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Hotel Management Software g

Ver 7.0 Technical support call TCS Inc. (845) 354 4828

CTRL *+ ¢lick to follow links below
File
Print
Print Setup
Exit
RESERVATIONS
U Add Reservation

U Room Information
Guest Information

RN O O |01 o1 O |01

U Company

U Billing Information
GROUP RESERVATIONS:

U SIMPLE RESERVATION:

U COMPLEX RESERVATION:
Update Reservation

Cancel
1 Wait List
Check In Menu
1 Walk In
U Pre-Post Charges:
Check Out / Folio Billing
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U Check-Out 34
Folio/Billing History 37
Night Audit Menu - 37
Post Room and Tax 37

Reporting 38
U Guest Ledger Detail (All Folios) 39
U Management Report (All Folios) 40

U Folio Transaction Audit Detalil 41

U Folio Occupancy Summary ( All Folios) 42

Housekeeping Room Status 44

Revenue Forcast 45

Settlement Report 48

Departures by Date 49
Room Chart 51
Rooms Status 52

Available Room Types 52

Reserved Room Types 53

Room Types (Avalable/Reserved) 54

Guest History by Market Type 54

Guest History by Guest Type 54

Travel Agent Commission 55

Housekeeping Daily Report 55

Vehicle/License 57
Phone List 57
Mailing 58
Deposit Aging 58

;
;
;
;
;
;
i
i
;
;
;
;
;
;
;
;
;
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i

U Security maintenance

i

i

U MAINTENANCE

i
i

60

Property Setup- License

60

Unit Types / Rates Maintenance

62

Package Detail

64

Unit Numbers / Descriptions

66

67

Guest / Category Type Maintenance

/1

Housekeeping Code Maintenance

/1

G/L Account Maintenance

/1

Market Code Type Maintenance

/3

Travel Agencies Maintenance

/3

Confirmation Letter Maintenance

74

76

PURGE PROGRAMS

/6

Gued History Purge

7

Folio History Purge

/8

Transaction History Purge

/8

Canceled Reservations Purge

/8

U Accounts Receivables

1 Aging Report with Payments

79

Payments

79

Receipts

80

Statement

81

81

Aging Report

81

Management Report ( A/R Receipts)

82

Re_Calculate

82
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POS Module - Point of Sale Module 82
U Standard POS Menu 89
Unit Owner Module 90
U Post Charges 91
U Unit Owner 91
U Owners Statements 93

U Post Accounts 95

Management Report 97

U Unit Owner Checks

Support
Web Site- Home

Guest Tracker Main Menu - ICONS

These Icons at the top of the Menu are the most commonly used programs in the
system and are here for an easy short cut to these programs.

ADD RESV  Add Reservation

UPD RESV  Update Reservation

WALK-IN Walk-In Guest

CHECK-IN Check-In Guest

CHECK-OUT Check Out Guest

FOLIO Folio / Billing Maintenance

OCCUPIED  Occupied Rooms

ARRIVAL Arrival List of all Guests arriving today
DEPART Departure list of all Guest Departing Today
INTERNET  Import all on-line reservations from Web
RM CHART Room Chart of all Rooms for the month
GUEST Guest Inquiry / Maintenance detailed display
WAIT LIST  Add reservation to Wait List

LOGIN Login / Logout user for security
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: Guest Tracker Property Management Systems 5.2
File Rsrw Chk-In  Chk-COut  N-Audit | RePorts Setup  LogOm Maint  4/R POS  Help

“ o o Arrivals by Date Ak g & Qﬂ @

ADDRESY UPDRESY walkn  cHeckan  Arrival Detail by Date T INTERMET FMCH&RT —GUEST  wall ST LOGIN

Departures by Date alt+0
Depatture Detail by Date

Room Chark Alt+C
R.ooms Status

v ailable Raom Types
Reserved Room Types
Foom Tvpes (Available/Reserved)

Guest History by Market Twpe
Guest History by Guest Type
Travel Agent Conmmissian

Housekeeping
Housekeeping 2

vehicle/License
Phane List

Mailing
Deposit Aging
Balance Due
Daaily Mar Rpk

File

Print
There is no current use for this option at this time.

Print Setup
The Print Setup Option allows to select the Print that you would like to Print to.

All the printers that are currently setup in Windows 95, 98, or NT can be selected at
any time. If you have a Fax Modem with the proper software loaded you may also fax
a print out to a selected fax number.

Exit
The Exit selection will exit the application and close down Guest Tracker.
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i Guest Tracker Property Management Systems 5.2 - [Reservation Screen]
Eile Bsrv Chkn Chk-Out M-Audit RePorts Setup LogOn  Maint AR POS  Help

i (il Eg) B = =

ADDREEY  UPDREEY CHECK-IM  CHECE-OUT FOLIO OCCUPIED ARRIVAL DEPART

¢

WAIT LIET

&

LOGIR

GUEET

4

INTERMET RM CHART

-
a8
WALK-IN

57 Resexvation

2

Repeat Goest

ARRIVAL' —|+| DEPARTl

Reservation
Febauary, 16 2003

GUEST
TYFE

Adult!
Child

UNIT TYPE |E UNIT NO. |

Total Room:l $560.00
Total Tax:l 56.00

DAILY

I 140,00

Rate

I 02/15/03 4 | 02/19/03

Saturday  Might(s) Wednesday

Arrival Time |3=l]ll PM 'I

G |

148 | 1
Tax Exempt [ Guarantee: |
% pay  ( week © wontn € PRy 0 PhgD

| 422
Am

0o
no

Disc

Misc

ex Payment|

Reservation Total: $616.00

Last Name:' ell

First Name: ony

I | I ekt
Group Total: ala.oo

Charge Card

Type : | Amex

ML:[B

Address 1: |74 GIDFORD STREET

Acct #:

j Name: IT Eell
5213-213213-51133 Exp Diate:| 10/04

asker

Fraster
—

Address 2: |

Deeposit’ Payment

City, State: [Falley Cattage

FT

Amount Accouﬂtl

Zip, Covntry:  [10330

I'Usa

Phone/Salut.:  [914) 588-0303

[vp

Anesr Faement

||

I 280.00 I 200 I 02716403

Category: [ DirectBatt: [ ]

Settlement | nno

Fost Depast [
Date

Lic Model Make

Company: 2 Systems o,
Guest Fmail:

rGUEST PROCESSING ... —

[New || [clear|| [Screen |
Ntes | Exta)| omber |

thelli@ guesttracker.com

Group r
Continue Rere [
Add-To-Group[™
GraupE Leaden 1T

Travel Agenﬂ Market Code
l— I—
Cloze

N Y 1

J (G Inbow - Dutiook E| [ Microsoft ward - . ”a Guest Tracker. [=] Control Panel | | I o4z am

iﬂSlart”J a 5 L >

RESERVATIONS

Add Reservation

The first selection is Add Reservation. Selecting this option will display the Room
Reservation screen. The automatic reservation number will be incremented and
displayed for you as you complete the reservation. ALL raised headings represent
pop-up selections you may mouse click on . ARRIVAL DATE, DEPARTURE DATE,
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UNIT TYPE, UNIT NO., GUEST TYPE, RATE, DISC AMT, MISC CHARGE, LAST
NAME, CATEGORY, COMPANY, DEPOSIT ACCOUNT/DATE, TRAVEL AGENT,
AND MARKET CODE are all selection drop downs for your quick selection entry of
these key entry fields.

Room Information

Arrival Date: is the arrival date of the guest or group and will be entered in
mm/dd/yy format for US version only. To expedite the arrival date, an on-screen
calendar can be selected by clicking the mouse button on the ARRIVAL heading.
Then by using the arrow or keys or clicking on the date, you can click on the proper
date. You can toggle the Date POP-up off and on by clicking on the ARRIVAL heading
or clicking on the Calendar Close button.

# nights:, which is the number of nights that this reservation is being made for. Click
on the (-) or (+) button to decrease or increase the length of a reservation.

Depart. Date: is the departing date or check-out date of the guest or guests. This
date will be displayed automatically depending on the number of nights that had
been previously entered above. The day of the week will also be displayed for both
the arrival (check-in) and departure (check-out) dates entered.

Arrv. time:, will be selected next and this will be the time of the day the guest is
checking in. The format for the time will be hh:mm xx, which stands for
hours:minutes and AM or PM, depending on morning arrival, or afternoon and
evening arrivals. Click on the down arrow to select the correct check-in time.

Unit Type: entry will be the type of room that is being requested. These room types
and associated rates have already been setup. If you would like to display the
available room types on the dates requested you would click the mouse button on
the UNIT TYPE heading. This would display all the available rooms and rates for the
dates requested. Choosing the room type is as easy as scrolling up or down with the
arrow keys and double-clicking the Room Type or by pressing the enter key. Using
the UNIT TYPE Drop Down List will also help you to check the actual number of units
available for the dates requested, for each type of unit type.

Set default room type - in the Unit Type drop down allows you to set a default room
type when entering reservations. This is a nice feature for Properties that have only




---G uestTraCker © Version 7.0

one unit type or for properties that may be entering many new reservations and this
helps save a few steps in the unit type selection process.

Clear - the Unit Type default will be cleared.
Close - to close the drop down unit type selection

UNIT TYPE Bed Icon - The Bed Icon next to the UNIT TYPE heading gives you a
complete list of all unit types and units available for a specific date range. You can
filter, sort, and Print these results. This feature is similar to the room chart in its
functionality during the reservation process.

Click the retrieve button once you have entered your date ranges, etc. and you can
quickly find the units that are available for your guests interests. The start and end
date ranges default to the arrival and departure dates you entered in the reservation
add screen.

Once you see a Unit number you would like to select, double click on that unit no.
line and the unit will be selected and return you to the add reservation entry screen.
The system will warn you of the Unit Type and unit no. you are selecting since you
may be selecting a different unit type as well.

The Print button will print a list of all the units in your selection criteria.

The Close button allows you to close this selection screen, and continue with adding
a new reservation.

There are many ways to select and setup new reservations. GuestTracker
encourages you to try all features in the system to see what works best for your daily
operations.

Tax Exempt: will be Clicked or Checked off if there are no taxes. Taxes will not be
posted for this reservation at time of check-in. The default is to Post taxes.

Guarantee: Guarantee field represents a reservation that a deposit has been
received for (and/or) the room number is guaranteed.

Day, Week, Month, Pkg, Pkg-D check boxes can be clicked on to setup the type of
rate that will post to the Guests Folios. You may Post once a day, once a week, or
once a month. Pkg will post 1 time only, and Pkg-D will post 1 time only with detail
lines for the charges that are setup for that package selection




'“G I.IEStTraCker © Version 7.0

UHIT HUMBERI|=] AVYAILAELE FOR THIS DATE RAMNGE === DOUBLE CLICK. TO SELECT ===
i i Status ext Rsann.it Commenis

LAKE ZIDE

021703 |LAKE ZIDE

02/20/03 |OCEAN VIEW

021203 |OCEAN VIEW

OCEAN VIEW
DOUBLE M3 LAKE SIDE

DOUBLE M3 LAKE SIDE

142 |DOTELE M LAKE SIDE

154 |KING Ve 1 KING BED 20F A, LIVI
145 |KING Ve OCEAN VIEW

152 |KING Ve 1 KING BED, 30FA, LIV
156 |KING oz 1 KING BED, 30FA, LIV
134 |KING Ve GOLF 9TH HOLE VIEW
118 |KING Ve OCEAN VIEW

200 |EING Ve FOOL BIDE

158 |KING N3 Ve 1 KING BED

119 | KING N3 Ve EING ROOL MON 3LIC

UNIT(s) AVAILABLE: 29 From 2/16/03 Te 2/17/03
Rows 1 through 17 of 29
Start Date End Date

|Print || | Filter ||| Sort || calendar [ | [02/16/03 [02/17/03 |Hetrieve| Close |

UNIT NO: is the UNIT # that will actually be reserved for the Reservation. By
clicking the mouse button, all UNIT numbers available for the selected Unit type of
dates requested will be displayed. Choosing a room or unit from the available units
displayed may depend on the status or description about that room, number of beds,
what floor, condition of room, repairs pending, phone, portable bar, etc. All this
information about a room can be set up temporarily or permanently. The description
or characteristics of a room can always be modified. Double click the room/unit you
would like to select. Selecting a Unit is not required when entering a new
reservation!

Guest Type: entry will be the type of guest that is checking in. These guest types
have already been setup in Setup, Guest Type Maintenance setup in the Setup
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Menu. If you would like to display the available guest types on the system you
would press -click the mouse button on the Guest Type heading. This would display
all the Guest Types. Using the Guest type is not required, however for managing
reports and marketing it will be helpful to track Guest History information by Guest
Types.

Adult/child: / question refers to the number of adults and children checking in.
The format will be for example 2/1, which will stand for 2 adults and 1 child. The total
number of adults in a room can have additional charges added to the daily rate. This
can be setup in Room/Rate Maintenance, in Setup.

Rate: entry field represents the 1 night rate of the type of room chosen. By clicking
the mouse button you will be able to display the different rates set up for that room
type. By selecting the correct rate and pressing the enter key or clicking on the Rate
Type the accepted rate will be displayed in the Rate: field. Once you Select a Rate
from the Rate List you have activated the Rate Table. Activating the Rate Table
controls and protects Rates from being changed. If you would like to override a rate
after selecting from the rate drop down you must re-select the Rate Type first, this will
clear out the rate table activation and allow you to manually enter a rate for that
reservation.

Discount: field represents a discount for the Reservation. This discount can be
group rates, special promotions, or guest discounts known in advance. Enter the
discount amount in Amount of Discount per Night. (Optional). If you would like to enter
a % discount then click on the DISC heading and a discount calculation pop-up screen
will allow you to enter 10% and then click calculate to display the discounted amount.
Last, click the return button to exit the calculation pop-up and automatically have the
discount amount entered into the DISC amount.

Misc. Acct: field represents a Miscelaneous Charges. Click the mouse button to
Select from a list of Charges. This is not required for Additional Charge postings, but if
used will give you Detail information of the type of Misc charge that will post.(Optional)

Misc. Amt: is the Rate per Night of any additional charges that are recognized at the
time of the booking. For example, extra beds, limousine service, special dinning
plans, or group trips through the hotel guest services, etc.(Optional)

Reservation Total: field will display the total amount for 1 Reservation for the nights
reserved. (display only)

Group Total: Will display the Total of a group reservation.(display only)
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Total Room: field is an automatic display field. The Total room amount for the
reservation. The Total room revenue will display automatically for the entire
Reservation.(display only)

Total Tax: field is an automatic display field. The Tax Rates were set up in Property
setup. The Tax amount will display automatically for the entire Reservation. (Display

only).

Guest Information

Guest Last Name: If the guest has Vvisited the property in the past and
consequently has an Account set up on the Guest Tracker system there is no need
to reenter the guest information. By clicking the mouse button on Last Name
heading you can display all accounts in alphabetical order by last name, starting
with 1 letter or letters you have partially entered in the Last Name. It is important to
enter only a few letters from the last name. If they have not stayed with you before
and you do not see their name in the popup list, then Click on the CLOSE Button to
escape and continue entering the last name, first name, address, phone, and so on.
You may also click on the CLEAR GUEST button. This will clear the Guest
Information only to start fresh.

Once a Guest is selected or entered for the first time you can enter guest notes about
the Guest. By clicking on Notes button, a Notes Windows will display and prompt
the user to enter any pertinent information about the reservation or guest.
Previous guest notes from that guest will also appear if they exist. When you are
done entering guest notes press the NOTES button again to save your guest notes.

Address 1: and Address 2: and City: are the street address and city of the guest.

State:, Zip:, and Country: are additional address fields for the remaining part of
the address needed for billing purposes or seasonal marketing projects.

Home phone: and Work phone: () - Ext: are the phone numbers where the
guest can be reached in case of a needed follow up phone call by the property.

Salutation: field is the Guests title if applicable.

Category: From 01-99, a number that will represent another entry you may use off
season to create different mailings based on the Category. By Clicking on the
Category button, this will bring up a list of all pre setup categories for you to select
from.

DB: Direct bill field will represent the type of Guest making the reservation. If the
DB box is checked, this would make this guest a direct bill account, otherwise the
Guest Bill will be due at the time of checkin or checkout.
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Company

Company: If the guest has an established relationship with the property the
Guest will consequently have a Direct Bill Account set up on the Guest Tracker
system. By clicking the mouse button you can display all Direct Bill Accounts in
alphabetical order by Company name, starting with 1 letter or letters you have partially
entered in the Company Name. At the time of check out the system will allow you to
post an Invoice to this Direct Bill Account.

Guest E-mail: Enter the Guest e-mail to enable you to e-mail confirmation letters or
any custom letter to the Guest. Also, to build an e-mail Database for off season
marketing through your e-mail database of Guest accounts.

Billing Information

Card Type: field only needs to entered if the guest is reserving the rooms or room by
credit card. If a deposit is being mailed in via cash, check or money order this entry
can be left blank.

Name - card holder: will be entered with the exact name as it would appear on the
credit card.

Card #: will be the credit card number exactly as printed on the credit card.

Exp Date: is the expiration date on the credit card. This date will be in the format of
(month/year), ex. 10/02.

Deposit / Payment
Amount: field will be the amount of deposit due prior to check-in for that reservation.

Account: is the G/L account to track Deposits by Acct # for accounting reports. By
clicking the mouse button a window of deposit accounts will be displayed. Your
unique deposit accounts may be set up in G/L Accounts. For example, Deposit
Amex, Visa, Mastercard, Cash, Check, etc.

Date: will represent the date the deposit is due in order to confirm the reservation.
This date will be used in the Deposit Due report. This date can be overwritten with any
date you chose.

Post Deposit: will indicate whether or not the deposit has been received and the
Reservation is confirmed at the time of making the reservation. The room deposit will
be posted and credited to the Guest Folio. In this case check off Post Deposit at the
bottom of the screen.
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Settlement: filed is an optional field for billing arrangements for checkin or checkout.
The settlement amount will display the Balance Due during check in, considering the
deposit received thus far.

Travel Agent: field is to select a Travel agent. To select a Travel agent by clicking
the mouse button on the Travel Agent heading a Drop Down List will Display all
Travel Agents. To track travel agents business use this field to enter the correct Travel
Agent.

Market Code: field is to select a Market Code Type. To select a Market Type click
the mouse button on the Market Code heading and a Drop Down List will Display all
Market Codes from SETUP. To track business by Market Type this field should be
entered. (Optional).

Vehicle Information

License / Model / Make: To enter information about a Vehicle you will. The License,
Model, and Make of the Vehicle will be entered here.

ADD Button:

A last pop up screen will display the details of the reservation and ask i Ad d
Reservation Yes or No. This will be your last chance to review the details of the
reservation befor e wr i ti ng i t. I f you enter ANO t
screen for any changes.

If you click on YES the system will write the reservation.

If you entered Deposit information and checked off Post Deposit the system will
prompt you to Print a Letter from a list of letters you have pre-defined.

At this point the system will reset for the next reservation to be entered. If you would
like to Close the Add Reservation, click on the CLOSE button in the bottom right hand
corner.

Bottom Bar information

Along the bottom of the Reservation are other fields to select at any time during the
Reservation.

New: The New button will clear out the Guest information you have entered or
selected. This will allow you to enter a new Guest.

Notes: Unlimited notes can be entered for your Guest and their stay.

Screen: The Screen button will allow you to Print a copy of the Reservation as you
see it on the screen - Print Screen.
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Member: The Member button will pop up additional membership information. If you
track member info , such as membership status, expiration date, referral codes, malil
code, Mail request date, posting of a membership fee or annual member fee with an
auto-post feature.

Clear: The clear button will clear information being entered in the Guest Info. This is
for a new Guest that needs to be cleared.

Extra: Additional information, Birthday, Anniversary, and Y/N message field. Click on
the Yes button and enter a message you would like to pop up any time this Guest is
selected in the future.

Group: The Group button is checked for a Group Reservation. When this is checked,
the Room No: field wildl change to fA# of
rooms you would like to make a reservation for. If you select Group the Group Queue
button will display.

Group Queue: This field will be checked if you have a large group reservation that
requires more then 1 Room Type. Without this feature you may select only 1 Room

Type when making a Group Reservation. After you select Group, then the Group
Queue, you will enter the reservation as normal. When you are complete with the first
room type, click on the gray box at the t
current reservation to °Gooakwil diglayeiruteedGroupl h e n
Queue. Tip * - before clicking group Queue, enter the Guest Name information since

the Group Queue Display will block the Guest name information. Make sure the last

entry of a group is on the main reservation screen and not in the group queue.

Add to Group: This button will be used if you need to add a reservation to an
existing group reservation. Once you select this feature a list of all existing Group
leaders and their reservations will pop up. Select the Group you would like to add to.

Split Resrv: If you have a reservation that will require a room change during the stay
or a Package rate + additional nights this box will be checked to allow you to create 2
reservations that are linked together as 1 reservation under that Guest. Once you
complete the first part of the reservation, the system will automatically bring up a new
reservation screen ready to enter the second part of the reservation. The arrival date
will be the departure date of the first part and the room type, room, and rate can be a
different selection.

Add-To-Group: This is used for entering and adding a to an existing Group
reservation. This feature allows you to select the Group from a pop-up list, and then a
single reservation to it. The reservation will be connected to the Group for
Confirmations and Check-l n 6 s .
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ADD: The Add button is clicked when you are ready to Add the reservation. If there
was a required field the system will prompt you with fields in red to be entered. There
are only a few required fields. Dates, Guest name and city, ST, and room type.

Calculate Balance: Calculates amount difference between Reservation total and
deposits received so far.

Print - Letter: You will automatically have an option to print a confirmation letter when
you have added the reservation. In Update Reservation you will have the option to
Print more that 1 letter with the Print Letter option. Also, you may print our standard
letters built into the system or custom Word documents custom designed with MS
Word.

Wait List: You can Wait List a reservation if there are no room types left of the
requested room type by the Guest. The Waiting List reservation allow you to build up
a Waiting List. The system will prompt you that it is adding a Waiting List reservation.
You can later turn a waiting list reservation into a active reservation in the Rsrv Menu,
then Wait List option. You can then select a Wait List reservation from there.

Close: If you would like to Close the Add reservation program at any time prior to
Adding the reservation you may click on the Close button.

GROUP RESERVATIONS:

INTRODUCTION: Group reservation is used to link multiple reservations
under a common group leader, which may or may not be staying at the hotel.
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The leader could be a guest or a company that will be diréed laihd
invoiced through account receivable (A/R).

Group reservation can be broken down into two categories:
SIMPLE and COMPLEX

SIMPLE group will have the same length or stay, unit type and rate type.
COMPLEX will have guest members with different urated rate types.

SIMPLE RESERVATION:

[ADD RESERVATION SCREEN ...

Reservation
July, 08 2005

ARRIVAL | - | +| DEPART | UNIT TYPE | %8z UNIT NO. |

Double Click helow to select existing guesior <NEW> fora oL
[Cast Name First Name [City tate] Zip |Guest No CREDIT CARD NO

MNarus of ard holder Valid Thru
i

DEPOSIT / PAYMENT
Amovat Accoust| | Date
+ow+Reight click rowe in shove window to-visw gusst history. R | 0708105
posie [~

Chack and Up date to Posta De;

T Click on the OUNIT TYPEOGO button an
which will enable you to determine how many units are available for each
unit type.

9 Select the nit type that will be used for the group by double clicking your
selection.

it Type Selection [DoubleClick to select]

UNIT TwPE AAILABLE
2

Fows 1 through 6 of 6
Set default roorm twpe T Clear default I

16
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T Now click on the ORat ebd
you are not using a pi&et rate just type the rate you

T Now find the 06Sel
it and find a check box.

Ml Guest Tracker Property Management Systems 6.1

File Bswv Chidn Chk-Out N-Audit RePots Setup LogOn Maint Unit Owner AR A

ofdhe screénpldok to the ledt bf t

button and
want.

h

# v H H H B " 8

ADD{MEW UPDATE  WALK-N  CHECK-N OCCUPIED CHECK-OUT HISTORY — GUEST FOS AR GIFTCERT. UNTOWN  BACK-UP

BE &£ & BH = 9 £ & ® T = B B

RMCHART ARRlvAL DEPART  STATUS  AVAIL  IN-HOUSE BOOKING DEPDSMS  HKRPT  H-KRPT2  CHANGE UM OUT  LABELS  PARKING PHONE EXT

ADD RESERVATION SCREEN ...

Reservation
July, 08 2005

| M= UNIT NO. |

| Adule/Child

UNIT TYPE

FULL
Tax Exempt [ | Guarantee: [
|(=‘ Day © Week C Mth © Pkz ( PkeD

ARRIVAL | - | +| DEPART |

[07/09/05 2 Jo7/11/08 |
Saturday  Mightf)  Monday

I Arrival Time:

110

Unit Acet. I ~| Rate 50.00

.00

$160.00
160,00

Disc

Reservation:

Group:

Douhle Click helow to select existing guest or <NEW= for a new guest.
First Hame |Cily |Stale| Zip |Guest No.I

CREDIT CARD NO

Last Name

Valid Thru
[ 7

Harae of card holder

G Tope li
L
T —

*++Right click rows in sbove window to view guest history.

Last Name Guest No.

NEW

™ SplitResen.
Group Resery.

DEPOSIT / PAYMENT

Amount

Accuuntl

Date |

00, g

| 07r0z/03

Check and Update 1o Posta Deposiz [

Tser  master

Unit Total:
Tax Total

Settlement:

$160.00
$0.00
0.oo

EEE

™ Addto Group

I Select I‘

Email

Close

T Click

on

t he

check

box:

0Group Res

message will be displayed: Will the group consist of differing Unit type

and

rat es?

For

simpl e

Response iz Heeded. . |

Use Group Queue?

Willthe group consist of
differing Unit types and rates?

IYES I|

sel ec

group
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1 Aft er sel ectin
60Group | eader
mo s t of t heir

g ONOG6, another
accepting

group member s,
Response is Needed |

Bill To Group Leader?

Group leader accepting charges?

iz

=,

1 A small box will appear at the top right cernof the screen indicating
whether you have chosen to charge the Group Leader or not.

b o x

s el

w

charges?596

e C 1

e e—dm
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Il Guest Tracker Property Management Systems 6.1

File Rsre Chkdn Chk-Out M-Audit RePortz Setup LogOn  Maint  Unit Oweer AR A =

B s S 2 B B

ADD/NEW UPDATE  WALKIN  CHECE-M OCCUPIED CHECK-OUT HISTORY — GUEST LOGIN  Meszage GIFT CERT. UNT OWH  BACK-UP

B ¢ # EH ®» ¥ € & ® ®B ®B T =2 2 @

RMCHART ARRIVAL  DEPART  STATUS WAL INHOUSE BOOKING DEPOSTS  H-KRPT  HERPTZ  CHANGE UNTOUT  LABELS  PARKING PHOMEERT

Cal

AR

¥ OE @

FOS

ADD RESERVATION SCREEN _

Reservation
July, 08 2005
ARRIVAL |- | +| DEPART | TOTAL UNITS

[07/09/05 2 [07/11/05
Saurdey  Might(s)

Arrival Time:

UNITTYPE |
[ FULL | l

Tax Exempt r Guarantee: [
[Fpwy Cowesk Cim TPk O PieD

Adult/Child:

Meonday

Bill the Group Leader? &7
Unit Acet. vl Rate

10

DAILY

$0.00
.00

Reservation: $160.00
e 16000

Disc

DoubleClick below o select existing guest or <NEW= for a new guest.
Last Name First NamelDity |Slate| Zip |Guest No.

CREDIT CARD NO

Harne of card holder Walid Thru

|,—

DEPOSIT /PAYMENT
Agount Accousnt Date
@ s o

Check and Update to Posta Deposit v

#4+Right click rows in ahove window to view guest history.

Last Name Guest Mo.

NEW

Jma
i —

Tser  master

Unit Total:
Tax Total

$160.00
$0.00

Settlement: 0.00

= Grlit Feseny
W |Group Fegery
= AdrfE Ereip

Email

| |
(e

CRE

|Ready

Notice where the ni

with a drop down box.

u

number di spl a

1 Select the drop down arrow and pick the number of units that will be

nealed to the already selected unit type.
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Ml Guest Tracker Property Management Systems 6.1
File Bswv Chidn Chk-Out N-Audit RePots Setup LogOn Maint Unit Owner AR A

2 » H H H Hoo& B O o# O ™M@

ADD{MEW UPDATE  WALK-N  CHECE-N OCCURIED CHECK-OUT HISTORY ST FOS LOGIN  Message AR GIFTCERT. UNTOWN  BACK-UP

& BH B ¥ £ & wW ®W ® T = 9+ @

RMCHART ARRlvAL DEPART  STATUS  AVAIL  IN-HOUSE BOOKING DEPDSMS  HKRPT  H-KRPT2  CHANGE UM OUT  LABELS  PARKING PHONE EXT

ADD RESERVATION SCREEN ...

Reservation
July, 0 2005 Bill the Group Leader?| [+ DAILY
ARRIVAL | - | +| DEPART | UNIT TYPE | TOTAL UNITS Unit Acet. | | Rate 80.00
[o7/09/05 2 o7/1105 FULL | - Atule/Chilk[ 10 | Disc | 00

Sahurdey  Might()  Monday Tax Exempn [ Reservation: $160.00
| Arrival Time: @ Day O Week C Mith Group: 160.00]

I 4 Miscellaneous Charges

-

Douhle Click helow to select existing guest or <NEW= for a new guest. G Tape

Last Name First Name |Cily |Stale| Zip |Guest No.I CREDIT CARD NO !
[==] Source I

Harae of card holder Valid Thru Market I
I I ! Travel I

DEFOSIT / PAYMENT Tser  master
Amount Accuuntl Date |

*+*Right click rows in shove window o view guest history. I 00 ﬂl I 07/0305

Last Name Guest No. Check and Update 1o Posta Deposit [/ Unit Total +160.00
NEW - Tax Tatal $0.00

| Settlement: 0on

S o o [ [ :
— = Addito Grong :

|F|eady

M Sel ect OADD GROUPOG button | oca
Select 6Yesd6 to the pop up window i
correct. ONoO, i f not correct

ADD RESERVATIDN(S) |

4 Caonfirmation(z]

?)

2
Uit Type FULL

Foom $# Mot Selected

Check-ln Check-Out
7842005 74152005

2 Might[=] & $230.00
Feservation Tatal = B40.00
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I f OYESO6, a f e wprigiogpepart®mawappedrpleading back
to a blank ADD RESERVATION SCREEN.
YOUR SIMPLE GROUP REERVATION IS COMPLEE.

COMPLEX RESERVATION:
9 Enter the arrival and departure dates of the group.

I Guest Tracker Property Management Systems 6.1
File Rsrv Chkn Chk-Out M-2udt RePorts Setup LogOn Mant UnitDwner &R POS Help

g8 2 B & B

#DD!MEW UPDATE  WalK-N  CHECK-N OCCUPED CHECK-OUT HISTORY — GUEST POS LOGIN  Meszage AR GIFTCERT. UNTOWN  BACK-UP

B £ &£ BEH = @ & ® ® ® T = @ &

RMCHART ARRIWAL DEFART  STATUS  AVAIL  IN-HOUSE BOOKING DEPDSMS  HKRPT  H-ERPT2  CHANGE UNT OUT  LABELS  FARKING PHONE EXT

ADD RESERVATION SCREEN ...

Reservation
July, 08 2005

o

= WM @

UNIT TYPE

ARRIVAL | - | +| DEPART |

| M2 UNIT NO. |

Unit Acet. |

[07/09/05 5 [o7/12/05 |

Satueday  Night() Tuesday

W | Arrival Time:

Tax Exempt [ |

I Adult/Child: I_!

Guarantee: |

|(-‘ Day O Week € Mth € Pkz C PkeD

j Rate
Disc

Reservation:

Group: 0

Last Name: | I
First Name: MI:I_

Address 1:

Address 2:

City, State:

Zip, Countrys

Phone No. 1:

|

|

[

[
-
[

Phone No. 2

Guest Email: Dml

Compere| D

5=

™ Split Resen.
I” Group Reserv.

I Select I

CREDIT CARD NO

Harae of card holder Valid Thru

[ 7

Check Payment
Amount Accuuntl Diate |
| .an ﬂ| |DTEDSJ’D5

Uscheck and Update to post another deposit: [

e
Y —

Tser  master

Unit Tatal:
Tax Tatak

0.00
$0.00

Settlement: 0.0n

Email

| e e L i

| Restore | |Qlose |

|F|ead}l

T Click on the

0 UNI

T TYPESO

llbappeatr. o n

and the

This will enable you to determine how many units are available for each unit type.
Make sure you have enough units available in each one that is chosen.

Select one of the unit types that will be used for the group by double

clicking your sedction.

Unit Tuvpe Selection [DoubleClick to select]

UMNIT TvYPE AT AILAELE

Rows 1 through 6 of &

Set default room twpe I Clear defaur T
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Notice that only one unit type is selected for now.

T Click on the 6Rated button
not using a pr&et rate just type the rate you want.

T Now find the 6Sel ecto
it and find a check box.

and sel

b u K tb thenleftaft t h ¢

Ml Guest Tracker Property Management Systems 6.1
File Bsv Chiedn Chk-Out N-Audit RePots Setup  LogOn Unit Owner A/R POS  Help

@ @ & ¥ H B B & B #

ADD{MEW UPDATE  WALK-N  CHECK-N OCCUPIED CHECK-OUT HISTORY — GUEST FOS LOGIN  Message AR GIFTCERT. UNTOWN  BACK-UP

& BH B ¥ £ & wW ®W ® T = 9+ @

RMCHART ARRlvAL DEPART  STATUS  AVAIL  IN-HOUSE BOOKING DEPDSMS  HKRPT  H-KRPT2  CHANGE UM OUT  LABELS  PARKING PHONE EXT

I aint

#OH ®

ADD RESERVATION SCREEN
Reservation

ARRIVAL | - | +| DEPART |

Fuly, 0 2008

UNIT TYPE | ¥&s=d UNIT NO. |

[07/00/05 3 |o7/12/05
Satueday  Might(y)  Thesday

Arrival Time:

| DOUBLE K |
Tax Exempt u Guarantee: | |
|(-‘ Day ( Week € Mth ( Pkg ( FPkgD

DALY |
Unit Acet. | -] Rate ESB.OBE

Arluthlu'ld:I ! Disc .00

Reservation: $750.00]

Group: 750.00)

CREDIT C

ARD NO

Harae of card holder

Walid Thru

Amount

| 7

Check Payment

Accountl Diate |

Miscellaneous Charges

G Type

—
L] —
]

User  master

00, g6

| 7nzns

ncheck and Update to post snother deposit: [

Uit Tatal:

$760.00

™ Split Fesen

Tax Tatak

‘ Settlement:

$0.00
0.00

Email

|Qlose |

I” Group Reserv.
| e i =

|F|eady

T Click on th
message wi l
and rates?b9d

Response iz Heeded. . |

Use Group Queue?

e
I

Willthe group consist of
differing Unit types and rates?
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T After se$S@cammtghe&wEbox will appear
0Group | eader accepting charges?
If your group leader is accepting all or most of their group members, select

60 Y E@h&rwise selead N O 6
Response is Needed |

Bill To Group Leader?

a
0

Group leader accepting charges?

o ||| e

T Once OYESO6 is selected
with ten rows for different unit types to be entered.

M Guest Tracker Property Management Systems 6.1
File Bsrv Chkn Chi-Out MN-2udt RePots Setup LogOn Mant UnitDwner &/R POS Help

B & £ v H H H I O I .

ADD/MEW UPDATE  WaALK-N  CHECK-N OCCUPED CHECK-OUT HISTORY — GUEST POg LOGIN  Mecsage MR GFTCERT. UNTOWN  BACK-UP

B & &£ BEH = ¥ £ & ® B ® T =@ F @

RMCH&RT ARRIvalL DEFART  STATUS  AVAIL  IN-HOUSE BOOKING DEFDSMS  HKRFT  H-KRPT2  CHANGE UMNT OUT  LABELS  FARKING PHONE EXT

ADD RESERVATION SCREEN ...

7 Reservation Reservation

4 New Guest July, 08 2005 Bill the Group Leader?ll-

UNIT TYPE TOTAL UNITS Unit Acct. ~| Rat
I INSERT INTO QUEUE I | it Acet. | 7] Rate
[ DOUBLE K | - Adute/Crite[ 170 Disc

- GROUP QUEUE (assigned to membars of group leader).
i of Units Unit Type Fate Type  Rate Amount Rate Plan
Line 1 Only use queue for groups containing different Unit types and

rates.

I Line 2
The guest entered will be assignes to each reservation in the group. Later NE'W

I_ Line 3 GUEST should be selected to enter each unique member name(Leader does not
change). temporarely assigned to all reservations in the group.

I Line 4 Mumber of Reservations created will be determined by the <# of Units> on each

l_ Line 5 line: group queue line, plus <Mo. of Units> still displaying on reservation screen

ine

) The Group leader will be assigned the Unit Type and Rate left on the reservation
I Line 6 screen, NOTE: The last group entry is the one still on the reservation screen

I Line 7 <Bill the Group Leader> should be checked if that leader will be paying for all

. members's unit charges. This iz checked or unchecked automatically bazed on
I Line 8 the answer to the question < Group lsader accepting chagres?: , which popups
I— Line 9 after checking GROUP RESERY. on reservation screen.

I— . Group reservations will be created after selecting <ADD GROUP>_
Line 10

MI)|| Bal. [ Eggz?&iia’é I Select I‘ IADDGROUPI Email |Restore|

I ol e i
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If you have a complex group and a queue is displaying:
Notice that the O6UNIT TYPEG6 and
You must select your total units for this particular unietyp
T Sel ect O6I NSERT I NTO QUEUE
Typed, ORate Amounté and
the queue.

Ml Guest Tracker Property Management Systems 6.1

File Rsrv Chkdn Chk-Out M-Audit RePorts Setup LogOn Mant UnitOwner AR H =

B2 £ v H H H I . .

ADD/MEW UPDATE  WALK-N CHECE-N OCCUPIED CHECK-OUT HISTORY — GUEST POS LOGIN  Message AR GIFTCERT. UNTOWN  BACK-UP

g & BH ® ¥ © & ®w ® ®W T =2 @

FMCHART ARFlYAL  DEPART  STATUS  AVAIL  IN-HOUSE BOOKING DEPOSMS  HKRPT  H-KRPT2  CHANGE UM OUT  LABELS  PARKING PHONEEXT

ADD RESERVATION SCREEN ___

8 Reservation Reservation

S| New Guem Tty MEND Bill the Giroup Leader?| 7]
ﬁ UNIT TYPE TOTAL UNITS UnitAcet. | =] Rate =0 00|
INSERT INTO QUEUE | e L =>7-0
| DOUBLE K | 2 - Adute/crine[ 170 Disc ]
-~ GROUP QUEUE (assigned to members of group leader). -

# of Units Unit Type Rate Type  Rate Amount Rate Plan

2 DOUBLEE |[DAILY 25u_|]|]| ID Line 1 Drtlly usge queue for groups containing different Unit types and
rates.

I Line 2 . .
00 ine The guest entered will be assignes to each reservation in the group. Later NEW
0o I Line 3 GUEST should be selected to enter each unique member name{Leader does not
change). tempararely assigned to all reservations in the group.
00 I Line 4 Mumber of Reservations created will be determined by the <3 of Urits> on each
00 l— Line 5 line aroup gueue line, plus <Mo. of Units> stil displaving on reservation screen.
ne

.00

00 I Line 7 <Bill the Group Leader: should be checked if that leader will be paying for all
. members's unit charges. This iz checked or unchecked automatically based on
00 I Line 8 the answer ta the question <Group leader accepting chagres?» , which popups
. after checking GROUFP RESERY. on reservation screen.
00 I Line 9

0 l_ Line 10 Group reservations will be created after selecting <ADD GROUP>_

) The Group leader will be assigned the Unit Type and Rate left on the reservation
I Line 6 soreen, MOTE: The last group entry is the one still on the regervation screen

m|>|| Bal. [ Egﬂg?giz:’e I Select I‘ IADDGRUUPI Email |Hestore|

I Aol G

|Ready

1T Select the OUNIT TYPEOG button agai
Pick the accurate numbef total units needed and change the rate that is
desired for your new unit type selection.
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Ml Guest Tracker Property Management Systems 6.1

File Bsv Chidn Chk-Out N-Audit RePots Setup LogOn  Maint  Unit Owner

AR FOS Hep

B B s H =

ADD{MEW UPDATE  WALK-N  CHECE-N OCCURIED CHECK-OUT HISTORY

E

GUEST

FOS

& B W

LOGIN  Message AR

#OH ®

GIFT CERT. UNTOWN  BACK-UP

@ & B B ¥ @£ &

RMCHART ARRIvAL  DEPART  STATUS  AVAL

IN-HOUSE EBOOKING DEPDSMS  H-KRFT  H-ERPT2  CHANGE UM OUT  LABELS  PARKING PHONE EXT

' ' *r = & @&

ADD RESERVATION SCREEN ...

9

Reservation

Reservation

b New Guest

I INSERT INTO QUEUE I ‘

UNIT TYPE

July, 13 2005

| TOTAL UNITS

| DOUBLE @

| 3

[ |

Bill the Group Leader?| [+

Unit Acet. I ~| Rate

Disc

Aduli/Child:| 1/0

200.00

.00

-~ GROUP QUEUE (assigned to members of group leader).

1 of Units Unit Type Rate Type  Rate Amount Rate Plan
2 DOUBLEEK [DAILY 250,00 ID Line 1

|_ Line 2
[ Line3
[ Lines
[ Lines
[ Lines
|_ Line 7
|_ Line 8
|_ Line 9
|_ Line 10

DOnly use queue for groups containing different Unit types and
rates.

The guest entered will be assignes to each reservation in the group. Later ME'W
GUEST should be selected to enter each unique member name(Leader does not
change). tempararely assigned to all reservations in the group.

Mumber of Reservations created will be determined by the <# of Units> on each
line group queue line, plus <Mo. of Units> still displaying on reservation screen.
The Group leader will be assigned the Unit Type and Rate left on the reservation
soreen, MOTE: The last group entry is the one gtill on the regervation screen
<Bill the Group Leader> should be checked if that leader will be paying for all
members's unit charges. This iz checked or unchecked automatically based an
the answer to the question <Group leader accepling chagres?:, which popups
after checking GROUP RESERY. on rezervation screen.

Group reservations will be created after selecting <ADD GROUP>.

= ShlitEesen,
v Cloge Queue

I ADD GROUP I

Email

|Res(ore |

EEE

= Addito Groug

I Select I‘

|ADD RESERVATION

VERY IMPORTANT: THE TOTAL NUMBER OF UNITS ARE THE UNITS
DISPLAYED AT THE TOP PLUS THE UNITS ON THE QUEUE. AS PER
EXAMPLE ABOVE 5 UNITS ARE BREQUJIOREAND
TWO 6 DOUBYQ DRHNOT HAVE TO H INSERT INTO QUEUE

THE LAST ENTRY SHOULD NOT GET INSERTED NTO THE

QUEUE. IF YOU CLICK INSERT TO QUEUE AT THIS POINT YOU WILL
HAVE EIGHT UNITS

t hese
t han

91 f
group

ADD RESERVATION([S]

t wo OUNI T TYPEneddooyour ai n
Select OADD GROUPOG at

=

5 Confirmation|z]

2)
: Unit Type Multiple
# af Unitz 5

Check-n Check-Out
TA322005 FAES2005

3 Might{z]
Reszervation Tatal = 2400.00




---G uestTraCker © Version 7.0

T Sel ect O60Yesd to the ' if f
di splaying is correct. 5 ' dt

T1f OYES6, a few pop up windowsp p
back to a blank ADD reservation screen.
YOUR COMPLEX GROUP ESERVATION IS COMPLHE.

PLEASE READ THE INFORMATION BELOW:

If the group queue has been used the group leader will be assigned a unit
type that was left out of the queue.

Group leaders will lavays have the lowest reservation number.

After creating the group reservation, all group members should be updated
with the correct guest first and last name, city and state, after selecting
NEW GUEST button found in either their reservation or chedciren.

Printing a confirmation letter from a group leader will contain the break
down of the total group reservation. Confirmation letters printed from the
guest members will only display their specific reservation.

T After creating aileGtogroup leaddr tpton aveaysb er ¢ s
be changed by checking or unchecking this option found above the rate.
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Update Reservation

The only 2 differences between Adding a Reservation and Updating a Reservation is
you must first select a Reservation that exists in Update Reservation. The 2" added
feature when you have selected an existing reservation is the FOLIO * UPDATE bar
the middle of the screen between the Guest information and the Billing information.
This bar when clicked on will open the Folio Billing / Deposits posted thus far. Here
you can make adjustments and additional postings including payments, charges, etc.

When first selecting the UPDATE Reservation a list of existing Reservations will be
displayed in Arrival Date Order.

At any time double-click on the Reservation you would like to update.

RESER¥ATION SELECTION {DoubleClick left button on mouse to select)...

Confirm Nu.Emup Nu. Amival Datej Depart Date|Boom Type [[Roomit Lasl name First Name

10/04/02

10/410/02

KING

Scial

Rose

10/04/02

10/10/02

DOLUELE WS

Carney

Lani

10/04/02

1041002

DOUELE NS

‘willard

Howard

10/05/02

10/10/02

KING

B axting

Ted

1005402

10/08/02

DOUELE

kot

Billy

10/05/02

10/11./02

KING NS

Qubert

Lisa

10/05/02

10411402

DOLUELE WS

Tray

Frank

10/05/02

10/14/02

KING

Perelli

David

10/05/02

10411402

GUEEN

Parisi

Gam

1005402

10/112/02

DOUELE

ruller

Marcia

10/05/02

10/13/02

KING

Hilfiger

Tommy

10/06/02

10/03/02

SINGLE

ruller

Marcia

10/06/02

10/08/02

DOUBLE

Bond

James

10/08/02

IHuws 1 through 15 of 31

. - Group Leader . - Group Member

10/13/02
1041102

Last Mame

Fuller

Armival Date Confirm #

| |1u;04302 | |

kM arcia

1 2002
L | October L i

SuMoTu W Th Fr 5a

Retnieve

To limit the search, enter the first few letters of the Guests Last Name and Click on
Retrieve.

To further limit the Search, enter the Arrival Date of the Guest, and click on Retrieve.
Or, enter the Reservation Number and click on the Retrieve Button.
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Use the Update Reservation Program to Post deposits. Click on the Post Deposits
Button and the system will post deposit receipt information to the Guests Folio.

Click on Print Letter to Print a Confirmation Letter. Make sure you have posted
Deposit information first!

After clicking on Update, the system will prompt you on your changes. Update
Reservation, Yes or No?

UPDATE: To update the changes you have made to the reservation selected. Or to
post the deposit amount just received.

Calculate Balance: Calculates amount difference between Reservation total and
deposits received so far.

Print Letter: You will automatically have an option to print a confirmation letter when
you have added the reservation. In Update Reservation you will have the option to
Print more that 1 letter with the Print Letter option. Also, you may print our standard
letters built into the system or custom Word documents custom designed with MS
Word.

E-Mail: You have the option to e-mail a Confirmation letter or any letter to the Guest
as long as an e-mail address has been correctly entered into the e-mail field. Once
you click on the E-mail button, make sure you have e-mail setup on this computer and
is working. The Guest Tracker will make use of the existing e-mail system you have
setup for your Property.

The Close button will Close the Update Reservation screen, when you are finished.

Cancel

Cancel Reservation must first select a Reservation to Cancel.

Use the Folio update bar in the middle of the screen to display the open deposits or
folios on the account. These posting must be resolved and = to a balance of 0.00,
before the system will allow you to Cancel the reservation. TIP- make sure the
balance is = to 0.00.

When first selecting the Cancel Reservation a list of existing Reservations will be
displayed in Arrival Date Order.

At any time double-click on the Reservation you would like to Cancel.

To limit the search, enter the first few letters of the Guests Last Name and Click on the
Retrieve Button.
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To further limit the Search, enter the Arrival Date of the Guest, and click on Retrieve.
Or, enter the Confirmation Number and click on the Retrieve Button.

Once you double click on the Reservation to Cancel, the System will ask you if this
Confirmation # is the one you would like to Cancel? When completed you may Close
the Cancel Reservation screen.

Remember you need a Folio balance of 0.00 to Cancel a reservation

Restore

Restore Reservation must first select a Cancelled Reservation to Restore.

When first selecting the Cancelled Reservations a list of Cancels will be displayed in
Arrival Date Order.

At any time double-click on the Cancelled Reservation you would like to
Restore.

To limit the search, enter the first few letters of the Guests Last Name and Click on the
Retrieve Button.

To further limit the Search, enter the Arrival Date of the Guest, and click on Retrieve.
Or, enter the Confirmation Number and click on the Retrieve Button.

Once you double click on the Reservation to Restore, the System will ask you if this
Confirmation # is the one you would like to Restore?. When completed you must
Update the Reservation to check room availability and select a room type.

Wait List

Wait List Select a reservation from the Wait List reservation to Restore.

When first selecting the Wait List Reservations a list of reservations will be
displayed in Arrival Date Order.

At any time double-click on the reservation you would like to Restore.

To limit the search, enter the first few letters of the Guests Last Name and Click on the
Retrieve Button.

To further limit the Search, enter the Arrival Date of the Guest, and click on Retrieve.
Or, enter the Confirmation Number and click on the Retrieve Button.
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Once you double click on the Wait List Reservation to Restore, the System will ask
you if this Confirmation # is the one you would like to Restore?. When completed you
must Update the Reservation to check room availability and select a room type.

Internet Rsrv

This Add-On module if installed will allow you automatically Import reservations into
the Guest Tracker pending reservation screen. If there are internet/GDS reservations
that have been booked via outside services you will be able to view the pending
reservations ready for Import.

IMPORT: Click on the Import button to import the reservations On-screen.

When this 1% step is complete, uncheck the internet import button and will then
display all pending reservations, ready to become active reservations. Select the
reservation you would like to activate and move to the reservation system.

CLOSE: Close the Internet reservation screen when you are completed.

Guest Update - F3 The Guest maintenance program will first display a Selection
screen of all Guests listed in Alphabetical order by Last Name. You can select the
Guest Maintenance program from the Guest Icon on the Icon Menu Bar.

To select a Guest enter 1 to 4 letters of the Guests Last name in the Last Name: and
click on the Retrieve button. This will start and sort your selection by Guests Last
Name. Next, double click on the Guest that you would like to Retrieve.

The next inquiry screen will display all information about a Guest, including Notes,
Guest History, and future Reservations.

GUEST MAINTENANCE
Guest #]2__ ot === GUEST HISTORY ==

Confirm#t Amival Depart Boom # Boom Type Room Rate Bate Type Market Type Hi
Last name: [Bzl 2 11/04/32 11/08/98 142 DOUELE NS 10000 Dally  Market let

First Mame: [Tory M 24 12/04/98 12/08/98 165 DOUBLE NS 10000 DALY  Marketlst
Address 1: [34 GIDFORD STREET
Address 2: |
City. State: [alley Cottage JFL
Zip, Country: [10330 s
Phone/Salut.: [914) 5860302 WP =]
Work Phone: [E54) 6546465 Ext:| L i

Category: Direct Bill: (] ==GUEST RESERVATIONS/OCCUPIED ==
Company: |

’ Statuz Conf No Amival Departure Boom # Boom Type Guest Type Rate Type F
Email: | 1 MARD 112201 120 DOUBLE 1 DALY $1

Card Typ: [Amex =l 10 11/08/01 1108400 114 DOUELE 0 DALy $1
Card #/Exp: [2213-21321351133 [10/%9 29 1Ax0 1AM 116 KING 0 DALY $1
Guest Type: 0 Mkt Cd: [0 A NAFN NAd 134 KING 1] DalLy $1
73 1A 1AL 118 KING 1] DalLy #1

2

Last Used: [5/7/2001  #5taps: |1

- Guest Selection

New | CIeallNulesl ExllalMemhell Select | Print | Delete | Insert | Updalel Closge |
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To View extended information about Guest History and Guest Reservations, click and
drag side bar and bottom bar down or to the right, respectively.

The buttons along the bottom are Notes Select Delete Insert Update Close
Click on the Notes button to Insert or Modify notes about a Guest.

Click on the Select button to Select a different Guest.

Click on the Print button to Print that Guests Information out.

Click on the Delete button to Delete a Guest.

Click on the Insert button to Insert a New Guest.

Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Guest maintenance
program.

Click on the Update then Close button to Save and Exit the program.
Guest Selection i new fields

Click on the New button to add a new Guest record of information.
Click on the Clear button to clear the Guest information, to start over
Click on the Notes button to Insert or Modify notes about a Guest.

Click on the Extra button to enter Birth dates, Anniversary Dates, and special
messages for Guests when selected in Reservations, or Check In.

Click on Member to enter Membership information.

Check In Menu
Walk-In

Check-In
Occupied Room Update

Walk In

The Walk In Guest does not have a Reservation. This is the Only difference between
Walk In and Check In.
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Walk In / Check In

When selecting Check In from the Check In Menu or the Check In icon, all of the
reservations that have not been checked in yet are available for check in. The first
screen that will display after selecting Check In will be a SELECT screen that will
display all the reservations that can be checked in. By entering Last Name, Arrival
Date, or Reservation Number you may then click on the Retrieve Button to Limit
your selection criteria. Once you have limited the selection criteria you can double
click on the correct Reservation to Check In.

Daily Weekly and Monthly check boxes can be clicked on to setup the type of rate
that will post to the Guests Folios. You may Post once a day, once a week, or once a
month.

Pre-Post Charges: If you check the Pre Post Button, the system will post Room
charges for each night of the reservation at the time of check In. All charges will be
posted with the correct dates of posting to maintain night audit accounting balances
for each night separately.

Balance: The Calculate Balance button will look for any deposits received and
calculate the balance due at time of check-in for full payment in advance. You may
then enter this amount into the Pay Amt:.

Folio * Update: The middle side bar of the Check-In screen when clicked on will open
the Folio screen for this Guest Reservation to view or adjust open Folios for this
Reservation.

The Print Receipt (Yes/No) This will print out a Bill or Registration of all Reservation
Information, Billing charges, and Payments created during the Check In procedure.

Click on the Print button any time to get a print out of the reservation screen (print
screen).

Click on Check In to Check In the Guest and create an occupied status on the room.

The Guest will now have an Open Folio in Folio / Billing and an Occupied Status for
this reservation.

When you are finished with Check In, click on the Close Button for the selection
screen and the Close Button for the Check In screen.
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i Guest Tracker Property Management Systems 5.1 - [Check-In Screen] HEE
Eile Bsrv Chkin Chk-Out M-Audit RePorts Setup LogOn  Maint AR FRelG Help

26 F (il By B =) = ¥ & il )

ADDREEY  UPDREEY WALK-IN CHECK-IM  CHECE-OUT FOLIO OCCUPIED ARRIVAL DEPART INTERMET RM CHART GUEET WAIT LIET LOGIR

12 |Confirmation & Checle-In Rate iable activaied == MONTHLY

15 Repeat (oest - .

Movember, 25 2001 Rate,-"Night: 240000
ARRIVAL ~ DEPARTURE Room Type: [DOUBLE Discount:| 00
<[rzsor To [128m1 2tk 13| Room NeJFE[[ 120 [ Guarantee Misc. Acct: | amt: | 00
Sondy Wednesder Rate Flan Tax Exempt: [ | Total Tax: $240 .00

Guest Type:
Arrival Time [ | Adult/Child: [ oey € et & wortn © pig € pram T otal: $2640.00

Check-In Total:| $2640.00|

— Charge Card
Type : |Discover ﬂ Name:l asker

Acct #: 5546-5465-1651-111 Exp Date:| 01/99 _I aster

Settlement: [Bald: none
Pay Amt: i}

Last Name: oy

First Name: lil“ahk MI:IE
Address 1: J1od oUTER

Address 2: |

City, State: Joomgers =4

Zip, Covntry: |55486 |
Pay Acct: |
Phone/Salut.: [546) 846-5466 | =] ¥

S Il 12501 Lic: I
Catepory: I Divect Bill: UI Limy Deiiss © -—
Company: o5 Travel A gent I

Guest Fmail: Marlket Code I

— Guest Selection Pre-Post Charges v

IH'-]W‘U"UC! =N |

Make:

Calculate Print | Print | Close

Mew Clear Motes Extra | Member Select Check-In
Balance Letter

|Ready

Occupied Room Update

This program will be used to change a room for an in-house Guest.
To check notes on an In-House Guest.

To change the departure date of an In-House Guest.

When first selecting the Occupied Room Update a list of existing Occupied Rooms
will be displayed in Room number order.

At any time double-click on the Room you would like to update.

To limit the search, enter the first few letters of the Guests Last Name and Click on the
Retrieve Button.

To further limit the Search, enter the Room Number of the Guest, and click on
Retrieve button.
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Post Remaining Nights: If a Guest wants to extend their stay, after changing the
Departure Date, you may click on this button to post the additional nights in advance.

Calculate Balance: The Calculate Balance button will look for any payments in the
Folios and subtract that amount from the Total Reservation. You must use the Folios
to enter payments against the account.

Check Out / Folio Billing

Check-Out

What is the difference between Folio / Billing and Check Out? None

You can check out a Guest from either program. Both programs will actually Close out
the Folio, and move all the Open Folios to Folio History. Both programs will create a
Guest History Record.

Folio/Billing

Once a Guest is checked In the system will have generated Folio billing information.
By Selecting the Folio Icon the system will display the Folio Selection screen. You
may limit your search here. By entering Room #, Last name, or Confirmation #.
Then by clicking on the Retrieve Button the selection will be searched. You do not
have to use the selection criteria. The system will default to all outstanding Occupied
Guests.

Once you select a Guest Reservation the system will display the open Folios for that
Reservation or Guest. By Clicking on a Reservation line, you will select the
Reservation.
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FOLIO MANAGEMENT

B FOLI0 MANAGEMENT: Tony Bell Confirmation Number: 10 _ O] =]
Line IMo. | Folio Date | Room MNo. | G/L Ne. G/L Account Description CHARGES | PAYMENTS

14 110552001 114 100 oom Charge 100.00
15 110572001 114 110 Btate Tax 7.00
16 110552001 114 120 Pty Tax . 3.00

Subtotal Lodging Frout Desk 110,00

17 Sivos2o0r | 114 | 350 [Check# 1220 & I 110.00

Subtotal Lodging Frout Desk 110,00

BALANCE DUE ===:=:| $0.00 |

Check Pay

& Dccupied Yiew Reservation [
dut | Balance | pyint | Refresh |

Select
" Reservations Delete | Insert | Updalel Closge |

The Check-Out Guest on the right gray column Button will check out the Guest. The
Balance must be 0.00 to check out a Guest.

After you have selected a Room Number or Guest, you will now retrieve the Folio
Detail Lines. They will be sorted by Room Numbers. Delete, Insert, Update, and
Close Buttons along the Bottom of the screen will allow you to adjust the Guests Folio
/Billing Information.

Pay Balance

The Pay Balance Button will calculate the amount due and display a drop down list of
Pay Types to select from, (Amex, Visa, etc). Click on the Update Button to update the
Guest Account. If you click on Refresh or Close the changes or additions will not be
saved.

Refresh

The Refresh Button will allow you to get back to the original Folio. For example, if you
Insert or delete a Folio line by mistake. Just hit the Refresh Button.

Refund
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Select Another
Occupied Folios - Display all In-House Guests folios only - Checked In
Reservation Deposits - Display all Open reservations and deposits only.

Gray Side Bar - printing and Guest Check outs
Print Standard - / Balance Forward Billing

The Print Button will print the Folios for the Guest to Review. The standard folio print
out will print all folios displayed. The Balance forward folio print out will accumulate all
folio lines prior to the start date entered and print 1 balance forward line first, then all
detail lines after that date. This is useful for long term stay accounts and leases.

Check-Out Guest Button

The Check Out Button will check out the Guest and prompt you to print a last Billing
Receipt. The Balance Due must be 0.00 to Check Out a Guest. (The Check Out
Button will display in _Check Out and Folio/Billing.

View / Display 1 check box

The View Reservation check Box will Display only, the Reservation for that Guest.
To Edit Folio lines

To Edit a Folio record, click anywhere on the screen and edit Folio Information.
Update

The Update button MUST BE clicked to recognize any and all edits, deletes, and
inserts.

Insert

To Insert a Folio Line, click on the Insert Button. A new line will pop up. The Date and
Room number will populate the line automatically. Next, enter the G/L Account
number for the charge or payment. The description will display. Lastly, the amount will
be entered. F5 will pop up a G/L Account Selection Box to choose the account.

Delete

To Delete a Folio Record click on the Folio that you want to Delete. Next, Click on The
Delete Button.

Close
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The Close Button will close the Folio / Billing or Check Out Program. When you have
competed the Folio / Billings you will close the screen.

Folio/Billing History

Once a Guest is checked out the system will generate Folio History. By Selecting
Folio/Billing History the system will display the Folio History Selection screen. You
may limit your search here. By entering a Date Range, Last name, or Confirmation
#. Then, by clicking on the Retrieve Button the selection will be searched. You do
not have to use the selection criteria. The system will default to all Guests Checked
out today.

Once you select a History record the system will display the closed Folios for that
closed Reservation. By Clicking on a closed Reservation line, you will display all the
closed folios for that Reservation. What is the difference between Folio / Billing
and Folio Billing History? Folio / Billing displays open folios. These Folios can be
edited and added to. Folio History detail are closed folios that can only be displayed or
used to recreate a Bill.

Night Audit Menu -
This menu has all the programs and reports necessary to complete Night audit.

Post Room and Tax

Each night, the Post Room and Tax will be run. All the rooms occupied that night will
have Room and Taxes posted to. You will be prompted one last time before posting
will begin. It is important to run the Post Room and Tax each night to at least reset
room status housekeeping codes. The Night Audit Post date will only change after you
have posted for that days room postings, and the system date and time is 12:00 noon
the next day. The system will not double post room charges.

Assignment of Phone calls to room folios: Run

If you have installed the Call Accounting Interface module then you should run this
option at least once a day prior to you Night Audit to make sure all Phone charges are
posted for that days phone calls.
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Reporting

These are key reports that will report in detail or in Summary all Folio Information for

the day, week, or month. You can run reports for Open Folios or @A Open I
Folios (All). The Folio Activity Report in a page or two will total all G/L Accounts for the

Audit.

Folio Detail by Account (Open Folios)

Det ai l Report of al | Open Folios Hous efjo,
sequence. This report represents all in house Guest Folios.

Room # Name GL Acct Date Description Charge User

100 Troy 100 01/01/99 Room Charge 120.00 name

100 Bell 100 01/01/99 Room Charge 110.00 name
230.00

Guest Ledger Detail (Open Folios)

Det ai l Report of al |l Open Folios Al n Housep
name. This report represents all in house Guest Folios in Guest Last Name
Sequence.

Room # Name GL Acct Date Description Charge  User

100 Troy 100 01/01/99 Room Charge 100.00 name

100 Troy 110 01/01/99  State Tax 7.00 name
107.00

Folio Detail by Account (All Folios)

Detail Report of All Folios, printed or displayed, by GL Account sequence. This report
represents all Guest Folios, (Open / Closed).

Room # Name GL Acct Date Description Charge  User
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100 01/01/99
100 01/01/99

150.00
110.00
260.00

Troy
Bell

Room Charge name

Room Charge name

Guest Ledger Detail (All Folios)

Detail Report of All Folios, printed or displayed, by Guest Last name sequence. This

Might Audit Folio Beport{zorted by folio guest name, room#t, date and accountit]

Night Audit Folio Report 11/25/01 14:09

Bayton
Bayton
Bayton
Bayton
Bayton

FROM: [[/05/2000 TO: [i/05200]
OPEN AND CLOSED LEDGER(SHIFT: ALL)
Soried by Folie Guest Name, Room #, Date and Account &

Folio Acct
100
110
120
225
530

Faolio Date
115501
115501
114501
11501
115501

Folio Description
Package - Golf
State Tax

City Tax
Restaurant Charge
Discover

Amount
350000
27.50
10.50
10000
(423 )

User

mastet
master
master
master
mastet

SuhTotal: Bayton

0.J00

100
110
120
550

1145101
114501
114501
1145101

Room Charge
State Tax
City Tax
Check # 1220

100.00
700
300

(110.00)

master
master
mastet
master

SubTotal: Bell

000

Page 1 of 3 d

For Date: |11/05/2001 10 [11/05/2001

Shift: |A|| J

report represents all Guest Folios, (Open / Closed).
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Folio Detail by G/L Acct ( All Folios)

This report allows you to select 1 specific G/L account and report on it by date range
and user shift. This report would be useful to account for revenues or taxes only for a
specific date range. Total Phone charges for a given date or taxes detail for a specific
date. A very good audit report for verifying credit card totals for 1 specific credit card
type for a specific shift or date.

Folio Detail by User ( All Folios)

This report allows you to select a specific date range by user to audit all transactions a
specific user has processed during their shifts, An excellent report for finding
transaction problems by user, by date range.

Management Report (Open Folios)

The Folio Activity Summary Report can be displayed or printed. This 1 or 2 page
report will total all Open GL Accounts for today, or the Date Range selected.

G/L DESCRIPTIONS FOLIO AMOUNT
Room Charge 700.00
State Tax 49.00
City Tax 7.00
Misc Charge 250.00

Al Group Totals 1,006.00

Management Report (All Folios)

The Folio Activity (All Folios) Summary Report can be displayed or printed. This 1 or 2
page report will total all (Open/Closed) GL Accounts for today, or the Date Range
selected.
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Hov 25, 2001 02:11 PH DAILY FOLIOS ACTIVITY REPORT Page 1 of 1 -

FROM 11/05/200  TO 11/05/2000
OPEN AND CLOSED LEDGER([SHIFT: ALL]

G/L Account G/L DESCRIPTIONS FOLIO AMOUNT
100 Foom Charge 860.00
110 State Tax 5765
120 Toaurisim Tax 2310
225 Restaurant Charge 125.00

AT G GROUFP TOTALS: 1.065.75

ArmEx 352.00
Discowver 488.00
Check 740.00

BY G GROUP FOTALS: 1.580.00

Shift: m

Print | For Date: |171/05/01 10 |11/05/01

Folio Transaction Audit Detalil

The Transaction Audit Detail Report will print or display full accountability and Detail of
all Folio Transactions for the day or date range. This report will sort by date and time
for every transaction with a before and after picture of the Folios Changed. All
Insertions, Deletions, and Modifications to Guest Folios are captured and reported.
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Folio Occupancy Summary ( All Folios)

i Guest Tracker F"mpert'
File RBzrv Chk-n Chk-Out  M-Audit RePort: Setup LogOn  Maint A/ RelG  Help

B @B s v ' T B g

QCCTUPANCY HISTORY SUMMARY Page 2 of 7
From 6:21/00 1o 6/30/00 72142000

Total
Mights  Percentage
RoomType  #Beds Occupied Occupancy Income  Average Rate
KING N3 1 0
DOUBLE 1]
SINGLE A0 .00% F20.00
QUEEN i
DOUELE 0

Revenue Totals for: 10 days.

Room MNights Occupied: 9 | Total Occupied(History): 1 |First time guesis:
Percent Occupancy: 0.03 | Total Occupied(Present): 0 |Repeat guesis:

Average Rate: $80.00 | Total Room Nights
Total Room Income: $720.00 | (100%% Occupancy): 310 v

: From Fﬂm| ColGraph!
Exclude Occupieds w/ no room charges [ |
Exclude Historyw! no room charges N G ]'-I- 06/21/2000 DE."IBD."IZDDD Eeset | Print | Run | Elusel

The Folio Occupancy Summary is an overall picture of your property at a glance of all
past Revenues. In the example above for a 31 room property, there is 1 history record
for simplicity. The first section displays or prints the room details, with total number of
nights, occupancy %, total income, and Average room rate for the date range
selected. The stay was for 9 nights with a total income of 720.00 @ 80.00 / night.

The Percentage Occupancy is 90%. Since we ran the report from the 21 to the 30"
equaling 10 days, the calculation is 9 out of 10 days were occupied for room 122, or
90% occupancy level. You would normally run the report for a 1 month period or more.

The date range you select will only include information for that time period.
Revenue Totals for: 10 days, calculates from the date range entered.
Room nights Occupied 9, equals the total nights occupied for all 31 rooms.
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Percent Occupancy: 0.03, equals 9 room nights occupied divided by 310 room
nights,(31 rooms X 10 night date range entered, 06/21/2000 i 06/30/2000). A full
property would have 100% Occupancy.

Average Rate: Equals the Total income of all rooms and divides this amount by the
total nights occupied.

Total Room Income: Equals the total Income of all rooms for the date range
selected.

Total Occupied (History): Total number of reservations for that time period. In this
case, there was 1 stay.

Total Occupied (Present): Total number of occupied rooms 0-31, for this 31 rooms
property.

Total Room Nights (100% Occupancy) Equals 310 room nights, (31 rooms x 10
days)

First Time Guests First time guests in this date range
Repeat guests Total number of repeat guests for this date range

Bottom BAR

Exclude Occupieds w /no room charges To exclude occupied comp rooms from
report

Exclude History w/no room charges_ To exclude comp rooms from report

Graph If you check this box, and click the Run button a graphical display will appear
of all the details above.

Filter To filter out or select certain rooms in reporting

Graphs To select which graph you would like to display or print
Reset To Reset all dates and options selected.

Print To print report

Run To run report with new date range

Close To close program and return to main menu.
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Housekeeping Room Status

The Housekeeping Room Status Maintenance will be used to manually update a
Rooms Status, VC, VD, OC, OD, OUT.

Each morning when rooms are cleaned, this program will be used to set correct status
to each room.

The Check-In, Check-out, and Post Room Status Programs can automatically post
status to the Room. This is setup in Setup i License Maintenance.

Current Occupied Report

Night Audit Current Occupied Report is a List of all Guests staying at your property.
The report is sorted by Last Name, then room number.

Conf# Conf Group Guest # First Name Last Name Rm # Dateln DateOut Rm Type
27 200 Bill Clayten 154 7/21/00 7/24/00 KING

This report will also total the number of Rooms occupied, total people, total Adults,
and total children occupied in rooms. This report can be displayed or printed.

Bottom Bar

Print  To print the report

Sort  To sort the report by any and all information in the report. You can drag and
drop any field to the sort order column in ascending or descending order.

Run To run the report with your new criteria
Close To close the program, return to the main menu
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Revenue Forcast

+ Guest Tracker Proper
File Fzre Chk-ln Chk-0Out  M-Sodit BePorte Setup LogOn Maink A4/R Rela Help

s ¥ B [+ Eg = =

FORECAST REVENUE REPORT Pagel of2 ;I [
From 6/21/00 to 6/30/00 FFA272000

MNumniber of Total Nighis Percentage

Room Type Rooms Occupied Occupancy
DOUELE M3 1
EING 1
KING M3 1
1

a

QUEEH
SINGLE

Revenue Totals for: 10 days.

20.00%

Room Mights Occupied: 9 | Total Reservations: 1 |First time guesis:
Percent Occupancy: 0.03 | Tetal Occupieds: 0 |Repeat guesis:
Average Raie: $80.00 | Total Room Nighis

Total Room Income: $720.00 | (100%0 Occupancy): 310

Exclude Occupieds we no room charges From To Filter || Area3D!
Exclude Reserv.w/ no room charges || Graph [ [06/21/2000 [06/30/2000 "Reset| Print | Run | Close]

The Revenue Forcast report is an overall picture of your property at a glance of all
Reservations. In the example above for a 31 room property, there is 1 history record
for simplicity. The first section displays or prints the room type details, with total
number of nights, booked %, total forcasted income, and Average room rate for the
date range selected. The 1 reservation was for 9 nights with a total income of 720.00
@ 80.00 / night.

The Percentage Occupancy is 90%. Since we ran the report from the 21% to the 30"
equaling 10 days, the calculation is 9 out of 10 days are reserved for room type
Single, or 90% occupancy level. You would normally run the report for a 1 month
period or more.

The date range you select will only include information for that time period.
Revenue Totals for: 10 days, calculates from the date range entered.
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Room nights Occupied 9, equals the total nights booked for all 31 rooms.

Percent Occupancy: 0.03, equals 9 room nights booked divided by 310 room
nights,(31 rooms X 10 night date range entered, 06/21/2000 i 06/30/2000). A full
property would have 100% Booked.

Average Rate: Equals the Total income of all rooms and divides this amount by the
total nights reserved.

Total Room Income: Equals the total forcasted Income of all rooms for the date
range selected.

Total Reservations: Total number of reservations for that time period. In this case,
there was 1 booked room.

Total Occupied (Present): Total number of occupied rooms 0-31, for this 31 rooms
property.

Total Room Nights (100% Occupancy) Equals 310 room nights, (31 rooms x 10
days)

First Time Guests First time guests in this date range
Repeat guests Total number of repeat guests for this date range
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Revenue Chart
Room /L Acctvs Room Type
From 10/01/02 To 10/31/02

DOUBLE
DOUBLE MS
KIMNG

KIMG NS
QLIEEN
SINGLE

Revenue Totals for: days.

Room Nights Occupied: 177 | Total Reservations: 31 |First time guests:
Percent Occupancy: 0.18 | Total Occupieds: 7 |Repeat guesis:
Average Rate: 13192 | Total Room Nighis

Total Room Income: 2335000 [ (100%p Ocoupancy): 261

Exclude Occupieds w/ no room c es[ From To =1 .
EmludeRgslelfv.wfmmnmchax}::sg [~ | Graph ¥ 1070172002 |10/31/2002 Fﬂmrl Rgset| A ; Pnntl Run |Close|

Bottom BAR

Exclude Occupieds w /no room charges To exclude comp rooms from report
Exclude History w/no room charges_ To exclude comp rooms from report

Graph If you check this box, and click the Run button a graphical display will appear
of all the details above.

Filter To filter out or select certain rooms in reporting

Graphs To select which graph you would like to display or print
Reset To Reset all dates and options selected.

Print To print report

Run To run report with new date range

Close To close program and return to main menu.
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Settlement Report
This report is part of the Add-On Module for Credit Card Interface Module.

This report will help balance all transactions through the CC module by date for the
Night Audit to be completed.

Folio Summary by Unit - All Folios

This report will allow you to Print or display all folio charges and Payments by Unit
number, by date range, and by User Shift. The purpose of this report is to give you
reporting control by Unit Totals, Owners reporting, and sub-totals by date. Select 1
unit number or All Rooms for reporting.

Reports
Arrivals by Date

The Arrivals by date report can be displayed or printed. A Date range can be entered.

The System defaults to todayods date. Thi s
thing in the morning for the dayoés arrival
by Guest name or Room Number.

Arrival Detail by Date
The Arrival Detail by Date report can be displayed or printed. A Date range can be

117102 12:13 ARRIVAL LIST Page 1 of1

Arrival Date and Time| Rstv No.| Group | Unit No.| Rstat| Room Type | Rate |Departure | Total Due| Guest No.| Guest Name
100502 300PM 44 116 KING L4000 10410702 Baxting T, Ted
100502 00D 42 112 KING 14000 1041302 Hilfiger F, Tomny
1052 000 26 DOUELE 1000 10/08/m2 Mott E, Bty
10502 000 35 DOUELE 1000 1041202 Mutter G, Marcia
100502 300FM 46 QUEEN 12000 10411702 Patisim, Gary
10/0502 300FM 45 KING 14000 10/14/02 PerelliE, David
10502 300PM 47 KING NS 14000 10411702 Qubert K, Lisa
100502 300PM 41 DOUBLENS 10000  10/11/02 Troy G, Frank

Sort by Arrival Date, Guest v
Sart by Ariival Date, Foom, Guest [©

Rows 1 through 8 of 8 Print | For Date- |10/05/2002 'Tg |10/05/2002
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entered. The System defaults to
or first thing in the morning f
either by Guest name or Arrival Date / Room Number.

t od
r t

0]

Conf# Rm# Rm Type Rate Arv Date Dep Date Deposit Guar Stat User
129 110 SINGLE $80.00 01/01/99 01/09/99 $100.00 No R super

Apple, John M Notes: Likes to Golf
220 Sikamore Street
Valley Stream NY 10900- Card Holdr:  John Apple
(516) 556-1911 Ext: Card Typ: Amex
Card #/Exp: 2562-28828-2828

Departures by Date

The Departures by date report can be displayed or printed. A Date range can be
entered. The System defaults to todayds dat ¢q.
or first thing in the morning for the day?®os;s
report, either by Guest name or Room Number.
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1141/02 12:15 DEPARTURE LIST Page | of 2|

Comntinue
Depart | Arrival | Rsrv No. | Group No.| UnitNe. | Room Type | Rate | GuestNo.| GuesiMame  |Balance Due| Flag

10/03/02  10/02/02 56 132 SINGLE 100000 9 Rednose T Fudolp 000
10/05/02  10/04/02 37 120 DOUEBLE 147000 17 TomIBagyton 0.oa
10/06/02  10/04/02 24 1564 KING 140,00 20 Lard F Catney 0.oa
10/08/02  10/06/02 14 DOUELE mooo ¥ James G Bond 0.oa
10/08/02  10/05/02 26 130 DOUELE loooo 5 Billy E I ott 0.0
10/0902 1004402 10 136 DOUBLE loooo 2 Tony B Bell 0.0
10/0%02  10/06/02 5 122 SINGLE 20.00 13 Marcia G Muller 0.0
10/0902  10/02/02 55 138 BINGLE B0.00 19 David E Petelli 000
10/10/02  10/05/02 44 114 KING 14000 21 Ted T Baxting 000
10/10/02 100402 43 DOUBLENZ 10000 20 Lani F Camey 000
10/10/02 100402 48 KING 140,00 10 Rose H Scial 0.oa
10/10/02  10/04/02 40 DOUBLENS 10000 11 Howard H Willard 0.oa
10/11/02  10/02/02 54 SINGLE 30.00 20 Lard F Catney 0.oa
10411402 10/08/02 50 KING 14000 2 Bill E Clagten 0.0
10411402 10/05/02 46 QUEEN 12000 23 Gaty m Patisi 0.0

-

Sort by Depart Date, Guest W or Boom [ " Change List Fepart
Rows T thiough 15 of 38 Print_| For Date:| 10/01/02 Tgq | 10/31/02 Fiter | Run | Ciose |

Departure Detail by Date

The Departure Detail by Date report can be displayed or printed. A Date range can be

entered. The System defaults to todayds dat e.
or first thing in the morning for the day?®os;s
report, either by Guest name or Room Number.

Conf# Rm# Rm Type Rate Arv Date Dep Date Deposit Guar Stat User
129 110 SINGLE $80.00 01/01/99 01/09/99 $100.00 No R super

Apple, John M Notes: Likes to Golf
220 Sikamore Street
Valley Stream NY 10900- Card Holdr:  John Apple
(516) 556-1911 Ext: Card Typ: Amex
Card #/Exp: 2562-28828-2828
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Room Chart

Room # Type Stat | 10/01/02| 10/02/02 | 10403/02 | 10/04/02 | 10/05/02| 10/06/02| 10./07./02 | 10/08/02 | 10/09/02| 10/10/02| 10411/02] 10124
Tue Wwied Thu Fri Sat Sun Man Tue Wed Thu Fri Sa

112 DOUBLE WC
114 DOUBLE WC Eond Buond
120 DOUBLE oc
126 DOUELE W hduller hufuller hiuller Iufuller fuduller tluller hduller
130 DOUBLE WEC Mot hitott hiott
136 DOUEBLE ac Eell Bell Bell Eell Bell hdcdonald
142 DOUBLE NS FWT
144 DOUBLE NS JWE Wlillard Wlillzrd Wlillzrd INlillard Ilillard Wlillard
145 DOUBLE WS [WC Troy Troy Troy Troy Troy Troy
116 KING WG

134 KING WG
148 KING WC Perelli__ qPerelli Peteli  gPereli fPetelli dPereli gPereli  gPereli —
162 KING WC
154 KING WC Sicial Scial Seial Scial Sicial
156 KING ac Camey Clayten  |Clayten | Clayten
200 KING YT I
113 |KING NS qusert__[ouben_| [
158 KING NS | hiott
124 CQUEEN Parigi Patigi Prarisi Parisi

140 GQUEEN -
4 vl 4 | _DI_I

IHows 1 through 21 of 31 Print "i‘?ﬂ‘m Ffgpe ————— Start Date Sort By Room [

I_DccupiedI_Hesewed.z?sgg‘;zgit DOUBLE é’ FiIlerl ALL ||D1H1D£2DD Run | Close |

The Room Chart Inquiry or Room Chart icon will display 1 full month of
Reservations/ Occupied Rooms from the start
The Chart is Sorted by Room Type, then by Room number. From left to right are the

dates of the month.

You are welcome to start a new reservation from the Room Chart. Just double-
click on the correct Arrival date and room number you would like to make a
Reservation for.

You may also update an existing reservation from the room chart. Just click on the
Last name of the Guest Reservation you would like update or view.

All Occupied Rooms are in Red.
All Reserved Rooms are in Yellow.
All Reserved Rooms with deposits received are in Green.

Click on any Reservation or Name and hit the F5 key to view Reservation Detalil
Information.

Click on any Room Number down the Left side and hit the F5 key, (or right-click) to
view Room Characteristics, Comments, and Housekeeping status.
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You may enter a Room Type from the Drop Down List to view room information from
that Room Type only. Once you select a Room Type click on Filter.

To view all Room Types click on All.

Click on the Sort by Room to sort the chart by Room number.

Click on Print to print the Color Room Chart to a Color printer.

Click on Close when you are finished with Viewing the Room Chart.

It is Important to note that assigning room numbers will give you a complete picture of
your property, for the Room Chart to be useful.

Rooms Status

The Room Status Report will print or display Available and Reserved/Occupied
detail of each and every room for the Date range entered. The default dates are
Check in today and Check out tomorrow. The Dates entered will represent the length
of the stay.

The Room Status is useful for quick Room availability checking.
If the Dates are changed, make sure to click the Run Button.
Print Occupied To print out a report of all Occupied and Reserved Rooms

Print Available To print out a report of all Available Rooms for the date range
selected. You may use this program to see which rooms will be available for a specific
reservation inquiry, rather than using the Add Reservation program.

When you are done viewing Room Status, click on the Close button.

Available Room Types
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AYAILABLE ROOMS {Number,/Percent}

Room Types |Total #| 10/01/02) 10/02/02| 10/03/02| 10/04/02( 10/05/02| 10/06/02| 10/07/02| 10/08/02 10/09/02( 10410/02| 10/11./02 | 10412
Tue Wed Thu Fri Sat Sun Man Tue Wed Thu Fri Sa

DOUBLE 6 5 4 5
DOUBLENS |3
KING 8
KING NS 2
QUEEN 2
SINGLE 10

GRAND 3
TOTALS

KN 3 B
Filter I Heset I
IFIows 1 through & of &

Start Date: | 10/01/2002

Available Rooms Number / Percent Inquiry will display all Room Type Totals in
number of Rooms available and % Available.

The Start Datewi | | default to todayds dat e.
Remember to click the Run button if the date is changed.

Click on Close when you are finished Viewing Available Room Types.

Useful View when booking Groups.

Reserved Room Types

Reserved Rooms Number / Percent Inquiry will display all Room Type Totals in
number of Rooms reserved and % Reserved.

The Start Datewi | | default to todaybds dat e.
Remember to click the Run button if the date is changed.
Click on Close when you are finished Viewing Reserved Room Types.
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Useful View for Reserved/Occupancy Levels.

Room Types (Available/Reserved)

Room Types (Available / Reserved) will display all Room Type Totals in humber of
Rooms reserved and Occupied with %0 s .

The Start Datewi | | default to todayédés dat e.
Remember to click the Run button if the date is changed.
Click on Close when you are finished Viewing Room Types (Available/Reserved).

Useful View for Reserved/Occupancy Levels.

Guest History by Market Type

The Guest History by Market Type Inquiry or Report is a detailed report of all Room
history for a specified date Range.

Useful report with sub-totals by Market Types within a specified date range.

You may select 1 Market Type by clicking on the drop down list of market types. Make
sure you click on the Filter button after you select a Market Type.

Remember to click on the Run button after changing the date.
To Print Report click on the Report button.
Click on the Close button when you are finished Viewing Marketing Inquiry.

Guest History by Guest Type

The Guest History by Guest Type Inquiry or Report is a detailed report of all Room
history for a specified date Range.
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Useful report with sub-totals by Guest Types within a specified date range.

You may select 1 Guest Type by clicking on the drop down list of Guest types. Make
sure you click on the Filter button after you select a Guest Type.

Remember to click on the Run button after changing the date.
To Print Report click on the Report button.
Click on the Close button when you are finished Viewing the Marketing Inquiry.

Travel Agent Commission

The Travel Agent Commission Inquiry or Report is a detailed report of all
commissions for a specified date Range.

Useful Accounting report with Total Dollars and Commissions by Travel Agent for a
specified date range. Travel agent commission % is setup in the Travel Agencies
maintenance.

You may also select 1 Travel Agent by clicking on the drop down list of Travel Agents.
Make sure you click on the Filter button if you select 1 Travel Agent.

Remember to click on the Run button after changing the dates.

To Print a Report click on the Report button.

Click on the Close button when you are finished with the Travel Agent Inquiry.

Housekeeping Daily Report

The Housekeeping Daily Report will Display or Print the Status of each room sorted
by Room number. This report will have Guest name and Arrival / Departure Dates.

The Status column will print a short description of the rooms status based reservation
information. This description is automatically generated based on the Rooms status.
Examples are Empty Room, Check-In, Check-out, Checkout/Checkin, 3" day of stay.
This status is wuseful for propertyés that
update programs.
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The Code / Housekeeping Description are generated from the codes you manually
set in Night Audit Housekeeping. Or from the auto update license file entries, refer to
License maintenance.

There is a Filter button that will allow you to select only 1 room type, by clicking on
the Filter button.

Click on the Reset button to Print all rooms.

The Start Datedef aul ts to todayds date. This i
Click on the Print button to Print out the Housekeeping Report

Click the Sort button to sort the report by another field other than Room number

Click the Filter to use the advanced Filter function to filter out certain rooms

Click the Run button after a Date change for the Start Date.

Click on the Close button to exit the Housekeeping Program.

Display Guest name - to display guest name

Last Night Status Override - to view reservations in future

Sheet Change Schedule

Min - minimum # of nights before a sheet change
#nts - # of nights to change sheets

<=nts - # of nights

>nts - # of nights

Save filter for user: to customize each House keepers duties.
Housekeeping Report # 2

The Housekeeping Daily Report # 2 will Display or Print the Status of each room
sorted by a number of different ways. This report will have Guest nhame and Arrival /
Departure Dates.

Registration Letter ( All Above)

This Program will print out registration letters for all selected reservations above. Very
useful for preparing documents in advance for all arriving Guests or Departing Guests.

Print Letter (All Above)

S
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This Program will print out custom documents or letters for all selected reservations
above. Very useful for preparing documents in advance for all arriving Guests or
Departing Guests.

Sort by:

Arrival date, Guest name

Arrival date, Room number, Guest
Departure Date, Guest name

Departure Date, Room number, Guest name

The Housekeeping notes will print a short description of the rooms status based
reservation notes.

The StartDatedef aul t s to todayds dat e. illbadose. i s
Click on the Print button to Print out the Housekeeping Report

Click the Run button after a Date change for the Start Date.

Click on the Close button to exit the Housekeeping Program.

Vehicle/License

The Vehicle License Search allows you to find a Guest by the Vehicle License
number.

By typing in the License Plate Number and clicking on the Run Button you may
quickly find the Guest.

You may also Print the Guest Reservation, Room number, and Car make and Model.
Click on the Close button when you are finished with the Vehicle/License Search.

Phone List

This report will display or Print a summary list of all Guests by Guest Last name with
Unit no. and Phone extension information.
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Mailing
The Mailing Label program will generate labels,(3 x 10) 30 labels. Use laser labels for

your laser or Deskjet printer. These labels are used for mailing and Sort or Filtered in
many ways.

Print To print the Labels

Sort To Sort the Labels in any order. You may drag and drop from the left to the right,
the fields you would like to sort by.

Filter This advanced filter will allow to select a Column,(all the fields to select from),
and then select an Operation, (=,>,<), and last a Value,(NY,10980, or > Smith). Very
useful and powerful. You may Run you selection filters before actually Printing Labels.

Deposit Aging
DEPOSIT AGIMG REPDORT...
1141402 12:24 DEPOSIT AGING REPORT Fage1 of1

Deposit
Days Ol Conflo. Arvival Date DepartDate Room# Room Type Rate GuesiName Amouni Daie
6l 3 10710402 10124002 4 BINGLE WP Chriz Fikis 100,00 971702
6l 3 1006402 1000402 132 BINGLE M arcia Liuller 240,00 0/1/02
6l 26 1005402 1008402 130 DOUELE WP Billy Mot 100,00 0/1/02
6l 35 1005402 1012402 126  DOUELE Nlarcia Liuller 100,00 9/1/02
28 40 1004402 1010402 144 DOUELEHN3 Howard Willard 100,00 1044702
27 45 1005402 1014002 148 KING Dravid Perelli 140,00 10/5/02

&7 41 100502 1041102 146  DOUBLE N3 Frank Troy 100.00 1045702

Sort by # of Daps 0ld [ or Amival Date [~

IHows'I through 7 of 7 Print | Run Cloze |

The Deposit report allows you to track all reservation that have deposits due.
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Sort by # of days old _ This sort check box will sort the deposits by most delinquent.
Sort by Arrival Date _ This check box will sort the report by arrival date.

Print To print the report

Run To Run the report with the new options selected.

Close To Close the report

Balance Due

The Balance Due report is the total Balance Due of each In-House Guest reported by
unit number.

Daily Managers Report

The Daily managers report is comprehensive summary report with sub-totals by each
G/L group as well as each Account. This report will give managers a snap shot of
today's postings, as well as Month to date and YTD totals.

Daily Folio®s Activity Report

Oct 30, 2002 12:26 P DAILY FOLIOS ACTIVITY REPORT Page 1 of 2
FROM 01/01/2002  TO 10/30/2002

G/L Account G/L DESCRIPTIONS MTD TTD

100 Room Charge 5,490.00 5,490.00
110 State Tax 38650 58450
140 Mizc Charges 60,00 60.00
150 Reataurant Charge 500 2500
1&0 Gift Shop 25000 250,00
165 Activities Q0.00 0,00
150 Adjustent (50.00) (30,000

Al G'L GROUP TOTALS: 645150 6,451 50

Local Phone Calls 200.00 200.00
Long Distance Callz 30000 500.00

Az G'L GROUP TOTALS: 700.00 700,00

P Paynert (2,325.00) [2,5325.000
Dizcower Payment (100.00) (100.00
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Setup

The Setup Menu is where you will customize your Guest Tracker System to match
your Propertyods characteristics.

Property Setup - License
The License Maintenance file will be configured to match your operations posting and

nightly updating procedures.
Serial Mumb :|090102 5.2
Froperty Mame: [Froperty Name : S THITREr -
Address1: 217 Route 303 — Gtafe Fox

Address2: State Room Ta.x:l 10,000 &

City: [Valley Cottage State Room Accuunt:l 110
State: NY  Zip:[10953 ~ ity Fax

Fhane 1: [(500) 724 - 3583 City Room Tae[ 000 &
Phone 2: J(800) 724-9883 City Foom Account: 120

Faoc |(645) 266 - 0631 _ Facal Fax

Post First Might at Check-n: [# Local Foom Tax: 000 5%

Frint property name on standard forms: [ Local Roam Account[

G/L Acct Local Calls: Lang Dist.l Flat Tax Amount: ,UDlUse ArnoLit ;l
Use Conv/Ext Takle? [Mo Yl Flat Tax Account;

" LA frny — it Fax

Current Confirmation Murmber: 1] AR Billing Account: 700 CTC Transfer ta:
Current Guest Nurmber: 24 Roorm Account: Checkdn Room Status:
Current Direct Bill Mumber: 13 Adv. Deposit Account: Check-Out Room Status:
Check-outtime: [ 11.00 AM Currency Symb: I Fost Foom Status:

Reqgister | Iﬁz:: | Print deale | Cloze

The License Maintenance Program will have the Property Name, Address, City,
State, Zip, Phone, and Fax number.

Post first Night at Check-In If this box is checked off, the first night of the Guests
stay will be posted at time of Check In. Otherwise, The Post Room and Tax in Night
Audit will Post the first nights charges.

Print property information on billing receipt?
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The Property name and Address will print on the Billing Receipts if this question is
checked off.

A/R Billing Account

This is the default A/R Billing account used for Direct Bill Accounting. When checking
out a Guest this Account will trigger an Invoice for Accounts Receivables.

The Serial Number will display only the Serial number and version number of the
Software.

The Room Account is the default G/L Account the system will use to Post Room
Charges during Night Audit.

State, City, and Local Tax.
Up to 3 Itemized taxes can be set up for Automatic Tax Postings.
The Room Tax % is the % of tax charged on the Room ChargeTotals.

The Call Accounting G/L Account The Account that automatic phone charges will
post to in Guest Folios.

Use Conv/Ext table _ This Yes or No field will allow the phone extensions to post to
the correct rooms. Phone extension numbers do not always match the room numbers
they are in.

The Room Accounti s t he G/ L Account number A1000,
Taxes to Guest Folios. (You will define the Tax Descriptions in G/L Setup
maintenance).

Check-Out Time Check out time for various reports.

Currency Symbol Currency Symbol for different Countries.

Current Direct Bill Number

This Number once initialized to 1 or 1000, etc. should not altered. This Direct Bill
account number will increment automatically by the system to track Direct Bill
accounts.

Current Confirmation Number

This Number once initialized to 1 or 1000, etc. should not altered. This Confirmation
number will increment automatically by the system to track all Reservations.
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Current Guest Number

This Number once initialized to 1 or 1000, etc. should not altered. The Guest Number
will be incremented by the system automatically to track Guest Information.

Check In Room Status ocC
Check Out Room Status VD
Post Room Status oD

These are Housekeeping Status Codes that can be automatically set when you
perform these procedures.

When you have completed your changes click on the UPDATE button, to save your
changes.

When you have finished using the License Maintenance, click on the CLOSE button.

Unit Types / Rates Maintenance

The Unit Types / Rates Maintenance program allows you to setup new Room Types
or New Room Rates or both.

The first column is the Room Type.

Type in the Room Type (new or existing) here.

The second column is the Rate Type. Type in the new Rate Type here.

The third column is the DAY of the week , (ALL represents everyday of the week).
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RACK ROOM/BATE MAINTENAMCE...

Room Type Rate Type F; Rate Plan

DOUBLE DAILY k | [ C Month O PkgD
Fke

OUEBLE IMONTHLY 2,4DD.DE|| | | & Menth € PkeD
 Pke

OTBLE ACKAGE] 1470100 | [ " Month & Plg/D
F I . " Ple

OUBLE N3 IDAILY 1uu.uu| | .uu| " Month © Pkg/D
 Phe

OUBLENS FACKAGEI 1,3Dn.nu| | [ € Month & PkeD
~  Pke

ING IDAILY 140.nu| | _uu|  Wenth © PkzD
 Pks

NG NS IDAILY 14u.nu| ] _uu|  Wenth © PkzD
i

UEEN IDAILY 120.Uu| | .uu| " Month © Pkg/D
" Pke

TTEEN IPACKAGEI sau.nu| | [  Month & P/
 Pks

TJEEN NS IDAILY 120.nu| | .uu| g Month { PkgD |
i -

Pkz

1 | »
Rows 1 through 10 of 15 Week-End Extended

Rate Rate Package -
Surcharge Maintenance Detail | Print deale | Ingert |Delele |Cluse

Click on the Week-End Rate Surcharge button to setup a day during the week,
(Monday-Sunday), to increase or decrease the Rate by an incremented dollar amount.

The Fourth column is the Rate Amount setup for this Rate Type.

The Rate Amount can also represent the incremented amount on a given day of the
week.

Ex. Saturday, there is an additional $20.00 added to the base rate of $200.00 /night =
$220.00 / night.

The Fifth column, Adult Limit is the number of Adults allowed in a Room before an
extra person surcharge is added.

The Six column is the Surcharge Per Adult over the Adult Limit for that Room Rate.

The 7™ column, Child Limit is the number of Children allowed in a Room before an
extra child surcharge is added.

The 8" column is the Surcharge Per Child over the Child Limit for that Room Rate.
The 9" column is the Rate Plan selected.

Day This rate plan when selected will post daily

Week This rate plan when selected will post once a week

Month This rate plan when selected will post once a month
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Package This rate plan when selected will post once on the arrival date only.

The Extended Rate Maintenance button will display a drop down list of all the Room
Types / Room Rates.

Select the Room Type that you would like to setup special rates for by a specified
Date Range and day of the week if needed.

Special Date Ranges for Holiday Rates or Seasonal rates will override any other
Rates setup on the first screen.

Whether in Room/Rate Maintenance or extended Room/Rate maintenance the Print,
Delete, Insert, or Update button can be clicked to perform similar actions.

To change a Room Type or Rate click on the line you would like to change and type
the changes.

To Delete a Room Type / Room Rate, click on the line to Delete and click on the
Delete button.

To Insert a Room Type / Rate, click on the Insert button and type in the new Room
Type / Room rate.

To Update the changes click on the Update button.
To Close the Room Type / Rate Maintenance click on the Close button.

Package Detail
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PACKAGE MAINTENANCE DETAIL... %]

Base Rate Package Detail Maintenance

Rate Room: DOUEBLE
Rate Type: PACKAGE]

100 IRoomCha.rge | 150.00| ILumpA]l j Il | 2400

!

| 25 IRestau:fantChargeI 2uu.uu| ILump ale| | 16.00

| 300 IWater Activities | 5n_nn| ILump Y I 300

| 310 IDivingTrip | 1zn.uu| ILump Al 7 | 6100
Total Package Ammmt:l 1,470.00 Total Package Tax: I 111.00

Grand Total Package Amount ===:=~:| $1581.00 |

Print |

First you need to select a Rate that has been setup as a Detailed Package Rate, and
has an entry for Max Days, which is the maximum number of days the package can
be setup for.

Next, click on the Package Detail button, and the screen above will be displayed.
You can Insert, Delete, and Modify the existing packages setup entries anytime.
Line NO Display only line number for internal system numbers.

Acct No Right-click on this entry field and select a Charge account.

Description Description will be displayed from the G/L accounts maintenance
Amount Enter the Amount of the Package detail post amount

Post Night 1 Enter the range of nights that this amount should be posted.

Post Night 2 Enter the ending range of the nights this amount should be posted.

Role Up Select the way you would like to Print the Package Detail lines, Lump all will
lump all charges by date, Print all will print each detail charge by date.

Taxable Yes or No, to auto include correct taxes from G/L accounts maintenance
table.
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Tax Amount Auto display will calculate total taxes for each charge based on taxes
setup in the G/L account setup program.

Update To save Package detail changes you have made.
Print You may print a copy of the package you are working with.
Grand Total Pkg Amount Display the Total of the package you have created.

Unit Numbers / Descriptions

The Room Number maintenance program is where you will Add or Insert new Room
numbers into the system. Initial View of the Room Maintenance will be sorted in Room
Number order.

Click on the buttons at the bottom of the screen: Test Delete Insert Update Close

Room Maintenance

Room# | RoomType _[#Bed()JRoom Comments B
100 (SN 2 POCL SIDE

102 [SINGLE 1 POOL SIDE
104 [SINGLE 1 POCL SIDE
106 [SINGLE 1 FPOCOL SIDE
10 [SINGLE 1 DCEAN VIEW
112 |DOUBLE 2 DCEAN VIEWY
114 |DOUBLE 2 DCEAN WIEWY
16 [KING 1 DCEAN WIEW
118 [KING 1 DCEAN VIEWY

1

2

1

1

2

1

2

119 [KING NS KIMNG ROOK MOMN SMOKING
120 |DOUBLE LAKE SIDE

122 |SINGLE DCEANWIEW

124 |QUEEN OCEANWIEWY

126 |DOUBLE OCEANWIEW

128 |SINGLE DCEANWIEW

130 |DOUBLE LAKE SIDE

Rows 1 through 16 of 31 [
Print | Test deale |Inserl | |Delele| |Close

1 1 0 0 R R R R R

|

E

To Test a Room Type, click on the Test button to view a drop down list of all the
Room numbers for that room type in Room # order.
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To Delete a Room Number click on the Room number you want to Delete and click on
the Delete button.

To Insert a Room number, click on the Insert button and a new line will be created
ready for the new Room number. The Room number will not exist, and the room type
will be selected from a drop down list. The Room Type must exist.

To Change a Room numbers type or change comments, click on the Room
information to change and type the change.

The key to Saving your changes in the system is to click on the Update button when
you are done.

Click on the Close button to discard any changes or additions you have made.
To Update and Close is the correct way to save and exit the program.

Security maintenance

The Security maintenance program will be used to set up Users and Passwords, with
associated access rights. Only the Supervisor will have access to setting up new
users and rights. Setup Menu controls the User maintenance program. To enable
access to the entire system click on every box for full access.

To Select a user to modify or update, click on the Select button. A list of users will
display in a Drop down list. Double click on the user to update.

Click on the Delete button to Delete the current User.

Click on the Insert button to Insert a new User.

Click on the Update button to save and update all your user updates.

Click on the Close button to discard changes and exit the Security Maintenance
program.

Click on the Update, then Close button to Save and Exit the Security Maintenance
program.

In the example screen shot the options that have been clicked and selected are the
most common options selected.

A list of the options and the switches selection and meaning follow below:

Reservations
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Add

Update

Restore and Cancel
Guest Update

Folios after Add Res.
Pre-Post Reservation
Post Deposits Checked:
Group Reservations
Email Reservations
Ask to Email Reservations
Internet Import

Market Code Required
Guest Popup Wheel
Change User Drpdwn
Letters

1 Reservation Letter
2" Reservation Letter
Standard Reg Letter

1* Walk/Check Letter
2" Walk/Check Letter
Room Nbr./Conf+Receipt
Room Desc/Conf Letter

Other

Pre-Post always checked
Member Activation

CTC Folio Auto Import
Check-In Guests
Occupied Room Update
Folio Update Visible
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Reports

Market, Guest/TA reports

Arv/Depl/License

Room Chart Status

Hosuekeeping

Management Reports

Night Audit

Post Room & Tax

All Others

Night Audit ALL Shifts

Management
Setup Menu

Bl SECURITY MAINTENANCE __.

ISECURITY MAINTENANCE |

User ID: |master
First Name: [Admin

Password: [admin

Last Name: demin

Last Close Date

Activate: IG Yes © No

| 04/25/2003

o3

Add:

Update:

Restore and Cancel:
Guest Update:

Folio Confirm Button
Pre-Post Resrvation:
Post Deposits Chkd:
Group Reservations:
Email Reservations:
Ask to Email Rsrv:
Internet Import:

Folio’s after add Rsry.

Market Code Requird:
Guest Popup Wheel :
Change User dipdwn:

<<«

A R I e

— Letters

1st Reservation Letter : [
2nd Reservation Letter: [
Check W alk/0ccupied

Standard Reg. Letter: [~
1st Walk/Check Letter: [
2nd Walk/Check Letter: [
Room Mbr./Conf+Rceipt: [+
Room Desc/Conf Letter: [+

— M

— Reparis

Market. Guest and
Travel Reports:

Armriv/Depart/Licnze:
Room Chart/Status:
Housekeeping:
Management Reports:

— hers
Pre-Post Always Chk'd:
Member Activation:
CTC Folio Auto Impoit:
Check-In Guests:
Check-Out Guests:

DOccupd Room Upd:
Folio*Update ¥izible :

— Mimht Al
Post Room and Tax: [V
All Others: i
Night Audit ALL Shifts : ¥

Setup Menu:
Maintenance Menu:
Require Sign On:

Accts. Receivable:
Folio delete privledge:
Folio Adjustment Only:
FolioHist Ing. Upd. Del:
Req. Check-ln Status:
UnitOwner Managment:
Waitlist 2 Mth Deletion:
Cancels 2 Mth Deletion:
Permizsion to Back-Up:
Preset rate entry only:
Req. Credit Card/Dep:
Activate Unit Adlt Max.:
POS Add and Update.:

e e D B B U I B I

M/A End-of-day Control.:

I Switches I

|Updale| | Insert | | Delete |
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The next inquiry screen will display all information about the Company, including
Invoices, Amounts due, Receipts, and Notes.

The buttons along the bottom are Notes Select Delete Insert Update Close
Click on the Notes button to Insert or Modify notes about a Company.

Click on the Select button to Select a different Company.

Click on the Delete button to Delete a Company.

Click on the Insert button to Insert a New Company.

Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Direct Bill maintenance
program.

Click on the Update then Close button to Save and Exit the program.

Room Extensions / Call Accounting

This program is only initiated when using Call Accounting and the room numbers do
match with the phone extensions in the room.

Enter all room numbers, room extensions in this file for call accounting conversions.
Print To Print the List of Room extension info

Delete To Delete a Room line

Insert To Insert a new room ext. line

Update To Update the changes you have made

Close To Close the Program

Refunds

The Refund program will allow you to setup Full refunds within a certain number of
hours, or a partial refund within a certain amount of hours. You can set up 3 different
refunds by hours or full refund.

Refund Hoursl will be the numbers of hours you will refund a full refund
automatically. The Refund button is on Bottom bar of the Check Out screen, and will
not be allowed to be used after the number of hours has elapsed.




'“G I.IEStTraCker © Version 7.0

Guest / Category Type Maintenance

The Guest Type Maintenance program will allow as many Guest Types as would like
to track for Revenue, Marketing and Advertising.

The buttons along the bottom are Delete Insert Update Close
Click on the Delete button to Delete a Guest Type.

Click on the Insert button to Insert a New Guest Type.

Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Guest Type maintenance
program.

Click on the Update then Close button to Save and Exit the program.

Housekeeping Code Maintenance

The Housekeeping code Maintenance program will allow as many Housekeeping
codes as would like to setup for Housekeeing.

The buttons along the bottom are Delete Insert Update Close
Click on the Delete button to Deletea Housekeeping code.

Click on the Insert button to Insert a new Housekeeping code.
Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Housekeeping code
maintenance program.

Click on the Update then Close button to Save and Exit the program.

G/L Account Maintenance

The G/L Account Maintenance program allows you to maintain your Chart of
Accounts. The G/L Accounts are sorted by type of Account, then by GL Acct number.

The G/L Account must be a unique number.
The G/L Type must be either CR or DB.
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The G/L Description is the description of the account as it willappe ar on al
and reports.

The G/L Sequence is a unique number assigned to the Account that will represent the
Print sequence of the G/L Summary Reports.

The G/L Group code is the sub-total code for G/L Account group sub-totals.

The G/L Tax Acct is the G/L Tax Account that will automatically post when this G/L
account is selected. 2 folios will post, 1 for the charge and 1 for the tax.

The G/L Tax % is the percentage that will apply against the Folio Amount entered.

11725701 GENERAL LEDGER Page 1 of 1

Acct Type Gl Description Gl Seq Group Acctl Amt Acctz Amt Acct3 Amt Charge Origination
100 Fioorm Charge] 141 110 6.000 20| 2.000 000 |Lodging Front Des - |
110 State Tax 2l oo aan 000 |Lodging Front Des = |

120 [Tourisim Tax 3l aan .0oo 000 |Ledging Frant Des - |

5
3

140 Sales Tax jal .oaon .00o 000 |Lodging Front Des = |
220 Fhone Charge s f.000 .0oo 000 |Ledging Frant Des |
22h F.estaurant Charge 7|1 §.000 000 000 |Lodging Front Des = |
300 ater Activities 10 &1 5.000 000 000 |Lodging Front Des = |
370 Misc Charge 11 1 5.000 000 000 |Lodging Front Des = |
310 Diring Trip 12 A1 5.000 000 000 |Lodging Front Des = |
405 [adjustment 14 1 5.000 000 000 |Lodging Front Des |
500 Cash 20 |B1 000 000 .000 |Lodging Front Des
510 isa/MC 21 B1 .oaon .00o 000 |Charge

520 FArmex 22 B1 .aan .0aa 000 |Charge

530 Discover 23 |B1 .aon 000 000 |Charge

540 Diners Club 24 |B1 .aan .0aa 000 |Charge

550 Check 25 Bl Rujuli} .0oo 000 |Lodging Front Des |
560 ihcocounts Rec. 26 |B3 000 000 000 |Ledging Frant Des = |

1 I

|H0w31through1?of1? Print | Test | Delelel Insert |Updale| Close |

RR(ER/EN[EN (K

Click on the Delete button to Delete a Guest.
Click on the Insert button to Insert a New Guest.
Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Guest maintenance
program.

Click on the Update then Close button to Save and Exit the program.
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Click on the Print button to Print out all of the G/L Accounts detalils.

Click on the Test button to view a Drop Down list of all G/L Accounts.

Click on the Delete button to Delete a G/L Account.

Click on the Insert button to Insert a New G/L Account.

Click on the Update button to save and update all your G/L account changes.

Click on the Close button to discard changes and exit the G/L Account maintenance
program.

Click on the Update then Close button to Save and Exit the G/L accounts program.

Market Code Type Maintenance

The Market Type Maintenance program will allow as many Marketing Types as would
like to track Marketing Revenue and Advertising.

The buttons along the bottom are Test Delete Insert Update Close
Click on the Test button to view a Drop down list of all the Market Types.
Click on the Delete button to Delete a Market Type.

Click on the Insert button to Insert a New Market Type.

Click on the Update button to save and update all your changes.

Click on the Close button to discard changes and exit the Market Type maintenance
program.

Click on the Update, then Close button to Save and Exit the program.

Travel Agencies Maintenance

The Travel Agent Maintenance program will allow you to setup as many Travel Agents
as would like for tracking Travel Agent Commissions.

The buttons along the bottom are Test Delete Insert Update Close
Click on the Test button to view a Drop down list of all Travel Agents.
Click on the Delete button to Delete a Travel Agent.

Click on the Insert button to Insert a New Travel Agent.

Click on the Update button to save and update all your changes.
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Click on the Close button to discard changes and exit the Travel Agent maintenance
program.

Click on the Update, then Close button to Save and Exit the program.

Confirmation Letter Maintenance

The Confirmation Letter maintenance program will allow you to customize your
confirmation letter. Type in the text that you would like to see on the Confirmation
Letter and click on the Update button.

Click on the Update button to save and update all your custom modifications.

Click on the Close button to discard changes and exit the Confirmation Letter
maintenance program.

Click on the Update, then Close button to Save and Exit the program.
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Registration Letter Maintenance

The Registration Letter maintenance program will allow you to customize your
registration letter. Type in the text that you would like to see on the Registration Letter
and click on the Update button.

Click on the Update button to save and update all your custom modifications.

Click on the Close button to discard changes and exit the Registration Letter
maintenance program.

Click on the Update, then Close button to Save and Exit the program.


















































































