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1. Welcome to Reservation Master

Copyright © 2000-2011 Gold Hill Software

Reservation Master ™ is a reservations software package developed for use in Hotels, Motels, Guest
Houses, Bed and breakfast, Lodges & Inns and Campgrounds worldwide.

A database underlies the program. It tracks your reservations. The program is easy to use but gives
you full control of your costing structure as the unit rates are easily altered individually.
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2. Main screen

2.1 Booking sheet

Booking sheet tab

This is where you record your reservations on a monthly basis
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Days of the month

On the top of this window, the days of the month are listed. You can highlight Sundays in a different
color by clicking on Configuration/Screen settings. Holidays, including Sundays, are further
highlighted on the grid. You can enter holidays and special events reminders by clicking on
Configuration/Holiday listing.

Occupancy levels

Occupancy levels are displayed in your own selectable colors just below each date from 0% room
occupancy till 100% room occupancy. This also allows you to quickly check if a room is available
over a selected period. Alternatively, you could show the number of empty rooms available. Colors
and the occupancy height can be selected in configuration / screen setting.



Room numbers and description

On the left, room numbers and their descriptions are listed. You can hide or resize the description
area by clicking on the line between the main grid and the description. You can make the cell wider
by moving the line. The new position becomes the default position when you next open the window.
You can alter the room numbers and descriptions using the configuration dialog. Here you can also
enter the base rate for each room here.

If you right click the mouse on the room number a popup menu will be displayed, you can use this
menu to alter the room status from room not ready (red indicator) to room ready (green indicator)
you can also enter some room comments. These comments are uses when creating the house
keeping report.

rComments ﬁ

Honey maon guest, Fruit basket and fiowers to be provided. |

8| Clear comments on status change

Scrolling
The main area can be scrolled in both directions using the scroll bars on the right and bottom of the

Booking sheet window. You can also use the mouse wheel to scroll the display. (Hold down the CTRL
key to scroll horizontally.)

Months

At the bottom of the window there are 12 tabs representing months. Clicking on these tabs
navigates you through the calendar.
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Jan | Feb| Mar | Apr | May [Jun| Jul | Aug | Sep| Oct | Now | Dac

VJune - 2014 Last service - Saturday, 19 April 2014 10:06 a.m.

Previous or next year

You can go to the next year or previous year by going to the main menu and clicking on Year/Go to
next year or Go to previous year. Click on go to current month and the year and month selected are
displayed on the status bar on the bottom of the Reservation schedule window.
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Alternatively, you can navigate the year using the speed buttons (green arrows) on the top of the
window. Moving your cursor over the speed buttons displays a description of their functions.

Start month

From the option button (year menu) you can select the start month this will adjust the grid start
month from the standard Jan to Dec display to any month you select say Jul to Jun this will prevent
you from having to go back and forth the year when you come close to the end of the year.

Start month

Select booking sheet start month

Entering reservations
To enter a new reservation:

1. Right click on the grid. This brings up a pop-up menu.

2. Click on New reservation and the Guest reservation window comes up. The location of your
mouse click will determine the date and room number of your new reservation. You can change the
allocated dates and room number in the Reservation window.

3. After entering the guest name and contact information, enter other details and type of guarantee
applicable to this reservation.

4. Once all the details are entered, click Save/Exit. A box representing the period of the reservation
with the guest name is displayed in the Booking sheet. Its color represents the type of guarantee
applicable. We suggest that you use a bright color such a red to display unsecured reservations as
this draws attention and enables you to take the required action according to your reservation

policy.

Tip. Click on start date and drag to highlight the new reservation after releasing the mouse button
the new reservation will be displayed reflecting the selected dates and room.

McMeeken Ken

Kruger Martin ‘




Altering reservations

Once a reservation is made, right click on the highlighted area. A pop-up menu appears, and you

can edit and more from here. Information on the current selected guest is displayed in the status
bar beneath the month's tabs.

The reservation selected is highlighted. The Booking sheet window is in lock position at the start.
Click the lock button to unlock the Booking sheet. Now you can easily relocate a reservation from
room to room by using the drag and drop action. To alter the length of stay, click the right border of
the highlighted are. The cursor changes and you can alter the length of stay by moving your mouse.
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Protection

For protection, you are prevented or warned before you alter or move a guest who have checked in
or checked out.



2.2 Calendar view

Calendar view tab (pro version)

The calendar view provides you with an overall occupancy status for the selected year beside this
you will find a listing of available rooms and occupied rooms on the right hand side.
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Calendar

The calendar displays each day of the month and the relevant occupancy level from 0% room
occupancy till 100% room occupancy. Click on the selected date and both the room available and
room occupied grids on the left on your screen will be updated.

You will also be able to generate new or edit reservation, right click on the selected date. A pop-up
menu appears, and you can edit and more from here.

Rooms available

This window displays the number and rooms which are available on the selected date, right click to
create a new reservation.

Rooms occupied

This window displays the number of occupied room and lists the guest names, right click to edit or
to generate an invoice.

Legend

Displays the legend and relevant colors from 0% to 100% occupancy.



Create web page

This is a selectable option from the popup menu. When selecting this option, a dialog will be
displayed providing you with various options. Colors, width and height of each calendar month.

Calendar size and color
Color  Background color - |
Fontsze 3 v  Width 195 Height 147 Month height 20

Web page drectory
‘Web page drectory C:'\Users\Judy Munckton,

Opticns
B [¥] Open web page after saving
Frommonth September ~ |~ |Generate HTML document using GIF Images
| | Do ot replace the Web page

| valebity | [ save

Select the data directory for the web page and the start month click save to save the web page. The
program will create a web page which the program can open after saving.

The web page is created either GIF images or individual web pages for each month.
You can use these GIF image or web page to display your room availability on your own web site if
so required and alter them to suit.

Availability button, as you may want to adjust the information you share with the public you can
adjust the room availability using the availability dialog and enter the new adjusted room availability
levels in the new column. T1 stands for Room typel and N1 stands for new value for Room typel
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2 B/R + Bunks - 2 Rooms total, 2 Rooms available, 0 Rooms cccupied

The web site created by the program will contain all months of the calendar. You can use the
bitmaps or the HTML file to create your own web page as illustrated below
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2.3 Today's guest

Today's guest tab

This window lists today's guest in a scrollable list. Double click any reservation to bring up the
Edit window, or right click to bring up a pop-up menu. Select the required action. Corresponding
actions are also available using the speed buttons from the top toolbar.

For easy reference, the colour coding available in the Booking sheet is displayed in the listing using
small coloured boxes.

ile Edit Beports Productsinformation Language Yiew Webreservation Help

" . \ - . \ \
£ 2 % I x % % 1
New Edit Invoice Cut Copy b Cancel Print Find Export
guest

Bookngrhest | Calendor view Today's guest Arrrvals | Depertures Qcoupancy Awalable rooms Customes kst Product
¥ Frstname Famiy name Crral Acrivel date Departure date Room Acuits Chidren Inv No Guaraniee Rate Paymentdue Spe
» Gaye Doyle gayedoyleexe... 22 » 23/03/2014 03 CABIN 2 Depost pad $50.00 £50.00

Bruce &iyn Bowman brucebovmPona. .. 22/09/201 B[0014 11 CAEIN 2 0 24530 Depost pad $90.00 $40.00

2.4 Arrival and Departure

Arrival and Departure tab

These windows list all arrivals or departure in a scrollable list. Double click any reservation to bring
up the Edit window, or right click to bring up a pop-up menu. Select the required action.

Corresponding actions are also available using the speed buttons from the top toolbar. Click the
button next to the date and use the calendar to select a different date.

For easy reference, the color coding available in the Booking sheet is displayed in the listing using
small colored boxes.

ile Edit Reports Productsinformation Language View Web reservation Help

"6 N \ i \ y \
£ 8 %4 J x % D x
New Edit Invoice Cut Copy Paste Cancel Print Find Export
guest
Booking sheet I Calendar view 1 Today's guest ‘ Arrivals | Departures I Occupancy Available rooms Customer list Product
Selectdate  22/09/2014 B
¥ Firstname Family name Email Arrival date Departure date Room Adults Children Inv No Guarantee Rate Payment due Spe
» Gaye Doyle gaye.doyle@exe... 22/09/2014 23/09/2014 09 CABIN 2 Deposit paid $90.00 $90.00
Bruce &lyn Bowman brucebowm@gma... 22/09/2014  23/09/2014 11 CABIN 2 0 24530 Deposit paid $90.00 $40.00

2.5 Occupancy

Occupancy tab

This window lists all reservations in a scrollable list. Double click any reservation to bring up the Edit
window, or right click to bring up a pop-up menu. Select the required action. Corresponding actions
are also available using the speed buttons from the top toolbar.



Click the buttons next to the dates and use the calendar to select a different reporting period. The
listing can be sorted in many combinations. Click the column heading of the column you want to
sort. Click again to sort it in descending order. You can sort on multiple columns by holding down
your ctrl key on the keyboard.

Fée Edit Reports Products information Language View (eb resenvation  Help

g 8 oA , x B P x
New Edit Invoice Cut Copy 2t Cancel Print Find Export
guest
Bockngzhest | Cakendor view Deportires Ocaupancy Avadable roors Ouztomer Jot Preduct
From date  H/09/2014 @ Show o bedkings Show cancelatisns Chacknd <0t guest with payme
¥ Frstname Famiy name & ierival date  Departire dote Room Achins Chidren Inv No Guarantes Rate Paymentcue Specials
P Cowd Baxter 9 01 2 0 1 Chededout I $20,00 270.00
David Eaxier oL ) 2 2 Repeat quest $110.00
Saly Jones 02 2 1 3Noguarantee B 5300.00
Teay Mackin oL 2 0 & Credteard § $20.00
Teny Mackin 02 2 0 Credtcwd 53 W $90.00
Tony Mackin 03 0 Credteard S2 Wl $20.00
Teay Mackdn 04 0 Credtcrd 53 I $90.00
Kerry Wikans 06 2 2 4 Chedked in m $130.00  §2,310.00
Kerry Wikans 06 2 2 S Travdagent £120.00 $2,330.00 Amiving

From this tab you can use the guest finder to locate a guest. Click the Find guest button a small
window is displayed, enabling you to find a guest by code, given or family name Click Find. A list
appears in the display window. Click on the guest you want and click Select.

2.6 Available rooms

Available rooms tab (pro version)

This window lists all rooms available on a given date in a scrollable list. Double click any room to
bring up the new reservation window, or right click to bring up a pop-up menu. Select the required
action.

Corresponding actions are also available using the speed buttons from the top toolbar. Click the
buttons next to the dates and use the calendar to select a different reporting period.

Select from the drop-down box to display only the selected room type, furthermore you can also
select from the show rate drop down box to display the applicable rate.
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The listing can be sorted in many combinations. Click the column heading of the column you want to
sort. Click again to sort it in descending order. You can sort on multiple columns by holding down
your ctrl key on the keyboard. You can change the availability indicator color can from configuration
/ screen settings.



2.7 Customer list

Customer list

This window lists all of guest in a scrollable list. Double click any to bring up the Edit window, or
right click to bring up a pop-up menu. Select the required action.

Ble Edit Year Reports Productsinformation Language Yiew Web resencation Help

7 % A D

New  Edit Cexel Pint  Find  Expor

guest
Bookngzhest | Calendervew | Todaysguest | Al | Ometwes | Ocopency | Avslebleroses | Qastomerist | produ
v Guestcode Corpername  Prstname 1 Pamiy narre Addrezs 1 Address 2 aty State Post code Country Fhore |
DBANTIR Davd Baxter 38 Drichare street ‘Welngton New Zealand
WKERRY Kerry Wikans 455 Cross road Sydney Asrala
SIONES Saly Jones S0 Man north road Ostchurch New Zesland
» ™aoam Teay Mackin 88 Kings rood Erisbane Asrda

The listing can be sorted in many combinations. Click the column heading of the column you want to
sort. Click again to sort it in descending order. You can sort on multiple columns by holding down
your ctrl key on the keyboard.

Click the find guest button to bring up the guest finder. You can use the guest finder to find guest
using several different search field and search options including a wild card character - %

Once you have found the customer click the select button, this will close the guest finder and
highlight guest on the list.

To remind you of troublesome guest you could tick the blacklist check box you in guest dialog, the
corresponding guest will then be listed in red on the list.
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2.8 Product

Product view tab (pro version)

This window lists all of product in a scrollable list. Double click any to bring up the Edit window, or
right click to bring up a pop-up menu. Select the required action.

Ble Edit Year Reports Productsinformation Language Yiew Web reservation Help

* 3 x & D X

New Ed; Product.  Cancel Print Find Export

sale product
Bookng sheet | Calendar view I Today's guest | Arrivals | Deportures | Qcapancy l .\wé&k 0TS Custones st Froguct
v Prodxtcode 1 Barcode Dezaription Unit Product grop Last cost Sed price Suppler code Lead Sme Tax In stok
CADBLRY Codbury chocolate EA caor $L20 $160 CROBRY 7%
COE Coca cole EA ORINGS $1.00 $1.50 COKE 7%
b MK Mk crton EA DRING $0.820 $1.20 COeE 75

While this tab is selected you can also perform other product related functions such as product
sales.



2.9 Layout view

Layout view tab (pro version)

You can use your own layout to provide you with an instant view of which rooms or in case of a
campground which site are vacant or occupied you can even edit reservation and generate invoice
from this screen. In order to display this tab, you first have to select your layout background. Do so
from Configuration / screen setting then use the select button and locate your background file. At
the same time, you can set the size of the room markers.

Layout view background
Marker height 25 Background file

<\ \ \ ‘. )
Marker width 25 C:\Usersx'\Documents\ResrvManual'CampView. pg Select

Once you have selected your background image the layout tab will be displayed, at the start all of
the markers will be located on the left side of your screen. Click the unlock button so you can move
the markers to the correct position in accordance with your map. If required you can edit or create
an invoice from this layout view, right click on a marker and select from the menu. To change the
dates, click the small button next to the date.

ﬂ Booking sheet Calendarview Today'sguest Arivalks Departures Cccupancy Customer fist Products Layout view
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2.10 SQL query

SQL query tab (pro version)

For advance users only. You will be required to have knowledge of the SQL query language to use
this option.

This option provides you with direct access to all tables in the data base and allows you to export
the information to MS excel.

To provide you with a sample type in "select * from GuestName" in the bottom of the screen and
click the open SQL button this will generate and display a list of all the guests you have in your data
base. Alternative click the Export data to MS excel.

On the right-hand side, you will find the data base table and fields list you can use in your query
(Double click the field to insert to query)

Once you create a query click the open query to execute the query. The result of the query could
then be exported to Microsoft Excel if so, required click export data. You can save and open
frequently used query.

) o L] o =&
Openqry Soveqry OpenSQL OczeSQL  Export

Calendar view | Today's guest | Arrtvals | Departres { Ocopancy | Avalsblercoms | Customer kst Product SQL query
v GuestiD  GuestCode Tae GivenNarve Famiytiame “ | Data base tables and fields
» ¢ DEAXTER ™. David Saxter Guesthiane
2 S)0neEs L Saly Jooes GuestData
3 WKERRY . Kerry ViRares RoomType
4 TMACKLIN " Torry Mackin Ceapwey

TanffCode




3. Main menu

3.1 Menu selection

Menu selection

The program support two different menu selection Ribbon menu and Toolbar menu go to screen
setting and under options select the preferred menu tick or un-tick the "Use ribbon menu" checkbox.

Opticns —
"I Sort desaiption = Show email
7 Sort alphanumeric __IShow booking number
] show SQL query tab [¥] Show start and end indicators
1 Shaw no of vacant rooms I Highiight saturdays
7! show famiy name first V] Show guarantes color
] Show company name i Gradient S tioe
| Show arrival time 7 Use ribbon menu
[ Show travel agent o one sdosmenT
| Show special requirements I Inverse selected reservation
(71 Show phane number
Layout view background
Marker height 25 Background file
varker ity 25 CHEersbodDoaments Resrvtianual\Camptientog | seect |

Toolbar menu

The tool bar menu is a more classic menu like the previous version of Reservation Master.
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Ribbon menu

The ribbon menu you make your selection by clicking the required button or the arrow next to the
button to show the selection menu.
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3.2 File menu

File menu

on Language View Web reservation Help
Create a new data base Ny . ™% .
4 x 1
Open 2 dstabase copy
Cut Copy ohe Cancel Pri
Cregte a copy of the database as...
Delete sample reservation data ST — | 5
Cenfiguration > Company details
Users and security Tax codes .
Export data » Room and rates by 23 Wednesds
Import data » Raily room rates n
Backup data Tanff code
Restore data Package
Restore configuration Preference
Purge data Payment type
T
Recale Occupancy rowel agm.\t
Repair database iy
Holiday list
2Pk Invoice
o Report / Network
Exit . 7
Cyyner information
A Reset settings
05 Double room o S -

Create a new data base

New data base creates a new data base with the option to copy part of your existing data this can
include the rooms, guest data and product data. Tick the corresponding check boxes to select the
data to include and enter the new data base name.

New data base

Options

Reservationd01

Data base name

7! Use curent room number and tanffs
7 Use aurent guest data
WV Use current product data

Open a data base copy

Use "Open a data base copy" to open a data base other than the default data base. Once you open a
data base this data base will become your new default data base the next time you start the
program.



Create a copy of the database as...

You can save your current data base using a different name.
Note: it is not required to save your data base after changes are made. Reservation changes are
automatically saved.

Delete sample reservation data

When the trial version is installed the user will be given an option to create a sample data base. Use
"Delete sample reservation data" to delete the sample reservation and related invoice information.

Room and rates will not be deleted.

This option is only available once and the menu will no longer be displayed once the sample data is
removed.

Configuration

From the submenu select the various configuration settings. From here you can alter or enter the
required program configurations.

User and security (pro version)

Use user and security to restrict access to certain portion of the program and or to record the user
name when new reservation or cancellations are made. To setup security take the following steps
- Select user and security from the file menu.

- The default login is "ADMIN” and the password is "ADMIN".

- You can change the default password from "ADMIN"” to anything you like. Make sure you
remember this.

- Un-tick “"Don’t use security” and save.

[

Users and secunty

TTEm—

Secunty kevek

Security level 1 Security level 2 Security level 3
Corfiguration » |1 Configuration - Conliguration a
" Uses and secunly = |71 User and secuniy | I User and secunty
Backup data E | Backup data £ [ Backupdata E
_ Regoe data [ Restore dala | I Reslove data
Esport data ] Export data Erport data
T Edk product I71 Edt product 7] Edit product
" Reservahons [ Reseivalions [T] Reservations
New reservabon [1 Newtesarvalion 1 Newreservation
Edi razarvation [ Edt iezaivalion 7] Editrezervation
Edi after check out ol Edt after check ow o Edt after chack out o
U b andnsrbararamssban [T Cid sed nasie saransshice | C1d andnncha racascstinn

To restrict access, choose function to be restricted and mark the restnicted function.
Function marked will not be avalsble for the selectad security level

ADMIN paseword ADMIN |V| Don't use sequrity

L

If you exit the security dialog you will need to log in using "ADMIN” then the password (default
“ADMIN") you will be given access to all functions of the program.

To set up users.
- There are 3 security levels providing you with options to restrict users from certain areas

- Select the user tab here you can enter the user log in name (address and phone is optional only
for your own record) and the security level.



- Save and exit.

- You will be presented with the log in dialog.

- Enter the new user name. As a password does not exist you will be ask to enter a new password
and re-enter to confirm.

- User now has access to the program except for areas restricted as per user level.

Note: always prevent user from accessing security if not it the user is able to change their own level.

Export data

Guest data and Booking information can be exported. After you have selected the information you
want, and then clicked on save, this sends guest information to a comma-delimited file, which can
be used by other programs, for example Excel. You need to navigate to the folder in your computer
that you want to save the file to.

To select the data fields to be exported use the arrow buttons.

e

i

Expont fields
{Z} & GvonName
7 FomdsName
4 2 Emad
7

j FhoneNuvmber
0

Sort by

Q) First name

7) Famiy name

|

Import guest data

Guest data from a comma or semicolon delimited text file can be imported using this function. Select
the file to be imported then from the dialog match the fields on the left to the data fields on the
right.

Once done click the import button.



r s > i
Import guest data _;_‘ &

Text file Guest data helds
{Cawd [ GuestCode 2
Baxter T ithes

| (|  GiverNeme  David
- FomipName  Baster
| 4« CompName
Addfresx7 -

[”| First record header ‘
|

=

Please note that when importing data, the file should be correct make sure that the delimiters are
not part of a name as this may result into import to fail. If you use a comma as delimiter the make
sure of the following

“38, Brisbane street” (This address is incorrect as it contains a comma 38 is considered one data
filed and Brisbane street another)
“38 Brisbane street” (This is acceptable address does not contain a comma)

You can set the delimiter comma or semicolon from configuration / preference.

Backup data

Backup data to removable media, hard drive. You will be given a warning to backup based on the
time period set in configuration under preference set to 0 for no warning. Once you selected your
backup file you will be given to option to back up your configuration setting select yes if you like to
do so.

Confirm .

9 Back up configuration settings

[Ye ]|

Beside backup up your data manually the program will create backup your data every time you close
the program. This backup Zip file is in “"C:\Users\xx\Documents\reservation\DataBase”

Restore data

Restore data from removable media or hard drive, please note that this action will restore the data
and override all changes made. After the data is restored you will also be given an opportunity to
restore your configuration setting.

Restore configuration

Select this option to restore configuration setting only without restoring the data base, please note
that some information such as Room and Rates are part of the data base and therefore will not be
restored using this function. Sections which will be restored by this function are

- Company details

- Tax codes

- Screen settings

- Preference

- Invoice settings (except bottom comments)

- Registration form



Purge action

Warning! This command deletes your data between the dates in the window! You have the choice of
deleting one of or both guest data and cancellation data before the date you choose (using the
calendar). Once deleted this data cannot be recovered.

[N

Warning Make a backup copy of Reservation Master data before
purgng any data, data wil permanenty deleted

¥ Purge reservation data
__|Purge cancelation data
[ Purge room and resarvation data for the selected room

| Purge un-usad quest names
| Purge credit card data for chadked out quest

From 22/09/2013 2 To 22/09/2013 2

[T] Show reservations before purge ] Ok ] [ Cancel J

As purge data deletes some data from your data base therefore reducing the amount of data stored
this function can be used to increase the program performance.

The pro version has the further option to select reservation you would like to remove from your
system on a one by one basis. Tick "Show reservation before purge" when you click ok then a dialog
box will be displayed so you can select. Tick the reservation you would like to remove from your
system then click Purge.

v GuestID Arrival date Departure d... Guarantes
1 17/09/2014 20/09/2014 i $0.00 Repeat guest
2 2208/2014 26/05/2014 ) $0.00 Repeat guast
3 24/09/2014 27/05/2014 $0,00 No guarantee
4 17/09/2014 27/05/2014 €0,00 Travel agent
5 28/09/2014 2/10/2014 $0.00 Travel agent

6 29092014 3/10/2014 $0.00 Creditcard & M|
7 2909/2014  3/10/2014 §0.00 Creditcard Sa, Il
3 29/09/2014 3/10/2014 $0.00 Creditcard S3 M
9 29/09/20:4 3/10/2014 ! $0.00 Creditcard Sa M

Both the reservation and all the expense record for this reservation will be permanently deleted.
Recalculate occupancy

If for any reason the occupancy level does not show the correct information, you can force the
program to recalculate levels. This could happen in case you change the calculate option in
configuration from "Y" (yes) which will include the room in the occupancy calculation or "N" (No)
which will exclude the room from the calculation.



Repair database

Always use a backup! However, in case your data has become corrupted this will attempt to repair
the data base.

Logout user (pro version)

This will lock out the current user and re display the login dialog.

User name ADMIN

Password esese

Reset password
Reset your and request the user to re-enter a new password.
Exit

Exit from the program, before exiting you will be given a backup warning.



3.3 Edit menu

Edit menu

Lock

Lock and un-lock the grid
New reservation

This creates a new customer reservation. You are presented with the guest finder to find detail for a
returning guest or click new to create a new guest. Select the guest and the reservation window is
displayed. Enter all other guest information then, click Save. The new reservation is displayed in
both the Booking sheet and the Reservation listing.

Group reservation

This creates a reservation for a group, you can reserve more than one room at the time, Enter the
main information like that of a normal reservation once this is done enter the additional rooms
required and the occupant name in the grid at the bottom of the group reservation dialog.

Edit reservation
This changes an existing reservation. After making the changes, click Save.
Block room

This provide you the option to block a room for a certain period a blocked room will not have an
invoice attach to it nor will it be displayed in the cancellation report if cancelled. It will however

affect the number of rooms available / occupancy levels. Blocked room are showed a reservation
using the blocked room color and include the remarks you enter.

- —
Hlock oo -~ "
Enter detais
Fromdate 23/09/2014 3
Todate 25/09/2014 v
Room number 03 TV;:
Descrption  Twin room
Remarks
Airconditoner needs repair
i Save Cancel ] |
L = — =

You can exclude the blocked room from being included in your room occupancy calculation. Tick
“Exclude blocked rooms from occupancy” (Select configuration / preference)



| General prefernce
T Auto gensrate guest code [77] Allowe double boaking
(V] Guest name required |V| Enter card details on payment
| Find guest on new reservation Maximize preview
| Quick guest data enlry || Force data base update
7] Alow guest data deletng [l Clear Cvv on Check out
[V Enable cancelation reversal || Expart occupancy as CSY fle
[ Generate Invoice after new reservaton —lagtocalodate ocoupancylevels
[V Create web page on resarvation dhangs [V] Exclude blocked rooms from ozcupancy
[SSNePT—
Edit curent languags [L]
Badp Import delmiter
Logoutonide after 99 Minutes @ Comma

Price room

This provide you with a quick an easy way to check what a room reservation will cost, enter the
basic reservation details then click on the invoice button the invoice dialog will be displayed you can
add product or make changes to the invoice if required once you close the invoice the total will be
transferred to price room dialog. Click the accept button to accept and create a normal reservation.

Enter detais
From date 24/05/2014

Todate 27/05/2014

04 No. chidren

Invoice lotal

| $240.00

e | [ moce ][ e

Note: Only after displaying the invoice the total will be displayed.
Change room number
This option will allow you to change the room number without having to edit the reservation details.

Cut reservation

Cut will cut a reservation and place it on to the clip board.




Copy reservation

Copy can be used to copy reservation details, for group bookings multiple pastes can be done using
this information. Once pasted each new reservation can be edited and personalized details entered.

Paste reservation

Paste will paste a reservation from the clip board on to the booking sheet. Right click the booking
sheet to select starting date and room number.

Cancel reservation

This cancels a reservation and save cancellation data, the guest information is no longer displayed
but some information is stored. You can create a guest cancellation report, otherwise the
information is deleted.

Transfer reservation

This allows you to transfer a reservation from one room to another during the guest stay while
keeping one invoice. The reservation will show a folder with a red or blue arrow indicating the
reservation has been transferred.

Guest check in

A small window is displayed showing the check-in time. You can also print out the check in
information sheets if required. Once guests are checked in, you cannot delete or cancel the
reservation unless the Checked in command is restored by clicking Restore.

Guest check out

A small window, like that in the check-in section is displayed once guests have checked out.
Cancellations can no longer be made. Also, in the Reservation schedule, the drag and drop action no
longer works, preventing accidental changing of information.



Global check out

This allows you to change guest status to check out for all guests departing on the selected date.
You are given the option to select which of the guest you would like to check out tick the
corresponding check boxes.

r v N
Check out all &
Check out all guest departing on
Selactdate 3/07/2014 =
Room Guest name
V] 11 CASIN - Queen Martin Kruger
V| SITE 02 - Drive on Ian Dempsey
V| SITEQ4 -Driveon janine dike
< m »
| |setrooms as ready
.I v f
¥ 5wt | Chedkout ! ] Cancel
"

Confirmation letter

Sending a confirmation letter is done using a template letter. This template can be found in the
Reservation Master Program directory and can be edited using any word processor capable of
handling rich text format files such as Microsoft Word. Once the template is edited it should be
saved as a rich text format file. You can create any number of templates.

Your last selection will become your default next time you create a confirmation letter.

Emails are created much the same way except that they should be saved as a plain text file.

In your template you use merge fields to customize the content of individual confirmation letters.
When inserted into your template they map the corresponding guest information.

Quotation letter

Like a confirmation letter you could use a template to create a quotation letter or email use the
merge field <<QuoteValidUntil>> to indicate the date the quotation is valid for which can be
number of days from today's date or number of days before expected arrival.

Registration form

You can also create a registration form using a template which will simplify guest check in upon
arrival.

Guest invoice

This is your Guest invoice which you can print in two steps. Also use it to add product sales during
the guest stay.



Transfer invoice

This allows you to transfer an invoice from one room to another.

Transfer to 1002] Search l

Invoice text

From Room 02 - 1Room: (20/09 - 23/09/2014) 3 Nghts - $50.00 Nght

[l Use guest name
[7] Use criginal inveice text [ o J| coma |

Find invoice

Find and open an invoice using the invoice humber

Find reservation

Find a reservation using the reservation ID The reservation ID is displayed in the caption of the
reservation dialog.

Guest history

Click on a reservation and select, a short report will be generate displaying the history of the
selected guest.

¥  Amvaldate Departwedate Nghts Room Rate InwNo Bockedinby Booking date Cancel by
) 28/09/20:4 2/10/2014 406 $130.00 5 21/09/2014

25/08/2014 27/03/2014 203 $80.00 22/09/2014

24/09/2014 25/09/2014 104 §80.00 30/12/18%9

17/09/2014 27/09j2014 10 06 10/09/2014




3.4 Year

Year menu

Go to previous year

This takes you to the previous December. You can access any other month of this year by clicking
on the tabs at the bottom of the Booking sheet window. To return to the current month, click Go to
current month, or the appropriate tab.

Go to current month

This takes you to the current month regardless of your position in the Booking sheet grid.

Go to next year

This is available only from the Booking sheet window. It takes you to the next January. You can
access any other month of this year by clicking on the tabs at the bottom of the Booking sheet
window. To return to the current month, click Go to current month, or the appropriate tab.

Start month

This will give the option to set the start month of the booking sheet grid from the default Jan to Dec
to say May to Apr once selected the booking grid and the month selection tab will be adjusted.

Start month M
Select booking sheet start month
Fure] -
I [ seec || cancel
03 Double room v

<

" |pe [May | 3un| 34| Aug| Sep| Oct Now | Dec| Jan| Feb | Mar

Apnil - 2014




3.5 Reports

Report menu

Print booking sheet

This prints the displayed Booking sheet. You need to select a month (use the tabs at the bottom of
Booking sheet), click Reports/Print booking sheet, alter the settings if necessary, and click on Print.
Alternatively, if the month you want is displayed, click the print icon in the toolbar.

Save booking sheet as bitmap

Save the displayed Booking sheet as a bitmap file BMP or JPEG file.

Today guest

This prints a report of all today guest. It can be sorted in one of three ways.

Arrival and departure

This prints a report by date. It can be sorted in one of three ways.

House keeping

This prints a report listing arrivals, departure and today's guest by date. It can be sorted in one of
three ways.

Room status

This print a room status report, Comments can be added to this report for each individual room.
Right click on the room description and from the menu select add comments.

Rooms available

This print the room availability report displaying the number of rooms available for each room type
for the selected period.

Occupancy

This prints a report of the occupancy for a selected period. It can be sorted in one of four ways.
Occupancy level

This prints a report of the occupancy levels for a selected period. It can be sorted in two ways.
Monthly occupancy

This prints a report of the monthly occupancy levels for a selected period. It can be sorted in two
ways.



Occupancy level charts

This display a chart of the occupancy levels for a selected period. This can be printed.

Fromdate 1505/2014 ) Todste 1S/10/2014 (@)

OQcoupancy chan From Mondary, 15 Seplamber 2014 To Wednesday, 15 Ockober 2014

22000201 ¢

cotr IS | 7 shomin o

Occupancy statistic

This prints a report on the number of guest and from which country.

Daily summary

This prints a daily income summary, please note that you from Configuration / invoice you can set
the program to generate the system entry on a daily basis as this will provide a more accurate
income report.

Sales by type

This prints a report that displays the sales by product type. It can be sorted in two ways.

Income by pay category

This prints a report of income based on the various payment methods. It can be sorted by room
number or payment date.

Income and TAX

This prints a report that displays the income and TAX amounts paid. It can be sorted in one of four
ways.

Payment due

This prints a report that of payment due to be paid by guest up to a selected date. It can be sorted
in one of four ways.



Daily income
This prints a report of your daily income for a selected period. It can be sorted in two ways.
Projected daily income

This prints a report of your projected daily income calculated using room rate for a selected period.
It can be sorted in two ways.

Print statements

This prints statements for selected guest with outstanding payments. Select the guest or company
statement period from the dialog box.

Similar to invoices you can create statements using Microsoft Word or RTF capable word processor
template.

r e — = 3
Statement template
Btement iemaisie. coc v Select
V| Display template selection box
[7] Indude currency symbol on all amounts
[7] Show template path
‘ Print ; ] Edit ’ | Cancel i '

L

You can use the following merge field in your statement template

<<Date>>
<<Title>>
<<Company>>
<<GivenName>>
<<FamilyName>>
<<Addressl1>>
<<Address2>>
<<City>>
<<PostCode>>
<<State>>
<<Country>>
<<Current>>
<<30Days>>
<<60Days>>
<<60+Days>>
<<AmountDue>>
<<STATEMENTTEXT>> This is a place holder for your statement lines.



Package reservations

This prints a report of bookings made using the package option for a selected period. It can be
sorted in one of four ways.

Travel agent booking

This prints a report of bookings made by travel agents for a selected period. It can be sorted in one
of four ways.

Monthly travel agent booking

This prints a report of monthly bookings made by travel agents for a selected period. It can be
sorted in two ways

Travel agent listing

This prints a report of travel agents and the details that you entered.

Guest listing

This prints a report of guests during a selected period. It can be sorted by given or family name.
Group listing

This prints a report of names of group reservation at a given date.

Cancellation

This prints a report of guests who cancelled their reservation over a selected period. It can be sorted
in one of three ways.

Notes: Most of the reports that can be generated, sorted or grouped in many different ways.



3.6 Product information

Product information (Some items apply to Pro version only)

Product information

Enter product or additional services you may sell, these than can be selected and entered into the
guest invoice. If you enter a barcode you can then use this to extract the product information for
you invoice using a barcode scanner.

erdud information | — Ead - - ﬁ
Enter product Information Product package
Code CADELR Fng { » |8 Use package
Bar code _I_I![ Code Ig
=2 L adbory dhocolate Qty
Urit EA Code ®
Default Qty Qty
Group CANDY 2 Code lé
Supplier CADBURY 5| The Coca-Cola Company Qty
Lost cost $1.20 Code |$
Lead time 7 Tax 5 [§) 15.00% Qty
Seling price $2.60 Usz room tax calaulations Code [#
In Stock 24 7 Maintain stock recoed Qty
l Revert ’ Save [ Ext ]
|

Product group and supplier when entered are used to generate reports this will provide you with
additional information on product sale. The "Use room tax calculation" can be used to force selected
product to use the tax calculation applicable to rooms.

When creating product, you also have an option to create a “Product package” thick the check box
to use a package then enter / select the products to for a package. Up to 5 products can be package
together.

Product group

You can add a product group simply by typing in a new group name or click the button next to the
product group edit box, this will display the product group. Right click the mouse button and select
the action required from the popup menu.



Order stock

Order stock is used to record the product items you are ordering.

Receive stock

Receive stock is used to update stock level of products for which you would like to maintain stock
levels. Select the incoming stock and quantity then press the record button to record the incoming
stock this action will adjust the stock quantity plus at the same time adjust the sale price for
incoming stock.

=

Stock items to receive

v Product code Qty Date Unit  Costeach Sel prce
CADBURY 10 22/09/2014 EA $1.20 §$1.60
* MILK 15 22/09/2014 EA $0.30 $1.20

Description Mik carton
Suppller COKE % Bar code 9430000010067

(
|

Fdped | [ Ocete || Rews |[ st |

Update stock

Update stock is used to make adjustment to stock level of product for which you wish to maintain
inventory record.

You can print out a stock list to simplify this task.



Supplier

Here you can enter the supplier information of product you sell. At the lower part of the dialog you
will find the product purchased from the supplier.

atertomaien '
Enter suppher information
Code |COKE Find ‘ ’
Suppler name
Address

City Phone (0800 $0S 123
State Fax
Postal
Country
Contact
Web page
Emal

Product available from this suppher

v Code Barcode Desaipbon o
p COKE Coca cola

MILK Mik carton E

Product sales

This is used to generate a product sale / invoice to non-staying guest as they are not linked to a
room number.

Edit product invoice
This is to locate a product invoice on record and to edit.

Product reports

There are 3 reports you can generate which are specific to product sales only Sales by type, Income
and Tax and a product listing report.



3.7 Language

Language

Language

The program uses a separate language file called "Language.sib" or "Languager.sil" so you can run
the program in your preferred language. You can also use the language file to change some of them
wording used.

Editing the language file can be done using Sil Editor which you can download free from

http://www.sicomponents.com/download.html

Both English and French language come standard with the program and can be selected from the
language menu. You will also find a User as one of the language option this option is there so the
user can modify or create its own language file.

The screen shot display part of the screen, in this example you will note that in User translation
Given name is changed to First name while the Family name been change to Last name If there is
on translation the default language will be used.

Tsilang Fies Eddor - [Languagesil]

| "/’_,;- =
— Q & Ed
75 Dot 2 « ¥ Replace . = DelsteRow ¢ s Deets
e iz o Fnd [Repiace Gobaly | 2o Nextuvalated || conment | Create Fie
Edt Find & Replace Edt iters Comments
|| s} Lamzusge =4 || swngm: Engish | Esowiol | Portguis
2] Captions No. chicren N de s NBo. crargas
j‘} ::":;‘ IbiRoomdoe Reom nurber Nimero de habeacién Nimere de Quartes
pubPaymultipleinvoice Pay sulipie rroces Pagar varnias facturas Pagar viras factiras
ribbonlrame.rpBookingSheet Eosking sheet Hoja de reservas Reservas folha
rptGuestHistory ilArrivalDate Aerival dade Fecha de legada Data de chogada
rptGuestHistory iBookedinBy Bockad n by Reser vadis por Penakzado pelos
rpiGuestHistory RilBookingDate  Bocking date Facha de L reserva Reserva e data
rptGuestistory BiCancelDate Cancel date Fecha de cancela Data cancelar
rptGuestHistory I anceledBy Canceled by Cancelado por Carcwiads pelo
rptGuestHistory ilDepartureDate Deperture date Fecha de salda Data de par by
rptGuesttistory Ibllavoice Jrreoce Fachra Fathura
A ML kb e afina O AL a

Selecting User from the language menu will now show Given name as First name Please note that
Given names appear in many of the forms as well as on the report so you will have to change all of
the entries.


http://www.sicomponents.com/download.html

3.8 View

View menu

Display or hide the Toolbar, Status bar and or Occupancy level indicator. By hiding the tool bar and
reducing the row height it will allow you to display more rooms on your screen if so required.

1135 Pazerotion Master Pro Resenvaticn] - Dems version
| Be Et yor Buports Productuivéormiion Langusse Yem ek rsevsion Hep
i Bcnyshest | Coendwwew | Todwspuest | Amwws | Deosowes | Ocooeecy | Awsiberoos | Ostowerkt | Pedwt | tln
5
H.uw- -
Tussdyy 23 Wednasdyy 24 Thursday 28 Fricay % Saurdyy 27 Susday 28
Q1 Twvin reom 1" l
s [N
0 1 £ Wilkans Kesry |

Legend

Select this option to hide and show the legend.

Show room types

This provides you the option to show only those room types selected. The room type selected will be
displayed in the room description caption. You also have the option to enter a description for each
type if you tick the "Show type selection tool bar" check box an additional tool bar will be displayed
click on the description button to display the selected room type Tick the hide will hide the room
type from the room type selection menu.

e O B

v
&
7
52

Show cross hair

Select to display the booking sheet cross hair.



3.9 Help

Help menu

Help
You will find instructions on how to use the program here.
Home page

Open internet explorer and it will take you to Reservation Master home page. www.goldhillsoft.com

Check for updates
Check if an update is available for the program.
About

Information about Reservation Master is noted here.

Room type menu

Room type menu

On top of the room description you will find a button which you can click to display the room type
selection menu. You can select a room type to only display the selected room type on the booking
sheet. You can alter the room type information from the view or option menu.

e e o1

[ Bockngzheet i  Calendarview | Todaysguest | Amvas

1%

o  Alltypes
Twin room

r Double room

' Others

Show current guest

v Show sub rooms

04 Twin room (&)



http://www.goldhillsoft.com/

Show current guest

Select this option to display the name of the current guest, next or below the room description.

»
by 201 1OPES
1 Baxter David
Twin room ’ H
02 (¥ :
Twin room - E 50
03 (¥ i H
Twin room

Show sub room

Select this option to hide or display sub rooms. Refer to Sub room for further reference.



4. Pop-up menu

4.1 Pop-up menu

Pop-up menu

Popup menu

In Booking sheet or other tabs clicking the right mouse button displays a popup menu. This menu
allows editing plus when the popup menu is activated from the booking sheet. The grid is used as a
reference point for the date and room number.

Editing functions are like those of the edit menu.

4.2 Room popup-menu

Room menu

In booking sheet clicking the right mouse button on the room description displays a popup menu.
This menu provides you with several options.

03 v
Room not ready
Tven room
04
All rooms are ready
Dauble room Add comments
05 . {
Owner information 1 .
| Double rocem :
W Kg-r‘ 8 2
05 Wilams Room majntenance \ . .
Double room :
07

Room not Ready, Room ready and All rooms ready.

Set the room status indicator from ready (green) to not ready (red) vice versa. Yellow and blue
indicates that there are some comments.



mTwnn:ml
Diawuble room =1
Daouble room

Diawuble room

[

Add comments

You can add comments to a room which will be displayed in room status report. The status
indicators for rooms with comments will are ready (blue) to not ready (yellow).

Owner information

Select this option to display the room owner information. Owner information can be entered from
configuration then select owner information then assign an owner to each room from configuration
then room and rates.

Room information

Select this option to display the room information. Room information can be entered from
configuration then room and rates.

Room maintenance

Select room maintenance to open the room maintenance dialog. You can select a room to display
the list of items schedules or completed. Maintenance items can be added or edited.

-] Room maintenance RE=EEEE X
v Date 1 Roomno Scheduedate  Descrption Completon date Cost Suppler 9
P 22/09/2014 05 22/09/2014  Replacement of Arcondtioner (4 1l

Room rumber 05 [? [ show al

A room maintenance report can be created from the report menu.



5. Reservations

5.1 Creating a new reservation

Creating a new reservation

From the Edit menu click on New reservation. Alternatively, right click on the Booking sheet grid,

this displays a pop-up menu. Click on New reservation or click the new reservation speed button on
the toolbar.

When a new reservation is made from the Booking sheet grid by right clicking, the location of the
mouse on the grid is used as a reference point for the date and room number. Using the other
option will set the reservation date to today's date while the no room number is entered.

e
[ Detalls Notes
Guest detai Credit card datails I
Guestcode  DBAXTER = Credit card B
David Baxter Card number
38 Biisbane street Wellington
Exp date
Enter detalls 2
Arival date  23/09/2014 E] No. of rights 3
Departire date  26/09/2014 5] No. adults 1 Others
M| Estimated stay No. children P vehide reg
Room number 05 & Exp arrival time  2:00:00 p.m.

Description  Double room Remarks

Tarif% code STANDARD E
Packsge - | Auto boad spacal requirement on new reservation
=|| Do not auto generate or update guast nvokce
Roomrate  $100.00 | |Lockrate B Travel agent et
Il [ Cash sake | | Make group
Travel agent Repeat guest
Bookng no I Corporate quest ¥ Bocked inby 22/09/2014 4:21 p.m.
Speda recurements
[T]Reduce reservation dalog sze

prit [ swe |[ coce |

Select a guest using the guest finder or create a new guest. Select guest enter arrival and departure
dates, room rate quoted, guarantee and other details as required.

Tip. Using the left mouse button click on start date on the booking sheet and drag to highlight the
new reservation after releasing the mouse button the new reservation will be displayed reflecting the
selected dates and room. Using the right mouse button will high light the area and provide you with
the option to select an option from the popup menu.



|

New Reservation option
You have several options in how to select or enter the guest information.

1. From the file menu select configuration / preference and tick “Find guest on new reservation”.

e

General prefernce
[} Auto generate quest code || Allow double beaking
__[V\Guestoamerequred [¥] Enter card cetalls on payment
[V Find guest on new reservation Maximize preview
(7] Quidck guest data entry || Force data base update
—Z'mwgmzrﬁamm— Dckw CVV on Cheack out
(V! Enable cancelation reversal || Export occupancy as CSV fle
[ Generats invoice after new resarvaton [ Auto cakuiate occupancy levels
(V] Create web page on reservation change [¥] Exclude blocked rooms from occupancy
Edt arent langusoe
Badup Import debmiter
Logoutonide after 99 Minutes © Cooma

Selecting this option will display the guest finder first, so you can locate or create a new guest
before entering reservation.

Search options Search field

[T Match case () Guest code @ Famity name
|V Match first character () Company name () Phone no

[T use vild cards (") First name () Reservation mo

Un-tick this option and the reservation dialog will be displayed first. You will then need to locate the
guest by entering the guest code or click the small button next to the guest code to open the guest
finder.



Detais
Guest detail

Guest code DBAXTER

David Baxter

Enter details

Arvivcal date 730214

o

38 Brisbane streect Wellington

E‘I Ma af minkie 2

2. From the file menu select configuration / preference and tick “Quick guest data entry”.

Guest detai
Guest code 000001

Detais ' Notes

First name

Phone

Family name

Enter detals

Avvival duba TINQM1A

- Ma af minkie 2

Now when creating a new reservation, the Reservation dialog display the guest first, last name and
phone number edit boxes allowing you to add new guest direct from the reservation dialog.

Double booking

The program will as per default prevent you to double book a room, you can change this setting
from configuration / preference a double-booked room will be displayed in slightly offset on the
booking sheet. As per sample below click the light blue are to select the first reservation.




5.2 Editing an existing reservation

Editing an existing reservation

In the Booking sheet window, right click on the reservation that you want to edit. In the pop-up
menu, click on Edit reservation and make the alterations in the window that comes up. Alternatively,
click on the Edit reservation icon on the toolbar.

Guest details can be changed by clicking the edit button next to the guest code.

e 1

Edit reservation
Change reorm nurmber

Cut reservation

5.3 Group reservation

Group reservation

From the Edit menu select group reservation. Alternatively, right click on the Booking sheet grid.
This displays a pop-up menu. Click on group reservation.

When a new reservation is made from the Booking sheet grid by right clicking, the location of the
mouse on the grid is used as a reference point for the date and room number. Using the other
option will set the reservation date to today's date while the no room number is entered.



Enter details

Guest code TMACKLIN

Ol

Tony Macklin

8 Kings road Brisbane
# Mo.ofrights 4
® No. aduts

No. children

= Reom 01 ®

Amvaldate 29/09/2014
Departure date  3/10/2014
I8 Sstmated stay
Tariff cade STANDARD |

Package
Room rate
Travel agent
Booking no
Exp aival tme

[T1Reduce reservation dalog sine

$90.00 [ lockrate

® [7] Appiy per person rate
[7]use average rates

Guarantee [l Credit card

Speoa! requirements

Cthers

1l Do not auto gensrate or Lpdate guest inveics
[7] Auto load spedial requirement on new reservation
[7] Make indvidual

Bocked inby 22/09/2014

Select a guest using the guest finder or create a new guest. Enter details of the guest as for a
normal reservation. In addition, you also enter the members of the group by typing in the room
numbers to be reserved for the group in the grid at bottom of the dialog and optionally enter the
names of the group members. Press the insert button or down arrow on your key board to enter

additional members.

e

Family name
Simpson 02
Brown 03

L S

Room Arrival date
28/09/2014
29/09/2014
29/09/2014

[ Automaticaly locate next room




The group is highlighted using the group color on the booking sheet. The group leader and members
are highlighted using small icons.

September 2014 October 2014

28 | Mondsy2 | Tuesday30 | Wednesdayl | Thursday2 Fi

& Maddn Tony

g Mackn ooy Srng jecca

£3, Maddn Tony Brown Michael

3 Modkin Tony Tyl Jocob

When a group reservation is made the group leader invoice will contain all the room charges for the
group, you can still generate and enter product to the invoice for each individual member, but they
will not contain the room charges.

Groups can members or leader can have different arrival dates, but the length of stay will have to be
the same.

You can cancel or delete group members if so require, Deleting the group leader however can only
be done when no member of the group remain.

When creating group reservations, you have the option to select how the room rate is calculate. Tick
the "Apply per person rate" and the rate are calculated based on the number of persons in the
group.

Tick "Use individual rates" then the rate is calculated based on the number of person and the

individuality room rate assigned to them. If none of the check boxes are tick then the rate of the
group leader is used.

5.4 Changing the reservation dates

Changing the reservation dates

You can change the reservation dates by clicking the button next to the dates and use the calendar
to select the arrival date and departure date. Please note, as checks are made on the arrival and
departure dates, the arrival date cannot be after the departure date. You should change the
departure date before changing the arrival date.



Arrival date ‘ M(
| ==

Sun Mon Tue Wed Thu Fri Sat
1 2 3 - 5 6
7 H 3 10 1 12 13
14 15 16 17 18 19 20
21 2 23 {241 25 2% 27
28 29 30
Wednesdap, 24 September 2014 séect | [ Cocel |

A simple way of changing the reservation dates and room number is from the Booking sheet
window.

Click the Unlock icon (the padlock). This unlocks the grid. Click on the reservation you want to
change. Drag the reservation to the required arrival date or room. When you release the mouse
button, the new location becomes the new date or room number.

Wednesday 23 Thursday 25 Friday 26 Saturday 27

Sundi
V=

IdVr\inmsKmy |

] !MiamsKenyI Wilisms Kerry

To extend or reduce the reservation dates, click on the reservation. Click the edge of the reservation
(departure date). The cursor will change shape. You can now change the length of stay by moving
your mouse and releasing the button once the correct selection is made.

5.5 Changing room number

Changing room number

This is like changing the date. Click the button next to the room number and from the window select
a room number. As you change the room numbers, the tariffs are adjusted according to the
applicable rates. If a fixed room rate has been quoted, you can lock the room rate by ticking the

check box.



=

[¥] Available rooms only

You can also change the room number by using the click and drag operation in the Booking sheet
window. When releasing the mouse at the different room.

Enter new room rumber

New room 05

5.6 Cancelling a reservation

Cancelling a reservation

You can cancel a reservation by clicking on Cancel on the menu, or by clicking on an icon. A portion
of the reservation information is stored. You can generate a cancellation report from this
information.

fle fdt Beports Products mfoomaticn Language  Yiew Mieb reenation  Hak

. . . . . \ .
o S g ™
¢ 28 o R Scamb B L 3
Mew, Edt Imoke Ca. Copy. Pads Cancel Pint  Fnd Bt
Gt
Coctingshest | Candwvew | Toceyspuest | derraie T Cwpatee gy onlabda rcome | Custorser et
Trondate TSRO @ To date FNDA0LS (9 Shaw sl bookings ¥ Show cancellatans Creda
v Remerva.. Code 3 focng ro  Compary narse Fest rare Farsly rare frad Arvaldate Deparare date Room it Chicen
» 10 MOOTD... 2NH014 104 w
1 DeaxTER Deved Eeater L2014 0N oL 2
2 DRATIR Oend Taater 20014 B004 ol 0
6 TN Toy Vaddn [0 N4 o1 2
7 VLN Tarp Veddn oD VNN @ 2
8 MM N Tony Vaddn JNN0LA N0 L] b
° VRN Toy Veddn P C I T 1> P S 2
4 WEEFAY Ky Wiars LTNA2014 LN 05 2
INZRRT Xy Hida 2ERIe 23D v 2
LL WEFAY Ll Wikars MUN014  BOIWNH 4 1
12 WzERY Yarry Woars =OA0IE I oS 1

When cancelling a reservation with payment made against it the reservation is cancelled, yet the
original records are maintained select the occupancy tab then tick the "show cancellations" check
box so that you can located these reservations.

There are two statuses which are protected from cancellation.



1. Checked in. The guest cannot be cancelled or deleted. You can still extend and change the
reservation but should not change the arrival date.

- Why? The guest is occupying a room, so he or she has arrived on a set day or time in the past, so
you should not change the arrival date.

- A guest may come to you asking to extend or shorten the stay, so you can still move him or
change the reservation.

2. Checked out. The guest has stayed and left the building. You cannot make changes to the
reservation.

- Why, he or she has left, and the reservation is now in the past.

Note: Of course, the program will not be totally ridged in forcing these rules, so you can make
change.

If a guest has checked out and you want to delete the guest, then you need to take 2 steps.

1. Select checkout again and reverse this status. The status will become the check in status.

2. You still cannot cancel or delete the reservation but can make changes. So, select check in again
and reverse the status again.

3. Once the status is back to normal you can delete the reservation.



5.7 Adding notes

Adding notes

You can enter extended notes relating to the reservation, click the note tab and type in any
information regarding the reservation. Right click your mouse to use the Cut and Paste command.
You can load standard notes from a text file using the select button to select the file then load to
load the file. Tick the "Auto load notes on new reservation" to automatically load the standard notes
you may have into a new reservation.

You can enter extended notes relating to this reservation here|




5.8 Change reservation type

Change reservation type

After creating a reservation, you can change the reservation from a normal reservation to a group
reservation vice versa. To do tick the “"Make group” or “"Make individual” check box at the lower part
of the reservation dialog the save.

SO A

-
Auto load spedial requirement on new reéservation

- = —1210a not auta generate or update guest nvoxe
[ Make group

Booked n by 22/09/2014

Please note that any payment or products make against the reservation will be maintained, yet the
room rate will be adjusted.

5.9 Hourly reservation

Hourly reservation

You can assign a room to accommodate hourly reservation. An example would be a SPA room.
You first need to assign a room for hourly reservation.

1. From configuration select Room and Rates and in the Hourly column enter “Y”
2. You may also want to select a different color to highlight this room.
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cocc Tax  Tanff code Color Owmer Hourly -
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3. Indicate the hours the room is available. From configuration select Preference and enter the start

and end time

Hourly reservation

Start bme  8:00:00 am, %

Hourly view |30 Minutes > Row height 30

£nd tme  8:00:00 p.m, 2

o J[ cm |

4. You can also indicate the Hourly view to enable reservation to be made using minutes.
5. Enter the row height to adjust the hourly grid height.

Create an hourly reservation

Right click on the Booking sheet grid and make sure you click on an hourly room, this displays a
pop-up menu. Click on New reservation or click the new reservation speed button on the toolbar.
(Make sure to click on the hourly room first to indicate that you are selecting this room)

When a new reservation is made from the Booking sheet grid by right clicking, the location of the
mouse on the grid is used as a reference point for the date and room number.

3 Hourly reservation [Chambre 07 - Tuesday, 21 July 2015]

o

08:00 a.m.
[ 08:30 a.m.
| 09:00 a.m.
| 09:30 a.m.
110:00 a.m.
10:30 a.m,
|11:00 a.m.
11:20 a.m,
| 12:00 p.m.

: 12:20 p.m.

| 01:00 p.m.

|01:30 p.m,

| 02:00 p.m.
02:30 p.m,

| 03:00 p.m.

03:20 p.m.

MELANIE | David Saxter

[« Detais

Guest detals
Guest codz |DCOC0 v

Steven Joice

Edit reservation
Delete reservation
Invoice '
Iransfer invoice ™
T Start time | 9:00:00 a.m.

£nd time |10:00:00 a.m

Guarante | [[] Depost paid

Therapist =
Care [Product DEEP -

Deep lissue massage

Special requirements

)

Bt | | Delete Revert save | [ Bt

The hourly reservation dialog will be displayed
guest details on the right. Click the buttons to add or edit reservation.

. This dialog contains the hourly grid on the left and



Select a guest using the guest finder or create a new guest. Select guest enter start and end times,
guarantee and other details as required.

Tip. Using the left mouse button click on start date on the hourly grid and drag to highlight the new
reservation after releasing the mouse button the new reservation will be displayed reflecting the
selected times. Using the right mouse button will high light the area and provide you with the option
to select an option from the popup menu.

If you select a product this product will then be automatically be entered when an invoice is created.

On the main booking sheet, the hourly reservation is indicated using the percentage of occupancy.
This will provide you with an indication if space is still available for the selected date.

v (S NV V) -~

07  Double room v 1% .n

08  Double room v

SPA function

As stated, before the hourly room can used to record reservation for your SPA room. The program
also has the option to record a SPA therapist.

From the configuration menu select “Therapist information” to enter information on individual
therapist.

r > N
Therapist information M

Details | Care [Notes

Enter therapist infarmation
Scarch

Code |MELANIE
Therapist name  Melanie Bawr
Address
Oty Phone

State
Post code
Country
Contact
Email

Default care BACK 52

} Delete Revert | Save | Exit

Enter the information of your therapist and if required you can add a default care for this therapist.



Therapist information r ﬂ
Detais | Carejmotes |
Core Mellanic Baur
v Code Description Unit Sell price ot
P SACK Back, Neck and shoulder masage  EA $130.00
DEEP Deep bssue massage $115.00 =
cae || Dpeete | ‘
Nptps
[ e et | Deete || Revet |[ sawe |[ Eat |
|

You can add multiple care / therapy types a therapist can provide.

Care or therapies are entered as a product. So, go to the product information menu and add a
product.

Product information I ﬂ
Enter product Information Product package
Code BACK Fnd ‘ » |8l Use package

8ar code ) Code )
Desaiption Qty

Uit EA Code @
Default Qty 1 Qty

Goup SPA = Code %)
Supoler 5 Qty

Last cost Code E
Lead time Tax S ¥ 10.00% Qty

Seling price $130.00 D Use room tax calculations Code E

In Stock _"|Mantan stock record__ ’
l [V] Therapist care Qty

; d pecte | [ Revet || sove || Est |

The only difference from a normal product is at you can indicate that this is a therapist care. Tick
the “Therapist care” checkbox.

Once you have added therapist names into the program will provide you the option to select a
therapist when creating a new hourly reservation.



11:30 a.m. S
A = End tme  11:30:00 a.m.
12:00 p.m.

Guarante [ Repeat guest -
12:30 p.m. TRCL
R |l Therapst MELANIE
D100 P Care [Product BACK E]
RIS Back. Neck and shoulder masage
M— e —l2) |
02:00 p.m.
02:30 p.m
03:30 p.m

Start time  10:30:00 a.m.

l_ Invoice H New

r=

When selecting a therapist, the default care is automatically selected. You have also the option to
select the care from the list displayed in the Therapist finder dialog. For multiple care you do have

the option to use create a product package.

Once a Care is selected it will be automatically be added to the invoice when first created.

Therapist

Search

B X

v Name
P Melanie Baur

Select therapist product

p BACK Badk, Neck and shoulder masage
DEEP Deep basue massage

X

[ concs |

The program will remind you in case two reservation overlap or in case the therapist has already

been assigned to a different guest.






6. Finding reservations

6.1 Finding an existing reservation / guest

Finding an existing reservation / guest

In the Occupancy tab Click the Find guest button a window is displayed, enabling you to find a guest
by code, given or family name Click Find. A list appears in the display window. Click on the guest
you want and click Select.

The guest finder is also displayed when creating a new reservation, or from the edit reservation
window.

In a guest code is not found you can create a new guest, enter guest detail information.

Your preferred selection criteria will automatically be saved. These settings will be used the next
time you open the Find window.

r -
SO ==
Search [ Find it New —'
| v Guestcode First name Famly name Phoreno  Company name &
| P WHERRY Kerry Willams L
Search options Search fiskd
[ Match case () Guest code @ Family name | - ]
|V Match first character ) Company name Phone no
|| Use veld cards _) First name () Reservation no Select

|




7. Room rates calculation

7.1 Room rates calculation

Room rates calculation

Room rate is calculated using two sets of values - the base room rate and the tariff codes. The base
room rates can be changed from the Configuration menu. You can enter the room number the
description and the single or double base rates and the charge for an extra adult or child. Under
preference click the include TAX if the rates check box entered are inclusive of tax. In case the
weekly and Monthly rate are entered then if a guest stays for 7 days or more weekly rate will be
used while if a guest stay for one month or more the monthly rate will be used.

Labed  Type Foor Foorkidel  Single Doble ExaCnid ExtAddt ‘Weeky Monthly Perperson Caicocc Tax  Taiff code

1G $30.00 $90.00 $20.00 $15.00 $40.00 S

16 $80,00  $90.00 $30.00 $15.00 $40.00

16 $30.00 $90.00 $20.00 $15.00 $40.00

i6 $0.00 #9000 $0.0 $15.00 $40.00

2 $200.00 $1X.00 $20.00 $15.00 $40.00
$200.00 $130.00 $20.00 $15.00 $90.20
$200.00 $120.00 $20.00 $15.00 $30.00
$200.00 $1%0.00 $20.00 $15.00 4000
$300.00 $130.00 $0.00 $15.00 $30.00

NN NN e e e e
E O S S - I S -

[Tl uze caty roce rate ¥ show cesn or drty ndiator
[#] Use it background colce 17| Shan cokee i room descrption

[Aurouodote | [ copy |

Using the tariff codes, click the tariff description and then an adjustment factor in from of addition or
deduction to the base tariff. You can adjust in dollars or by percentage.

The total room rate is calculated as follows:



(Single rate for 1 person in room double for 2 person based on selected) + ( (additional Adult or
child rate) x (number of adults or children) ) + (add or deduct base on selected tariff code) + (Tax)
x (number of days).

Note: 1 adult plus 1 child will be considered as double occupancy therefore double room rate used

In addition, you can select a weekly and monthly rate for long staying guest leave this rate blank in
case they are not applicable. Additional setting you will find on the room and rates are "Call Occ" to
indicate if the room should be included in the room occupancy calculation enter "Y' for Yes or "N" for
No. The entry Tax indicates which tax rate is to be used as the default tax rate While the tariff code
indicates the default tariff code for this room.

$10.00  $15.00 $90.00 Y S
$10.00  $15.00 $4000 Y S
$10.00  $15.00 $500.00 $2,00... 43000 N S
$10.00  $15.00 $9000f Y 15 |5
$10.00  $15.00 $000 Y S
$10.00  $15.00 $9000 Y S
$10.00  $15.00 5000 Y S

Daily rates

If daily rates are selected, then the base room rate is taken from the daily rate table and is
considered a double occupancy for additional adults and children the extra rates in room and rates is
used.

Room types

You can enter a total of 17 room types. For type 1 to 16 the occupancy levels are calculated while
type 17 is reserved for those other rooms which do not require the occupancy level.

Room floor
In case you have more than one floor in your establishment than you can enter the floor number if

more than one floor level is entered then an elevator will be displayed to the right of the screen
giving you the option to display room on the selected floor only.

Sunday 78 Maonday @

il

i

"




7.2 Package rates

Package rates

Besides using your standard room and rates you can also create a package say you have a

promotion for a week end special. You would enter the description number of nights the reservation
is valid for and the rate. You can then select this when making a reservation Enter the cost an extra
night will be cost (if you leave it blank the standard room rate will apply after the number of night).

PR B

o Description No nights Rate Extra night Product 1
I Week end specal 3 $210.00 $70.00 COKE

[7] Add product to inveics even if price = null

In addition, you can include up to 5 products in a package as products may have a different tax
amount.

7.3 Daily rates

Daily rates (Pro version)

From the main menu click File configuration then Configuration/Daily rates

The Daily rates will only be active is selected tick the "Use daily rate" checkbox at the bottom of
Room and rates.

Once the use daily rate check box is ticked, you can select the daily rate tab and start entering the
daily rates for the year. There is a daily rate for each room type with a total of 16 room types.



Date

8/09/2014

9/09/2014

10/09/2014
11/09/2014
12/09/2014
13/09/2014
14/09/2014
15/09/2014
16/09/2014
17/09/2014
18/09/2014
19/09/2014
20/09/2014
21/09/2014

o™

Type 1

Single

$30.00
$80.00
$80.00
$80.00
$80.00
$30.00
$50.00
$30.00
$30.00
$30.00
$30.00
$80.00
$590.00
$90.00

Double

$100.00
$100.00
$100.00
$100.00
$100.00
$110.00
$110.00
$100.00
$100.00
$100.00
$100.00
$100.00
$110.00
$110.00

Type 2

Single

$85.00
$85.00
$85.00
$85.00
$85.00
$95.00
$95.00
$85.00
£85.00
$85.00
$85.00
$85.00
$595.00
$95.00

Double

$105.00
$105.00
$105.00
$105.00
$105.00
$115.00
$115.00
$105.00
$105.00
$105.00
$105.00
$105.00
$115.00
$115.00

Type 3

Single
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Double
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Type 4

Single
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Type 5 4

Double  Single

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

D

[I] September 2014 [I]

Sep

v 2014

v

Although you can enter the daily rate for each day manually one by one for each room type you
soon will find that this becomes quite a tedious job. To simplify the entry of rates you can use the
auto update function, click the auto update button then from the dialog enter the rates for each
room type, the dates they are valid for and the period. Once done click the update button to updates

the rates.

Single Double
$90.00

$80.00

$30.00

Type &
Type 7

Typed

100]

From date  1/09/2014
Todate 30/03/2014

When daily rate is in use the program will calculate room rates using these daily rates plus the extra
adults and children rate entered in the room and rates section if rates section if more than 2 people

are occupying the room

Days to update

J select al

¥ Monday

7 Tussdays
v Wednesday
¥ Thursday
/. Friday

v Saturdays
V' Sunday

T Holiday




8. Guarantee information

8.1 Guarantee information

Guarantee information

You can enter guarantee information by clicking the required selection and manually entering the
other relevant information. The selections are color coded. The colors and descriptions can be
configured to your own requirements. This gives an overall picture of the reservation status and
prompts you to take the required action when the guest has not followed reservation guarantees. To
change the color click the select button and then select the color from the color dialog.
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Basic colors:
WrEErEEE
ErfFEFEEN
ENFEENEN
EFEEEEEN

=< EEEEEEEN

|} sort alphanumeric EEENN .

ShowSQL?uery Custom colors:

Show no of vacant . . . . . . . .

Showfwdynm O S M S e e . -H"Es

When you select the payment guarantee colors you will note that the Description edit box becomes
active indicating that you can edit the guarantee text.

You can also change the various colors by editing the color scheme. Click the Scheme button to
display the color scheme dialog.

oo D
Quaiity ' Medum (16 bit) v Descripsion Not confrmed
Window style
Style |Office 2010 Biue | | | scheme... | Font size
Grid size
Fixed row height 60 Row height 53

Fixed cobimn vadth 194 Column width 100



9. Check in guest

9.1 Checking in guest

Checking in guest

From the Edit or Popup menu, click on Check in guest. This displays a small window with the current
time and date. Once you click Check-in, the screen colour changes to the checked in colour.
Changes to the reservation are now limited and the reservation can no longer be cancelled.

Check in o]

@  oedinere JE:08:52am. -

Check n | Conced |

You can restore the checked in status by clicking the Check in option again and clicking Restore.

9.2 Checking out guest

Checking out guest

This is like check in guest. Click on Check out guest. From the window, click Check out. Once the
guest is checked out, the reservation can no longer be altered or cancelled. The action can be
reversed.

Both Guest check in and Guest check out can be selected from the pop-up menu.

Check out [

Checked out - 08:12 AM

L“ Restore J Cancel

Note: guest who have checked in and or checked out cannot be deleted. In the event the
reservation needs to be cancelled you first must restore the booking status to normal by selecting
restore from the check-out / check in dialog.

Global check out



This allows you to change guest status to check out for all guests departing on the selected date.
You are given the option to select which of the guest you would like to check out tick the

corresponding check boxes.
R

Check out all guest departing on
Selectdate 3/07/2014

‘ Room Guest name
11 CASIN - Quaen
|v] sTTE 02 - Drive on lan Dempsay
[V] sSITE 04 -Driveon

< \

|| set rocms as ready
[7] Select ail

Please note, that although it is not mandatory to check in and checkout guest, these options will
provide you with the additional protection as certain operation cannot be performed accidentally.

In addition, the reservations will be displayed in the relevant colors, checked in color, Checked out
color and perhaps most important Checked out with outstanding payment color.

The small circle in the left corner of the reservation is representing the original guarantee status.

© Bookngsheet | Calendarview |  Todaysguest |  Amwals |  Depatwes |  Ocapency |

»
oy Alltypes

7T;mA room
01 Baxter David

[~ Twin rcom
02

Twin room v

03 (V]

You will also note that when a guest is checked out the room status is changed to dirty indicated by
a red dot next to the room description.

You can set the room to clean once your house keeping staffs have reported the room has been
services and is ready to be occupied.



10. Letter & Emails

10.1 Confirmation letter

Confirmation letter / Email

Sending a confirmation letter is done using a template letter. A sample template can be found in the
Reservation Master Data directory "C:\Users\*\Documents\Reservation\Templates" and can be
edited using any word processor capable of handling rich text format files such as Microsoft Word.
Once the template is edited it should be saved as a rich text format file. To use Microsoft Word
Document template, you do need to have Microsoft word installed on your computer. You can create
any number of templates.

[ Bocking confirmation ﬂ:
Letter template |
1. Confirmation emai template. txt v [ Select I
Emadl subject ‘

Resarvation confirmation l

Date style Type
Q@ Short date style Letter
Long date style Q) Email

(V] Indude currency symbaol on alf amounts
|| Show template path

Print for alf guest a

ot || st || conce |

\ =)

Your last selection will become your default next time you create a confirmation letter.
Emails are created much the same way except that they should be saved as a plain text file.

In your template you use merge fields to customize the content of individual confirmation letters.
When inserted into your template they map the corresponding guest information.

Merge field consist of two double arrows and the field description <<field description>>
The following merge fields are available;

<<Date>>
<<Title>>
<<Company>>
<<GivenName>>
<<FamilyName>>
<<Addressl1>>
<<Address2>>
<<City>>
<<PostCode>>



<<State>>
<<Country>>
<<Email>>
<<Nationality>>
<<PasportNo>>

< <PlaceOfIssue>>
<<PassportType>>
< <PlaceOfBirth>>
<<DateOfBirth>>
<<PlaceOfEntry>>
<<DateOfEntry>>
<<BookingDate>>
<<ArrivalDate>>
<<ArrivalTime>>
<<DepartureDate>>
<<NoNights>>
<<NoAdults>>
<<NoChildren>>
<<RoomRate>>
<<RoomNumber>>
<<RoomDescription>>
<<PhoneNumber>>
<<FaxNumber>>
<<Notes>>
<<SpecReq>>
<<GuestCode>>
<<GuestID>>
<<TotalSale>>

< <TotalDiscount>>
<<Totallnv>>
<<Payments>>
<<TotalTax>>
<<Balance>>

< <QuoteValidUntil>>
<<CCardType>>
<<CCardName>>
<<CCardNumber>>
<<ExpDate>>
<<TotalGuests>>
<<TariffCode>>
<<Package>>
<<TravelAgent>>
<<BookingNo>>

Important notes

1. In some case MS Word will insert invisible formatting characters in to the document resulting
that the merge field are not found and replaced. In such case try deleting the merge field and
retyping it. Alternative use an RTF file format for your letter.

2. When creating template make sure not to use frames as the merge field with in the frames
will not be replaced. In case you do like to enter borders in your letter you can do so by using
shapes and set the text wrapping to behind the shape.



10.2 Quotation letter

Quotation letter

Similar to a confirmation letter you could use a template to create a quotation letter or email use the
merge field <<QuoteValidUntil>> to indicate the date the quotation is valid for which can be
number of days from today's date or number of days before expected arrival.

Letter template

1. Confirmation emai template. txt v Select

Emarl subject

Resarvation confirmation
Quotation to be vald
60  Days (@ From today's date () Before arrival date
I
Date style Type
@) Short date style

) Long date style

[V]indude currency symbel on al amounts
[] Show template path




11. Guest invoice

11.1 Guest invoice

Guest invoice

When you select Guest invoice, a window appears. The system will calculate the room charges and
display them on the invoice grid. You can alter the displayed rate. However, if you do so, you will be
prompted the next time you open this window for that guest, indicating that the room charges have
changed. You are given an option to update the rates if required.

Fist name Cwned Inwoioe o z ‘."Z
Fowdy name B30 Ao O
Dale  Zyoz01s (@
v Cutx Prdccde QY Prics Cescrpten Aot Peyrark  Tex
» 2umaa 1 Roare: (2200 - 2UZDLY) 4 Nghiz - $110.00 fught 4000 <
Awownts inthesive Tolal ewcl 65T £E261
657 Lo
Ealanco due
Tatal 440,00
Show product butions $440 00
Shom AQOITEntaY KTHe Papwonts 00 A
Drgotdany | | Ewsl e || Prevew || oeew || et || Peac || oo || ew || swe || cores |
2200004 - 0N Reservation no [2]

Additional entries can be entered manually onto the invoice without creating a product. Totals are
calculated automatically. It is important to enter the GST code correctly.

You also can use the product button to add product and services sold to the invoice. Use the product
window to add product to the list. Alternatively, you can enter the product code directly or if you are
using barcode you can use a barcode scanner to enter the product code.

Although you could enter payments manually, this is not recommended as details of the payment
types will not be recorded, resulting in incorrect income by category reports. Click the Payment
button and a payment window will be displayed. Select the payment type and click the arrow to add
the payment type to the list. Enter the payment amount and click OK. The payment made will be
added to the invoice.

Supplementary invoice (Pro version)

The pro version has a further option to split the invoice in two, click the "Show supplementary
invoice" check box this will then display the supplementary invoice at the lower part of the invoice.
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Now use the down arrow to move items from the main invoice to the supplementary invoice.
When you print or preview an invoice that has been split you will be given the option to select which
invoice you like to print.

e

Select Involce to print or preview
Q) David Baxter, 33 Brisbane street Welington

() Karry Wiliams, 455 Cross road Sydney

You can adjust the main invoice and supplementary invoice by using the splitter separating the two
invoices.

Currency symbol

The program uses Windows currency symbol and formatting. So, to change the currency symbol
take the following steps

- Select control panel from the window start menu

- Select Clock, Language and region then Regional and Language Options
- Select your current format (country)

- Click “customize this format” and make the required changes.

- Apply changes

Currency exchange

The pro version has the option to print an invoice using a different currency at a set currency
exchange rate. From configuration / invoice tick "Show currency exchange option" This will enable
the currency exchange option at the bottom of the invoice dialog.



Amounts inclusive

|I"] Show praduct buttons
(] Show supplementary nvoice

[V Show currency exchange

[importdota | [ emat J[ et ][ prevew ][
22/09/2014 - 26/09/2014  Reservation no [2]

When you tick this option and print or preview the invoice the currency exchange dialog will be
displayed and the exchange rate plus currency symbol will be used to print out the invoice.

o =
Select exchange rate and currency symbol
Exchangerate 1

Currency symbol 28R

ok || concel |

Please note that although the exchange rate will be saved with your reservation, the invoice will
remain in your local currency and will not be changed.

Invoice numbers

You have 2 options to when invoice numbers are generated.

1. Automatically by the program when the invoices are created.
2. Generated by the user.

You can set this option from Configuration / invoice

e =

Invoice settings
——Auto import [Tl Show the tax amount on nvoices
7 Auto gensrats invoice number on creation [T shom tarrif code on nvoices

= Centeraigbottomtomments ' || Canarate system entry on a daly basic

¥ show zero amounts on nvoxce l, | Restore transferred Invoice when deleting
1 Show currency exchange option [¥] Display customer selecton box
¥ Dont show daily rate in description

Comments Invoice style
Top comment Tax nvoxe

Thank you for your stay

If you select to un-tick the “"Auto generate invoice humber on creation” the program will not assign
the next available invoice number.

To generate a new number, click the button next to the invoice number.



I e

Invoice number [2) ‘
Aoom 02 |
Date 23/09/2014 =1 ,
Amount  Payment Tax A
$160.00 S

You can still print an invoice without an invoice number.

Please note that even if you select option 2. The invoice number will be automatically generated if
you create an invoice on the departure date of a guest. Invoice numbers are also automatically
generated on product sales.

Adding Products

Click the product button, then using the product finder locate and select the product. Alternative if
you know the product code you could enter a new line on the invoice (press the down arrow on your
key board) and enter the product code and quantity.

A Search options
[TIMatch case
|V Match first character

[T use widd cards

Product buttons

You also have the option to create product short cut buttons. Tick the "Show product buttons” check
box to display the product buttons.

Amounts inclusive

[V} show product buttons
l—ﬂs«‘_ ow-atpplemantary-nveie

[importdata | [ Emal || punt | [ prewew |[

20/09/2014 - 23/09/2014  Reservation no [1]

To add product buttons, click the button next to the caption.



23/09/2014

3

wnt

The product button dialog will be displayed. Here you can enter the product buttons as required you

Payment Tax -~

can also load a small bitmap to represent the product.

In case you have several products to enter you can alter the number of columns. Once you close the

product button dialog the buttons will be displayed on the right side of the invoice.

Inwoios mwedes ©
Howm (02
Dale 5002014

Prdcode Qty  Price

Cwscrption

123030034 1Row: (00 - ZHOHIOLY 3 Nghis - $50.00 Nighe 200 5
P 203014 Parwant) CASH 200
]
t
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=
1] Show product butins b $o 00
171 Show sagoierentary imwice Papwonts [ amw 2 1 ke
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You can now click the button to add your selected product to your invoice. Resize the product button

panel by adjusting the splitter separating the buttons and the main invoice.



Payments

Click the payment button to add payments. In the event the guest has not checked in a payment is
considered a deposit payment the default amount shown is based on the configuration entry /
preference default payment this can be a % or $ amount.

r = A
Deposit M
P:::m Jpes ___ Selected payment type
v | casn
VISA iz
AMEX
® Depost
Record deposits as payment
Search v Ok |  Cancel I
) |

To record deposit as payment, tick the check box “"Record deposit as payment”

Payments made after a guest has checked in are considered payments and the default amount is the
balance due to be paid, Select the payment type. In case of Credit card, you will be provided the
option to enter credit card details these details will be recorded in the guest detail data base.

=
Payment type = ]
Swaich
u Payment type  VISA 7| Credt cord
Address BNZ Bark Oty Branch
Cry Chvstchurch
ore
Acteazaton
Contazt name
Notes
‘ ' Deese Revert | [ Save Ext |

Note: Although credit card details are stored in an encrypted format, please check with your bank on
their policy in regards of storing credit card information. Also make sure to tick delete CVV
information on check out as this info should normally not be kept after a guest has checked out.

Discounts / Surcharge

Click the discount button to apply a discount. You also have the option from this dialog to enter a
surcharge instead. Tick the surcharge check box.



Both a discount could be made against all lines in the invoice or only the selected line.
Pay multiple invoices

From the edit menu select Pay multiple invoices, a dialog will be shown with reservations with
outstanding payments. You can select outstanding invoices relating to a selected travel agent only.

Select travel agent @ Selectdate 30/09/2014 @ Sorthy Invoiceno.

¥ Invokend. Invoice date Guest name Arrival date  Travel agent Paymentdus  Payment Payment date
> 4 30/12/1599 Kerry Wikiams 17/09/2014 KIRRA TOURS $2,310.00 23/09/2014

1 23009/2014  Tony Macdn 20/03/2014 AATRAVEL $270.00 $270.00 23/09/2014

2 23/05/2014 David Baxter 22/05/2014 AATRAVEL $706.00 23009/2014

Enter the payment you have received (double click to automatically enter the amount due as the
payment) relating to the various invoices. Once you have completed entering the payments amount
click Ok to record the payments.

Email an invoice

Click the email button to send your invoice as a PDF attachment to your email. Select the email
template then click email to send your email.

Invoice template
1. Invoice template. doc

|¥] isplay template selection box
[~} Indude currency symbol on all amounts
[T show template path

Edit <<INVOICETEXT>> lne |

pant || Ede

You can use the following merge field in your email template.



<<GivenName>>
<<FamilyName>>
<<BookingDate>>
<<ArrivalDate>>
<<DepartureDate>>
<<NoNights>>
<<NoAdults>>
<<NoChildren>>
<<TotalGuest>>
<<RoomRate>>
<<RoomNumber>>
<<RoomDescription>>
<<TariffCode>>
<<Package>>
<<Totallnv>>
<<Payments>>
<<Balance>>

Create an Invoice using a template

From configuration / invoice there is the option to create a invoice using Microsoft Word or an RTF
file template, This provide you with the option to create your own invoice layout as an alternative to
the build in invoice templates. Tick the "Use MS Word invoice template" in configuration to use this
option when you print / preview your invoice you can select the template to use.

Fant sze | 10 rJ [rvpice simes l.ﬂ.-‘, {210 » 237 ...-. —ﬂ

Irnviece printer |F¢; x , ' |
Windiowy

Iargin and templates — |
Tenp margin 10 || Use ME Word invoics template

|+ Display template selachon box

[¥] isplay Emal template s=lackon box

Irvoice botals width 12 =} save nvoioe on ornt oreview

Lo [ e

Bottom margin - 10

You can use the following merge field in your invoice template.

<<InvNo>>
<<Date>>
<<NoAdults>>
<<NoChildren>>
<<TotalGuest>>
<<GuestID>>
<<Title>>
<<Company>>
<<GivenName>>
<<FamilyName>>
<<Address1>>
<<Address2>>
<<City>>
<<PostCode>>

< <State>>
<<Country>>
<<Item>>
<<StartDate>>
<<EndDate>>



<<TotalExcl>>
<<Tax>>
<<Tax2>>
<<Tax3>>
<<Total>>
<<Payments>>
<<Balance>>
<<GuestCode>>
<<RoomNumber>>
<<PhoneNumber>>
<<Email>>
<<Notes>>
<<SpecReqg>>

<<INVOICETEXT>> This is a place holder for your invoice lines

Note: You can select the item you would like to be included in the invoice text line, click the Edit
button to edit and select.

Transferring an invoice

From the Edit menu or the popup menu you can select transfer invoice, this allows you to transfer
an invoice from one room to another.

Enter nvoice number

Transfer to 1002 { Search J
Invoice text

From Room 02 - 1 Room: (20/09 - 23/05/2014) 3 Nghts - §50.00 Night

|71 use guest name

[¥] Use criginal invoice text | Ok |

Tick the corresponding check boxes to select what text you would like to see on the invoice you
transfer entries to. Alternatively, you can type in your own text.



12. Program information

12.1 Company details

Company details

From the main menu click File configuration then Configuration/Company details tab. These details
are used when generating invoices, you can also select BMP or JPG file for your logo. Adjust the
width of the logo by entering the width of the picture will be adjusted to this size.

[ I ) i - - A
Enter company details
Company name  Goldhil Software

Address

City
Post code State

Phone numbsr 03 3860230 Fax number

Emai Sokdhilsoft@xtra.co.nz Vieb page wonrn Golchiisoft.com

Tax number Taxlabel ASN
Tax2 number Tax3 number

Bank acc number

Company bm My company bQOI

Lego width 50

The company code is used when exporting the XML occupancy file. Tax numbers are use if you
require these numbers to be printed on your invoice up to 3 numbers can be entered while the bank
number is used for statements.



12.2 Tax codes

Tax codes

From the main menu click File configuration then Configuration/Tax code tab. up to six codes can be
entered. The codes are used to calculate the tax amount in the invoice. In most situation only one
tax is applicable, in this case you would un-tick the "Enable extra tax codes" check box this will
disable the extra tax codes and only the 4 tax code will be available.

Enter the tax rate in % and change the Tax label to the type of tax applicable for example GST, VAT
etc. You can also change the tax code and description if you would like to do so.

r ol
v, o RN R —— [———
Base tax
Code  Rate Desaription Tax label
3 1500%  Standard GST {Default)
E 0.00% Exempt V] Invoice tax indusive
N 0.00%  NonTaxable (100t ige tax on Imvokce
|V Show the tax amount on invoices
z 0.00% [7] Show datal tax amounts on invoices
Extra tax
v Enable extra tax codes | Apply tax2 and 3 to room only

As per screen shot the tax code is set on "S" for Standard being the first tax code this will be your
default tax code unless you change the default code in your room and rate or in your product dialog.

r
Invoice number [ Produ
Room 01
Date  23/09/2018 ;
Amount Payment Tax 2
$1.50 S
$1.50 [E[wi

J Night $160,00 S |
Finally tick or un-tick "Invoice Tax inclusive" to indicate if your room rates include or exclude the tax
amount. The screen shot indicate a GST of 12.5% and the invoice includes GST for a room rate of
$100,00This will give an invoice total of $100,00 with a Total Excluding GST of $88,89 and a GST

amount of $11,11 while if you un tick the box then your Total excluding GST will be $100,00 plus
GST $12,50 giving an invoice total of $112,50.

If you have different tax rate say for rooms and for product you can enter these rates and change
the code to meet your requirement. Say if your products have a GST of 10% you could change the
code "Z" to "P" and the description to "Product" and when entering tour product information
indicated that "P" is the default tax code for it.

You can also override that tax code in your invoice by changing the code from the default by
entering a different code.

Extra tax codes are used only in case you have more than one tax amount to be added to your room
rate. This could be a service charge or any other tax amount which need to be added over and



above the standard tax. As per above you could have say 12.5% GST and a 5% Local tax in this
case you enter 5% and tick the "Add Tax2" check box if your room rate is $100,- exclusive GST it
will give you a result of Tax excluding GST $100,- plus GST amount of $12.50 and a LOC tax of
$5.63 ($112.50 x 5%) giving an invoice total of $118.13.

If you un-tick the check box "Add tax cumulatively" then the LOC tax will be $5.- calculated using
your room rate ($100,00 x 5%) giving a total invoice amount of $117.50

Similarly, you can add third tax, enter a percentage like the second tax and tick the check box
"Add Tax 3" change the code enter a description and your tax label.

Extra tax

|V | Enable extra tax codes Apply tax2 and 3 to room oaly
Code Rate Description Tax label
A 5.00% Tax2 7. Add Tax2
|
[ B 0.00% Tax3 Add Tax3

‘ Add fixed amount (room only)

0.00% Ji% Taxs Add Tax4

Extra tax options

[v] Add fixed tax amount first [7] Calasate Fixed tax per parson
|| Always add fred tax || Apply per person tax to aduits only
[V] Add tax 2 Cumulatively | Apply fixed tax in & If Travel agent

[V] Add tax 3/4 cumlumatively

Finally, there is a possibility to add a fixed tax or charge say you have a service charge of $10,00
per night then you enter un-tick the % check box and enter 10 in the amount add a description and
a label and tick the "Add Tax4" check box. If you tick "Add fixed tax amount first" the amount will be
added first to your room rate say room rate is $100,00 the result will be $100,00 + $10,00 =
$110,00 plus GST of 13.75 ($110.- x 12.5%) giving an invoice total of $123.75.

If you select un-tick the "Add fixed tax first" the result will be $100 plus GST of $12.5% ($100,00 x
12.5%) plus $10,00 fixed tax giving invoice total of $122.50.

The "Show the tax amount on invoices" and "Show detail tax amounts on invoices" can be used to
show or hide the tax amount on your invoice.



12.3 Room and rate information

Room and rate information

From the main menu click File configuration then Configuration/Room number.

Room description and room rates.

Enter the room number, room description base rate for single and double occupancy. Enter the extra
charge for an extra Adult or Child at the bottom of the window. These rates in conjunction with the
tariff codes and Tax rate are used to calculate the room charges.

v Nurber Descripicn
01 Trdn rcom
(] Tren reom
» = Twdn room
04 Toén réom
o5 Double room
05 Doudie rooem
ar Double room
@ Double room
L Double room

Room mformation

Nain reom

o1
01

Label Tyoe Fodr Foorbadel  Single Doble BExtCnid ExtAddt ‘Weeidy Monthly Perpersca Caicooc Tax  Taniff code Cober
s

t 16 $20.00 $9000  $:000  $15.00 ¢ K S
1 16 $80.00  $90.00 $30.00 $15.00 $000 Y $

L 16 $20.00 49000 2000 $15.00 Moo Y s | Il

t i6 $0.00  $90.00 $0.00 $15.00 Lt I S £
2 2 $:00.00 $1000  $20.00  $15.00 $600.00 S2,30.. W00 N S

2 2 $00.00 $1:0.00  $:0.00  $15.00 MWW Y S

2 2 $30.00 $1:0.00  $30.00  $15,00 00 Y S

2 2 $300.00 $120.00  $20.00  $15.00 Www Y S

2 2 $300.00  $130.00 $0.00 $15.00 N ¥ $

[Tl vze caly rocer rate
| Use defdt background colee

V] show cesn o drty Indcator
Shany colee i reom descrption

Oefoultroom label Room

[Avrovosete | | copy | [ oeete || et |[ swe [ et |

Scroll the horizontal scroll bar to enter additional weekly and monthly rate (These rates are optional)
but will be use if they are entered in which case guest staying more than one week will be charge a
weekly rate rather than the normal rate a reservation for 8 day with a weekly rate of $350,- will be
charge a total of $420 which is $350,- plus $70 ($350,- / 7days) . If the monthly rate is entered
than this rate will be used. A person staying for 1 month and 10 day with a monthly rate of $1.100,-
will be charge a total of $1461.64 which is $1.100,- plus $361.64 (($1.100 x 12months / 365 days)

x 10 days)

Main room

You can create main and sub rooms. An example would be a Villa could have 4 rooms. So the 4
rooms can be the sub rooms of the villa.

3 oot o TS




When creating a reservation for the villa all sub rooms will be automatically closed for further
reservation.

Bookngsheet | Calendarvew |  Todaysguest | Arrvals |  Departures |  Ocox

. 1

bt All types = Friday 3 Saturday 4 Sunday 5 Monday & Tuesda

Villa 1
O Banrcavd R © \

C

il o2 | —
o Mo @9 '
Room 3
04 smith Joe 0@ l
osRm=. ® I
e Double room a

The main villa and all sub rooms can have their own room rates.

Note: you can also use this option in case you would like to rent out a room and bed separately such
as in a back packer.

Hourly room

You can rent a room on an hourly basis. An example would be a SPA treatment room where you
need to keep track of reservation on an hourly basis.

To assign a room as an hourly room edit room and rate and enter “Y” in the hourly column. It is also
suggested that you select a different color to highlight this room.

Calcocc Tax  Tariff code Caolor Cwner Hourly =

[A]
= Z

< = Z < = = =< =< =
L. T ¥ 5 I . TR ¥ 5 T ¥ TR 5 TR P B ¥ |

Note: please refer to creating hourly reservation chapter 5.9 for more information on using this
option.

Label

You can enter the room label here. The room label will be used in the invoice description. In case left
blank the default room label will be used.



Diefodt room label | Site

You can change the default room label to another description for example site if you are operating a
camping ground.

Type

Enter your room type here you can enter room type 1 to 16. Room type are used in conjunction with
Channel manager for your online reservation.

Room types will also allow you to select to display a selected room type only.

- e
October 2014
. ‘

bt All types *(  wednesday 1

e | Alitypes ™)
Twin room _
B ¥

Others

(¥
v | Show current guest _

|v | Show sub rooms v

Floor

If you have a multi-storey building you can enter the room floor number. When more than one floor
number is entered an elevator bar will be shown on the right side of the booking sheet. You can
select to display only a selected floor on your booking sheet using the elevator buttons.

The floor label will let you assign a label to your floor say 1 could have a label G for Ground floor.

Calculate Occupancy

"Calc Occ" is to indicate if the room should be included in the room occupancy calculation enter "Y'
for Yes or "N" for No.



Tax

The entry Tax indicates which tax rate is to be used as the default tax rate.

Tariff code

The tariff code will be the default tariff code for this room. Although your default tariff code can be

set globally in the preference section you can override this on a room by room basis click the down
arrow button to select from a list.

T
wson Calcocc Tax Tariff code Color =
002 N s

.00 Y S  10%DISC...

000 Y S 10%DISthyd

000 Y s =
0.00 N s

000 Y S

0o Y s

000 Y s

Color

You can select a color for an individual room. If the “Use default background color” is un ticked this
color will then be used in booking sheet grid. Alternative you can tick "Show color in room
description” to show the selected color in the room description area.

Owner

In case of a property with multiple owners you can enter the owner of this room. Selected reports
can be generated based on the room owner.



12.4 Tariff codes

Tariff codes

From the main menu click File configuration then Configuration/Tariff codes.

Tariff codes are used to make adjustment to your standard room rates and can be selected when
editing a reservation. Enter the amount you would like to add or deduct from the room rate this can

be done by percent or fixed amount.

For example, a deduction of 10 and $ will deduct $10 of your room rate a deduction of 10 and % will
deduct 10% of your room rate. An addition will add amounts to the rate this can be useful if you

need to add a surcharge during peak seasons or so.

B
v

|

Description Deduction  Addition sor % From date To date A
P STANDARD 0.00 0.00 $
. 10% DISCOUNT 10.00 0.00 % =
|
!
| edt || et |[ Deete | ne e £t

Using tariff code, you could make automatic price adjustments if you enter dates these codes will be
valid for a new reservation will default to these tariff codes made during these date.



12.5 Package

Package

From the main menu click File configuration then Configuration/Package.

Package are used to create a special rate for a specific time period you can also create a package
say you have a promotion for a week end special. You would enter the description number of nights
the reservation is valid for and the rate. You can then select this when making a reservation Enter
the cost an extra night will be cost (if you leave it blank the standard room rate will apply after the
number of night).

| Description No nights Rate Extra nght
| X Week end specal 3 $210.00  $70.00

™

[7] Add product to inveics even if price & null

Once a package is created you can select it when creating a reservation. if selected the package will
also adjust the date to match the number of nights the package is meant for additional dates added
to a package are calculated using the extra night rate if entered or if left blank the standard rate is

used.

A package can contain products these will be shown on the invoice separately and so are extra
nights.

Firs mowe P50 Iveice mebes %]
Family mowe Srevoert Sie 01
Date  3g/014 (%]
- Date Prdcode Gty Prie Desrgton Arowrt  Pament  Tax
W04 1 ¥iy: 09 - 203,00 14) 3 Nghts Week anc soecidl $206. 10 5
014 e 1 $L50 Cocacola $1% H

b BRI ML L2 $L20 Mk cvian ne 5




12.6 Payment types

Payment types

From the main menu click File configuration then Configuration/Payment types.

Enter the type of payments and additional descriptions for payments you are accepting. Tick the

credit card check box so they will be displayed when selecting a credit card. Address and contact

information's are optional and are there for your contact reference. By clicking the arrow buttons,
you can browse the list.

rPeymeﬂl type e X

s

Swaich

‘J Payment type  ViSA /| Credt card
Address BNT Baw Oty Branch
Cry COvwsathurch
Pore
Acthenzatos |
Contast namwe

Notes

T Oclete Revert H Sare Bt '

Payment types are used to generate report by category and are selected when receiving payment on
invoices.

12.7 Travel agents

Travel agent's information

From the main menu click File configuration then Configuration/Travel agent tab, you can enter
information for the various agents. The travel agent can then be selected when making a new
reservation. A short memo can be written in the reservation dialog on arrangements made.

Once information has been entered, retrieving the information is as easy as entering the first letters
in the Go to text box. By clicking the arrow buttons, you can browse the list.

A printed report can also be generated detailing travel agent information.
You can enter a commission percentage or amount. This will then be used to calculate the amount of
commission payable. The total commission will be displayed in the travel agents reports.



12.8 Screen colours and grid size

Screen colors and grid size

From the main menu click File configuration then Configuration/Screen settings.

This brings up the Screen color window. Select the color you like to change the click the select
button. You can adjust most color to meet your own requirement.

Screen colors
Color |Background color

Quakty |Medium (16 bit) v

Vindow style
style |Office 2010 Bue

Grd sze
Fixed row height €0 Row height 35

Fixed column width 194 Coluvn width 100
Occupancy height 20 Marker - curve width S

Optons —
[7] Sort description ] Show email
|| sert aloharumeric || Show backing number
[7] Show SQU query tab (V] Shaw start and end indicators
Show no of vacant roams ("] Hghight saturdays
(] Show family name first (V] Show quarantse color
[¥] show company name [¥] Gradent fil reservation
[F] Show arrival tme | Use risban menu
[7] show travel agant ‘ i Allow grid adiustment
[7] show specal requrements [ lInverse selacted reservation
[”] show phone rumber

Layout view background
Marker height 25 Background fie

Miarker width 25 C:\Users\xx\Documents \ResrvManual'CampView. jpo Select |

Co (o] |

To adjust the Booking sheet grid size, enter Row height and Column width. Higher numbers will
increase the size of the grids allowing more information to be shown. Fixed row height will adjust
the month, calendar and occupancy total height while the Occupancy height adjusts the height of
the occupancy level indicator.

Window style. Use this option to select your preferred window style.
Click the Scheme button to open the color scheme dialog. Using the color scheme dialog you can
select colors for the program. Click on the color to select a different color or enter the Hex color

code.

Using the combo box, you can load a different color scheme edit this scheme and save it as your
own.



s
Screen background Ocaupancy
Screen background F7F5FS 0 % Room occupancy FOEED9
Holiday DEECF7 Up to 25% room occupancy DCEEAC
Hoidey text | /-2 Up to 50% room occupancy CE5145
Public holday 725C0E Ub to 7536 raoem occupancy 976C55
Gridstripe FE1A3 Up to 99% room occupancy [N £F 2529
Guarantee Up to 100% room occupancy _ 614336
Not confimed [ N BA2400 Layout view
Creditcard [ #57CCE ocawpied | -2
pepostoad | ¢3-Cc¢ vacant | D0AES
Travel agent N07543 Chedking out 83ADEB
Cashsale | | 507568

Repeat guest DOA9SS Ofess
Corporate guest 803022 Start reservation ECO7B0
Member referal 97255 endreservaton |GG c~2o<
Web resarvation _ 36251E Moved reservation _ 008000
Chedked in §CE080 Resarvation has notes FFFF30
Chedkad out 608054 Bloacked room FFOFFF
%ed-out guest with payment due GAECED Man room EGFFFF
Room availabity grid CoF3aF

[Cutiook <] save o || conce

Options
At the lower part of the screen settings dialog you will find a number of check boxes tick as.

- Sort description, will sort the room by description rather than by their room numbers.

- Sort alphanumeric, will sort the room by alphanumeric room numbers.

- Show SQL query tab, this will enable the SQL query tab, so you can execute SQL query on the
database

- Show no of vacant rooms, will show the number of available rooms rather than the occupancy
level. (This option will be disabled in case you tick “"Exclude blocked rooms from occupancy” in the
preference dialog)

- Show family name first, will show the family name first and then the given name.

- Show company name, this will show the company name as well as the guest name.

- Show arrival time, this will offset the reservation boxes on the booking sheet to match the arrival
time.

- Show travel agent, this will show the travel agent who made the reservation.

- Show special requirements, this will show the special requirements below the guest name.

- Show phone number, this will show the guest phone number.

- Show email, this will show the guest email address.

- Show booking number, this will show the booking number of a reservation.

Note: although you can select to show multiply items it is suggested that you selec only those which
are relevant. The amount of information displayed depends on the grid size.

- Show start and end indicators, this will show start and end indicators to further highlight a
reservation. You can set the color and the width of these indicators.

- Highlight Saturdays, will highlight Saturdays the in the same way as Sundays.

- Show guarantee color, this will show a small circle with the original guarantee color after a guest
has checked in / out.

- Gradient fill reservation, this will display reservation using a gradient color.

- Use ribbon menu, select between the Ribbon menu and Toolbar menu.



- Allow grid adjustment, this will allow you to adjust the grid size direct from the booking sheet.
Click on the first grid line and drag to change the size.

- Inverse Selected reservation, this will inverse the color of a selected reservation to further
highlight your selection.

Background file (pro version)

Locate your background file which you like to use in the layout view, once selected the layout view
tab will be displayed.

Marker size is the size of the markers for the layout view.

12.9 Preference

Preference

From the main menu click File configuration then Configuration/Preference.
Set various preferences setting from here.

- Auto generate guest code, a numerical guest code is generated by the system

- Guest name required, tick to make sure a guest name is entered.

- Find guest on new reservation, when creating a new reservation, you the guest finder will be
shown before the reservation dialog.

- Quick guest data entry, this will allow you to add a guest name without having to enter them using
the guest name dialog.

- Allow guest data deleting, permit you to delete guest data when no reservation is made for this
guest.

- Enabled cancellation reversal, this will allow you to reverse a reservation status from cancelled to
not cancelled.

- Generate invoice after new reservation, this will automatically generate a new invoice after
creating a new reservation.

- Create web page on reservation change, this will create a web page on your computer every time
a reservation or change has been made

- Allow double booking, this allows you to double book a room.

- Enter card details on payment, this will provide you with the opportunity to enter guest credit card
details when a payment is made.

- Maximise preview, this will maximise the preview window of reports and invoices.

- Force data base update, this will set the program to update the data base when the program is
restarted.

- Clear CVV on check out, this will clear the credit card CVV information after a guest checks out.

- Export occupancy as CSV file, this will export the data from the grids into a CSV file rather than
into MS Excel.

- Auto calculate occupancy levels, this will set the program to automatically calculate the occupancy
level every time a change is made.

Note: As the occupancy levels calculation can be time consuming you may turn this off to speed up
the program. The occupancy level will be displayed in a light grey color in case they need to be
recalculated.

- Exclude blocked room from occupancy, this will exclude blocked room from the total occupancy
calculation.



- Logout on idle after, will logout the user and display the login dialog if the program has been idle
for x minutes.

- Warn for backup every, enter the backup reminder frequency in number of days 0 for no reminder
- Import delimiter, indicate your delimiter for CVS file you may import.

- Default arrival time, insert the indicated time as default arrival time when generating new
reservation

- Default number of adults, set the default number of adults when generating a new reservation.

- Default number nights, this will set the default number of nights tick "Weekend only” to apply it
only on weekends.

- Default deposit, set this to your expected deposit amount. This can be set to apply to room rates
only.

- Default payment type, sets the default payment when receiving payments in invoices.

- Maximum number of nights, set maximum number of nights when making a new reservation.

Note: Although you can set this number high a low number will speed up the double-booking
checking process. Recommended is that you set this to one month.

- Default tariff code, sets the default tariff code to be used. You can set the default tariff code for to

set of dates.
Prefer;nci_i
ek

General prefernce

[¥] Auto generate guest code [T Allow double booking

[V] Guest name required [V]Enter card details on payment

[T1Find guest on new reservation Maximize preview

[¥] Quick quest data entry [“IForce data base update

[¥] Allow guest data deleting [T] clear CvV on Check out

[¥] Enable cancellation reversal [¥] Export occupancy as CSV file

["] Generate invoice after new reservation [7] Auto calculate occupancy levels

[¥] Create web page on reservation change [¥] Exdude blocked rooms from occupancy

Edit curent language Edit
Import delimiter
Logout on idle after 99 Minutes @ Comma
Warn for backup every 7 Days ) SemiColon

Defaults
Default arrival ime  2:00:00 p.m.| % Default number adults 1

Default payment type CASH @ Default number nights 1 [T] weekends only

Default deposit 0.00%  [7] 9 [] Apply deposit to room charge only

Maximum number of nights 32
From date To date

Default tariff code 1 STANDARD (] 21 August 21 August

Default tariff code 2 STANDARD @ 22 August 20 August




12.10 Holidays

Holiday

From the main menu click File configuration then Configuration/Holiday list. Enter holidays and
special events information in this window. The information is used to highlight the Reservation
schedule grid. It does not have any other specific uses and is completely optional.

B e ——

v Description From date To date Color On top -
P Christmas day /122014 2spy2014 [ ‘

m

[¥] Use default background color

| Edt ][ set |[ Delete || revert Save | et

S

Highlighting your grid will often be useful, especially for upcoming special events. Action then can be
taken according to your reservation policy when taking new reservations.

Tick the “"On top” check box to display the holiday color on top of the weekends.

12.11 Invoice

Invoice

From the main menu click File configuration then Configuration/Invoice, You will find 6 different
invoice styles by clicking the arrow buttons you can browse and select your preferred style. Beside
the 6 invoices you will also find an invoice specific for POS printer such as the EPSON TM88

Furthermore, you will find number of options.

- Auto import, allows you to import a CVS file automatically when the invoice is generated using the
last import settings.

- Auto generate invoice number on creation, this will set the invoice to generate a new number when
it is created. Un-tick and you can generate the invoice number as required.

Note: The invoice number will always be automatically generated if you create an invoice on the
departure date of a guest. Invoice humbers are also automatically generated on product sales.

- Centre aligns bottom comments, tick to centre aligns un-tick and the bottom comment will be left
align.
- Show zero amounts on invoices, this will show zero or just a blank in amounts are zero.



- Show currency exchange option, it is possible to print the invoice using a different currency, this
option will allow you to do so.

- Don't show daily rate in description, tick if you don't want the rate to be included in the invoice
description.

- Show the tax amount on invoices, this will show or hide the tax amounts on invoices.

- Show tariff code on invoice, this will add the selected tariff codes on the system generated room
charge.

- Generate system entry daily, tick to generate a separate entry for each day if un-tick the system
entry will only be split at the end of the month.

- Restore transferred invoice when deleting, this will give you the option to restore the deleted entry
on transferred invoice.

- Display customer selection box. This will display the customer selection box when generating
product invoices.

Invoice settings
[ Auto import [] show the tax amount on invoices
[7] Auto generate invoice number on creation [7] Show tarrif code on invoices
[] center align bottom comments [T] Generate system entry on a daily basis
[¥] sShow zero amounts on invoice ["]Restore transferred invoice when deleting
[ Show currency exchange option [¥] Display customer selection box
[¥] Dont show daily rate in description

Comments Invoice style

Top comment Tax invoice T Gy
Thank you for your stay

Bottom comment

Printer

Font size Invoice size [A4 (210 x 297mm) 'J E]
| |
Invoice printer [Fax ']

Window

Margin and templates o
Top margin 10 |¥|Use MS Word invoice template
[V Display template selection box
[7] Display Email template selection box
Invoice total's width 12 [7] save invoice on print / preview

Bottom margin 10

[ Ok H Cancel l

- Top comment, you can enter a short comment which will be printed at the top.

- Bottom comment, here you can enter some comments which will be printed at the bottom of the
invoice (the comment is stored in a text file in the reservation master directory and can be edited
using note pad)

- Font size, is the font size for the bottom comment.

- Top and Bottom margins, are print margin

- Invoice size, select the invoice size to correspond with your printer. Select (Pos) TM-T88 if you are
using a point of sale printer.

-Top comment, enter a one sentence comment you would like to see displayed at the top part of the
invoice.

- Bottom comment, Enter comments such as your payment terms and general condition here.

Tax Invoice. In some cases, if the wording "Tax Invoice" needs to be change you can enter it here
for example enter "INVOICE" if so required.



- Use MS word template, tick this box in case you want to use your own invoice using a template
created in MS Word.

- Display template selection box, once a template has been selected you may want to skip this step.
- Display Email template selection box, once an email template has been selected you may want to
skip this step.

- Save invoice on print / preview, this will force you to save the invoice before printing or previewing
an invoice.

12.12 Report / Network

Report

From the main menu click File configuration then Configuration/Report.
Options are

- Report form size, select your report size here

- Don't show rate on housekeeping, if ticked this will hide the rate information in the house keeping
report

- Simple statement, print a simplified statement.

- Top and Bottom margins, are print margin

r = T
Report
Report form size | A4 (210 x 297mm) v Report top margin 10

Report bottom margin 10

[¥] Don't show rate on housekeeping
[T simple statement

Use MS Word statement template
Display template selection box

Audit trail Web reservation

(@ SiteMinder
(7) Staah

Show audit trail (©) Others

[]use web reservation

Maintain audit trail for 30 Days

Network

Data Directory C:\Users\Martien\Documents\reservation\DataBase

Data base file name Reservation.abs

[7]show data base directory in caption
[T Network auto update

Audit trail



The program can maintain an audit trail which will record all the actions performed by the user. The
audit trail will be maintained depending on the number of days entered, entering 0 means that no
audit trail will be created.

To show the audit trail click the show button and a dialog will be displayed

Web reservation
After you downloaded and installed the web interface. This option will be activated.

- Use web reservation, turn on the web reservation interface and select the interface you want to
use.

Network

- Data base directory, Select the data base location must be a valid directory and database file
name.

- Show data base directory in caption, will show the database directory in the program caption.
- Network auto update, automatically refresh the screen in case changes have been made.

Note: From the file menu you can also select the data base directory and file name using the “Open
a data base copy” menu item.

12.13 Network

Network

You can run the program on a network to do so take the following steps.

1. Make sure windows networking is working correctly.

2. Allocate one of your computers to be the server. Locate the database folder containing the file
“reservation.abs” and share this folder with read and write permission.

3. On the other computers open configuration then network click the “data directory” select button
and locate the data base on your main computer (server)

4. Tick the “network auto update” check box if you wish that the computer automatically updates
the screen.

5. Save and exit, your network should be working now.

Notes:
The program uses File server rather than a Client server which simplify the installation and up keep,
unfortunately in some situations a file server can be slower.

Step you can take to improve speed.

- Have a dedicate network for the computers.

- Try not to use a wireless network as these tend to be 50% slower than a cable connection.

- Reduce the database file size. Use the purge function to delete old reservation data.

- Use the fastest computer as your server. (Or have a dedicated server)

User.dat file

You will also need to place a special file called “user.dat” in the program directory of each computer,
failing to do so will restrict the program to a single user. (This restriction is not imposed using the
trial version).

The “user.dat” file will be provided to you upon purchasing additional license.






13. Web reservation

13.1 Web reservation

Web reservation (Online reservation)

The program has the option to link a wide range of booking site using the pmsXchange facilities
available from Site Minder and Staah.

Please note that in order for this function to work you will have to register with Site Minder and
agree with their terms and conditions.

Please visit http://www.siteminder.com/ . for details.
Please visit http://www.staah.com/ . for details.

To activate Web reservations, go to Configuration / report and network then tick the “Use web
reservation” checkbox.

First let explore the site minder dialog.

Company information

Enter the company information User name Hotel code and password.

Select dates

Select the dates for the update request.

Action

Select the action you would like to perform.

Room type ID and rates

Enter the room type id to correspond with site minder (example “TR”, "DR") and your room rates,
the default room rates are taken from the system room and rate information.

Rate code, enter the rate code provided by site minder (example "BAR")

Update check box, in case the rate update request is selected you are given the option to only
update the selected room types.

Booking limits and codes

- Max room allocation, enter the maximum number of rooms you would like to allocate you room
maximum room availability will not exceed this level even though more rooms are available.

- Stop sale level, enter the availability level to stop selling.

- Currency code, select your currency code.



Auto check reservation

- Indicate the time interval you would like to set to check for new reservation.

- Indicate the time you would like o full system flush to occur.

(The auto check function will only be performed on the main computer in a multi user situation)

- Recalculate occupancy level prior to update. Tick this check box if you would like the program to
recalculate your occupancy levels prior to updating the web site to insure accurate information is
uploaded.

Open the web interface dialog box

To open the web reservation dialog box, click the "Web resrv" button from the ribbon toolbar
When running the web reservation for the first time you will need to enter the required information
Company information, Room type and ID etc.

Note: Once your settings are correct you could click the “Retrieve” button to retrieve reservation
manually.

Select actions required and click send.

In case of the new reservation these will be automatically entered on to your booking sheet. You can
select the "Latest reservation" tab to view the latest reservation received.

Although perhaps not useful to yourself the result of message send and received will be displayed in
the result tab. This information will be useful in fault finding in case incorrect information is being
send or received.

You can copy this text by using popup menu the copy function.



14. Version 8.01 New features

14.1 Guest information /Legend

Guest information (Pro version)

If you select a reservation you have the option to display the main information on a side panel. This
option is available when the booking sheet, Calendar view or layout vie is selected.

December 2018 | X
29 | sun30 | Mon3t ;
e
3 Tony Macklin 1 Guest information

Guest name: Kerry Wiliams

Address: 455 Cross road Sydney Australia
Arrival: Saturday, 29 December 2018
Departure: Wednesday, 2 January 2019
Room: 0g

Rate: £130.00

Travel agent: KIRRA TOURS

Booking no:

Spedial req: Arriving last plane from Sydney

&5, Tony Macklin | Jessica Simpson
&%, Tony Macklin | Michael Brown

S, Tony Macklin | Jacob Taylor Notes

Kerry has stayed before he requested a fruit basket at arrival

illiams
last plane from Sydney

December - 2018 !

Sun Mon Tue Wed Thu Fri Sat

You can hide or show this panel from the view /option menu. When the booking sheet is selected
you can also unpin the information panel and making it a floating dialog.



December 2018 | January 2019

29 | Sm30 | Mon3l | Tuedl Wied 2 Thu3 |  Fri4

8 T»::n\ir Macklin

_______________________________________________________________________________________________

K5, Tony Macklin | Jessica Simpson

5, Tony Macklin | Michael Brown

Information
&%, Tony Macklin | Jacob Tay10r

:Gu&t mformatlon

Kerry Williams

455 Cross road Sydney Australia
Saturday, 29 December 2018
Wednesday, 2 January 2019

j last plane from Sydney

December - 2018

| | Sun Mon Tue Wed Thu Fri Sat
1
2 3 4 3 ] 7 8

Show calendar
Show information

Show guest notes

When the Calendar view is selected the information panel / legend can be displayed by clicking the
open and close arrow. Guest information in the calendar is displayed when a guest is selected in the
occupied room grid.

- ,El I:I 0% Room occupancy

Sat I
1 I:l Up to 25% Room occupancy
1 I
g 1 |:| Up to 50% Room occupancy
15 I:l Up to 75% Room occupancy
22 I:I Up to 99% Room occupancy
29 '
| Show guest notes
| Showe information

In a similar way the information panel can be displayed in the layout view guest information is
displayed when you click on an occupied room / site



=[]

W

Guest information

Guest name:
Address:

arrival date:
Departure date:
Room:

Rate:

Travel agent:
Booking no:

Spedial requirement:

Notes

David Baxter

38 Brisbane street Wellington New Zealand
Sunday, 23 December 2018

Thursday, 27 December 2018

01

£110.00

AA TRAVEL

- Ocrupied rooms

l:l Guest Checking out

- Available rooms

[] show quest notes
Show legend




14.2 Guest no show

Guest no show

Sooner or later you will have a guest that does not show up on the arrival date. You can delete the
reservation, but this will not provide you with any information in the future. From the edit menu
select “"Guest no show”. You will give the option to black list the guest.

ey

| Saly Jones 1 &3, Tony Macklin |

&3, Tony Mackin |

E : Edit reservation
Change room number

Cut reservation

Copy reservation

Cancel reservation
Transfer reservation

Guest check in

Guest no show

Global check out

Confirmation letter

Once a guest is marked as no show the reservation will remain displayed on the booking sheet.
However, you can make a booking at this location as it did not exist. The now show color is user
selectable yOu can do so from screen setting

at22 | Sun23 | Mon24 | Tue2s | wedzs [ Thuzz | o f

| Saly Jones

I
B g e 1|



14.3 Guest filtering

Guest filtering

The Booking sheet, Occupancy tab and Customer list tab now have the option to filter guest name
by either First name or Family name. On top of the grid you will find a filter panel.

Select the field from the combo box on your left then select the first letter you want to filter the
Occupancy and the Customer list will now only show those matching the selected letter.

Filter by | First name ot A-Z A B C o E F G H I ] K L M M Q
w Guest code /]\. Company name First name Family name Address 1
p DEAXTER David Bawter 38 Brisbane £
SIONES Saly Jones 90 Main nortl
TMACKLIMN Tany Maicklin 88 Kings roat
WHKERRY Kerry Williams 455 Cross ro

With the booking sheet the customer which matches the criteria will be shown as per normal,
however all other customers on the booking sheet will now be shown using the Filter color. The color
can be customized to your own selection from the Screen settings dialog.

B _Januar\r 2019
| Tue1

E &3, Tony Macklin | Jessica Simpson

! &3, Tony Macklin | Michael Brown

1 Saly Jones ¢
j E E %3, Tony Macklin | Jacob Taylor.
3 4 s ; 4 4 4 4 4
E : | Kerry Wiliams | |
! I Arriving last plane from Sydney I

Click the A-Z button or alternative select none from the filter by combo box to restore the filtering.
And color or grid will display all customers.



14.4 Room type indicator

Room type indicator (pro version)

As there are 17 room types you can choose from, there is now the option to group room type on the
booking sheet. Select this option from screen settings.

Occupancy height [18

Room type height

Options
[ sort description
Sort alphanumeric
[ show 5L query tab

Show no of vacant rooms

[ show family name first
Show company name
[ shaw arrival time

[ show travel agent

Show spedal requirements

[ show phone number
[ show email

Layout view background

Marker height Background file

Marker - curve width

[ show booking number

Show start and end indicators
[JHide start indicator except for moved reservation
Highlight saturdays
Show guarantee color
Show icons

Gradient fill reservation
[ Js= ribbon menn

Show room type indicator

Al IR D Y
= 2

[inverse selected reservation

C:\sers\Martien'Desktoptranguil-timbers-site-map.j Select
Marker width | Wsers A pitrang P19 | 5

When the room types are shown the occupancy level (rooms available) color for each type are also

shown. Depending on the room type height the levels of occupancy / availability are also shown.

N

W All types

| Twin rooms

01 Twin room
02 Twin room
| 03 Twin room

| 04 Twin room
| Double rooms

05 Daouble room
| 06 Double room
07 Double room

| n& Nathle room

Saly Jones

Ry - R = ] N .- = e R

& Tony Mackiin

&5, Tony Macklin | Jessica Simpson

i

%3 Tony Madklin | Michael Brov;ln

[

&5, Tony Mackiin | Jacob Taylor

5 ___]anuar\r 2019

Tue 1



14.5 Customer arriving / checked in

Customer arriving / checked in

Th arrivals and the Departure tabs have to small grids displaying the arriving customers and those
customers that already checked in. In the same way the departure grid will display customers that

are departing and those already checked out.

Inv No

Guest arriving

Guest name ETA
12:00:00 AM

| * Roomno

| » 07 Kerry Williams

| < b

Guest checked in
Time )

11:18:24 AM

¥ Room no Guest name

| » 03 Saly Jones

Family name

| Guest departing
Bacter A A et s e

Jones

| * Room no

<

| Guest checked out

| * Roomno

»

Guest name
David Baxter
Saly Jones

Guest name

Time
3:00:00 PM
3:00:00 PM

Time




14.6 Available rooms chart

Available rooms chart (pro version)

Beside the room availability. The availability tab beside the grid, the availability now shown in a
chart format. Right click to create a reservation.

Selectdate (26/12/2018 = Room type | Al types ~ Show rates ~ | Inclusive

w Roomni.. 1 Description Type No nights Status Wed26 Thu27 Fri2a Sat29 Sum30 Mon3l Tuel Wed2 Thu3 Frig sat5 i
01 Twin room 1 4 @ |
p 02 Twin room 1 4 @
03 Twin room 1 4 @
04 Twin room i 4 @
05 Double room 2 144 (¥
08 Double room 2 14+ @
ful:] Double room 2 144+ (¥
< >

Room notes

Room availability for - All types

Date - 26M2/2018 Mext fourteen days - From 26/12/2018 To 2i01/2019
0 8 Available 3
13
4
2
0

Wed28 Thu2¥ Fri 28 Sat 29 Sun 30 Mon 31 Tue 1 Wed 2 Thu3 Frid Sats Sun & Mon 7 Tued

Show guest notes Show availability chart




15.1 Build in email

Build in email (pro version)

In order to send emails, the program requires Microsoft outlook with Ole object. Or an email
program with MAPI support since these are not always available the program also supports a build in
email client. You can activate the build in email interface from Preference tick “Use build in email”
client.

Preference x

General prefernce

Auto generate guest code [ allow double booking

[ Guest name required [CJenter card details on payment

[JPhone number required Maximize preview

[CJFind guest on new reservation [IForce data base update

Quick gquest data entry [ clear cvv on Chedk out

[ allow guest data deleting Export excel as CSV file

Enable cancellation reversal [ auto calculate occupancy levels

Generate invoice after new reservation pancy

[Jcreate web page on reservation change Use build in email dient

[Jupper case first letter of Guest name :m

Edit curent language Edit

Language file name

|C:‘IJ_Isers‘l.Marﬁen‘lD0cuments‘lReservaﬁon‘l,l.an‘l,l.anguage.sil | Select
Backup Import delimiter

When now you send an email the build in client will be displayed. Please note that the build in email
client will only work with text file templates.

[send Email x

[ Message i Settings

Server | | 25 w Server imeouts | 1:00 | Minutes
My server requires user authentication My server requires secure connection (S5L)
User | |
Password | |
26/12/2018 P

Gust code WKERRY

Mr. Kerry Williams
455 Cross road

You will need to enter settings detail, which can be obtained from your Internet service provider ISP.



16.1 Document attachment

Document attachment (pro version)

When creating or editing a reservation, you have the option to enter notes. Now you also have the
option to attach documents to the reservation.

Reservation [3]

Deiails- | I Motes ... | Occupants |

Kerry has stayed before he requested a fruit basket at arrival o %
o Wedding.docx

@Test.hh‘n

:
L8 Feservation.pdf

Default notes
|1. Ci\Users'HSD\Documents\Reservation\Templates\Confirmation email t - Attachment

[ show template path

|| Open || Delete |

Attached documents can be opened using the Open button. Deleting an attachment will delete the
link to the document and not the document itself.



17.1 Room cleaning schedule

Room cleaning schedule

Right click on the room panel an select room cleaning to open the room cleaning dialog.

Al types =i i
bl {|  Tue2s | wedzs

_____________

| Twin room

01 Twin room

Room ready

| 02 Twin room
| 03 Twin room

04 Twin room

Double rooms

All rooms are ready
Add comments

Qwner information

Room maintenance
Room cleaning

Room meter reading

05 Double room

o]

In the room cleaning dialog, you will find the cleaning schedule and 3 tabs levell, level2 and level3
where you list what cleaning activities are required on every schedule.

Cleaning schedule >
Cleaning schedule | Level 1 Level 2 Level 3
* Room no Dailly Level 1last Level 1 next Level 2 last Leve 2 next Leve 2 next Level 3Inext ™
[ » b1 22/12{2018 24/12/2018 23/12/2018 27/12/2018 23/12/2018 22/01j2019 |
| 02 |:| 23/12/2018 23/12/2018 23f12/2018 22012019
03 |:| 23/12/2018 23/12/2018 23f12/2018 22012019
04 O 23/12/2018 23/12/2018 23/12/2018 22/01/2019
05 [ 23/12f2018 23/12/2018 23/12/2018 22012019
05 23/12/2018 25/12/2018 23/12/2018 28/12/2018 23f12/2018 22012019
07 O 23/12/2018 23/12/2018 23/12/2018 22/01/2019
03 [ 23/12f2018 23/12/2018 23/12/2018 22012019
09 |:| 23/12/2018 23/12/2018 23f12/2018 22/01/2019
W
£ >

The cleaning schedules will automatically be updated when you create the cleaning schedule report,
although you can edit the schedule to set the dates. Select the level tab to enter the cleaning
activities required. Say for level 2 cleaning you list could include.

Cleaning and checking Lights and Switches - Once
Dust Walls - Once

Clean and Dust AC Vents - Once

Damp-dust the head boards — Twice

Clean dressers — Twice



Clean nightstand - Twice

Clean lamp shades, lamps and bulbs — Once
Vacuum Clean Chairs - Twice

Vacuum Clean Sofa - Twice

Polish Picture and Mirror Frame - Twice
Dust Closet and Safe — Twice

Wet Dust Mini Bar - Twice

Polish Mirrors - Twice

Check and Clean Tissue Holders — Once

Cleaning schedule

Cleaning schedule Level 1 1 Level 2 Level 3

Cleaning and checking Lights and Switches - Once
Dust Walls - Once

Clean and Dust AC Vents - Once
Damp-dust the head boards - Twice

Clean dressers - Twice

Clean nightstand - Twice

Clean lamp shades, lamps and bulbs - Once
Vacuum Clean Chairs - Twice

Vacuum Clean Sofa - Twice

Polish Picture and Mirror Frame - Twice
Dust Closet and Safe - Twice

Vet Dust Mini Bar - Twice

Polish Mirrors - Twice

Chedk and Clean Tissue Holders - Once

Schedule deaning every Days Schedule on check out

(7]
i

Exit

When you generate the cleaning report which you can select from the report menu it will list the

scheduled dates and the task to be performed

Cleaning schedule report

Room night 01

Daily Level 1 Level 2

Y 24{12/2018 271272018
Change Bed Spreads - Once

Change Bedding - Once

Damp-dust Bathroom Mirrors - Twice

Room night 02

Daily Level 1 Level 2




18.1 Meter reading / power usage

Meter reading and power usage

Unlike in Motels and Hotels, when you operate a Campground power may be billed depending on the
customer usage.

Right click on the selected room to open the room record dialog. Here you can edit or enter a new
reading for the selected room.

Room meter reading *
e e e
| * Roomno Date 1 Readings 2 [
| p 03 22{12j2018 4567
| v
Room rumber S Oshonal
New Edit Delete Exit

Electric power is considered as a product, so create a product for electric power use making sure
that you tick “"Meter reading”

Product information

Enter product information Prod.
Code |POWER Find 4 b =]

Description ectric JWEr USQEe |
Unit Read meter c
Default Qty

When you create the invoice, you can add the product for electric power when selected you will be
prompted to enter the new meter reading




Select date x

Date Product sales date

(®) Today's date

() Arrival date =
(O Custom date

Meter reading -0

Mewe reading | 4500

Then when you select the usage is calculated and added to your invoice. And the last reading is
recorded.

- Prd code Date Price Description Amount  Payment
| » POWER 26/12{2018 4500; €0.06 Electric power usge[ 0 - 4500 ] £252.00
| 29/12/2018 1Room night: (26/12 - 30/12/2018) 4 Nights - $130.00 MNight £520.00



19.1 Guest manifest

Guest manifest

The guest manifest is a quick and easy way to create a list of customers currently staying at your

property and can be used in case emergency.

You can edit the reservation and add the names of room occupants. You can activate this tab from

preference.
Details Notes Occupants
Guest details
Firstname  Saly Family name  Jones
Address 90 Main north road Christchurch

List of occupants

- Title First name Family name Child Gender
Marry Jones F

| Suzan Jones D F

» Tommy Jones M

When the manifest is generated you all guest and occupants are listed.

Guest manifest report

Room night 01

Guest mane Gender Room Child Adults Children
David Baxter 0 >
Room night 03

Guest mane Gender Room Child Adults Children
Saly Jones 2 2
Marry Jones F Y

Suzan Jones F

Tommy Jones M Y



