Select all the room types that you 
will be booking

◦ Increase the number of rooms 
where applicable



Personal 
Information 
Enter guest personal information

◦ First and Last Name

◦ E-mail address to receive 
reservation summary

◦ Delegation’s Name
◦ Country and Organization

◦ For example: Ministry of Finance

◦ Country

◦ Mailing Address
◦ Zeros can be used in the Zip code field if 

Zip/Postal code is not available



Additional 
Requests
On the personal information page, 
there is a box at the bottom where 
additional requests can be made for 
the reservation.

Any additional information that the 
guest would like added should be 
typed here.

◦ For example: Bed Type (for 
rooms that are not specifically 
noted); High/Low floor; 
Near/Far from elevator, ice 
machine, etc.



Billing 
Information
Enter the guest billing information

◦ Credit Card Type

◦ Credit Card Number

◦ Expiration Date

◦ Must be valid through 11/26

Billing Address
◦ If different from mailing address

◦ Select edit

◦ Change Address, City, State, Postal 
Code, Country

Deposits
◦ No deposit will be made to the card used 

prior to the guest’s arrival at the hotel



Recap Page Part 1

Review and Confirm: 

Dates

 Room type

Address

Rates

Reservation Policy Approval



Recap Page 
Part 2
Review Payment Information

Review cancellation and tax 
policy.

Remember to check the 
acceptance of the policies and 
consent box at the top right of 
the screen.

Click Confirm.



Summary Page

Actions Drop Down

Share

• Send a copy of the acknowledgement to 
another individual

• Enter email address(es) separated by a 
comma only

Print

Add to Calendar

• Place an appointment in Outlook



Summary E-Mail
After completing the reservation, the guest will 
automatically be e-mailed a summary of their 
reservation.

The summary e-mail will include:

• Housing Agency Acknowledgement number

• Hotel

• Check In / Check Out dates

• Room type

• Guest name

• Additional request(s)

• Summary of charges

• Policies



To modify or cancel any of the 
information on the reservation, click 
the blue link.

◦ This will bring you back to the 
main booking page

Modifying  / 
Cancelling an Existing 
Reservation



Modifying / 
Cancelling an 
Existing 
Reservation
Add the  email address used to book 
the reservation, check “I’m not a 
robot” and then click Manage 
reservation.



Modifying / 
Cancelling an 
Existing 
Reservation

Modifying / Cancelling an Existing Reservation

Click on the edit button in order to
make changes or click on the cancel 
button to cancel the reservations.

All cancellations should be done 
through Connections Housing until 
September 9, 2026. After this date,
any cancellations must be made 
directly with the hotel. 

Cancellations made after September 
9, 2026 shall be charged a 3-night 
penalty.



Modifying / 
Cancelling an 
Existing Reservation
Click on the edit buttons in the field in 
which you wish to make changes.

Room Information

◦ Make changes to room type and 
dates of stay

Personal Information

◦ Make changes to guest name, mailing 
address, and e-mail address



Modifying / 
Cancelling an 
Existing Reservation
Click on the edit buttons in the field in 
which you wish to make changes.

Payment Information

◦ Make changes to the credit card 
guaranteeing the reservation

Requests

◦ Make changes or add any special 
requests



Date Changes
To change dates

◦ Click the Edit stay dates button under 
Check-In / Check Out Date 
Information

◦ Select the new check in and check 
out date on the calendar

◦ Click the “Apply” button to save the 
dates

◦ Click Confirm Reservation under the 
Reservation Summary

◦ The acknowledgement number will 
remain the same and the guest will 
receive an updated summary e-mail



Miscellaneous

AM26Hotels@connectionshousing.com

If a guest needs to book a date that was not part of the original block

• If the room type is available, which will be clearly displayed on the web site, the guest will be able to book that 
additional night(s)

• If the room type is not available on the requested additional date, the guest will be waitlisted for that night.  All 
other available dates will be confirmed.

If a guest wants to book a second room

• Guest will need to either:

• Select “Make Another Reservation” on the summary page

• If the guest has closed the summary page, they can click the original link again

If a guest wants to book at a different hotel

• Guest will need to submit the request to AM26Hotels@connectionshousing.com

mailto:AM18Hotels@connectionshousing.com
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