ReservationMaster



1. Welcome to Reservation Master

Copyright © 2000 -2011 Gold Hill Software

Reservation Master E is a reservations software packa
Houses, B&Bs, 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.



2. Main screen
2.1 Boking 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.
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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.

~
Comments &J

Fruit basket and flowers needed guest on honemoon)|

Clear comments on status change

Ok | ‘ Cancel

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.

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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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. 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.

Prev year This month Nextyear |

partures I Occupancy




Start month

From the 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 &J
Select booking sheet start month

iorch

4

| Select | ‘ Cancel

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.

E Saly Jones

Kerry Wiliams ; . Kerry \

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.

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 provide 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 200% 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

Room 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



Web page directory

Create HTML document - - M
Calendar size and color
Color Background color - | [ Select... ]
Fontsize 8 v Width 200 Height 130 Month height 20

Web page directory :\Datal|
I Options

From month  May

Open web page after saving
- D Generate HTML document using GIF imag
7] Do not replace the Web page

[ Availabiity | |

Save

|| conce ]

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

Availability adjustments
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Save

Studio - 3 Rooms total, 3 Rooms available, 0 Rooms occupied

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

JONLINE RESERVATION

jCompiete our online resenvation form above to make an accommodation
aocking. Your tequest is NOT confirmned until we email or telephoni you with
o onfirmation details.

JRESERVATION POLICY

In oeder 10 guarantee your resenation we requine credit card details (Visa or
astercard) or a deposit of one night's tard prior to amval. No money s debted
brom your credit card except as otherwise outhned in cur Cancellation Policy.
\ihen making the reseration it is heloful i you are abls 10 adhise us of your
fexpected time of anmval

SAMPLE ROOM AVAILABILITY WEB PAGE

This is & sample web page to dustrate the possibilty of using the indvidual

seated wob pages in your own web page faking the color tien from the
55 tile to create your legend you can use one month 0. the treie months
Joecerated by the program, further you could provde some dala enlry feld for
vous wisilor who infend to make & reservaton

Sun Mon Tue Wed Thu Fri

z

s &7 a0

MR 13|14 15
®omoX N »
EAE R EAEED
Sun Mon Tue Wed Thu
| ENE
L a8 5 10
1314 15 |16 | 17
EYERENENED
FEEEIERED
Legend
| 0 Availatie

1 Available

18
z
»

Fri

"
18

Room availability

Sun Mon Tue Wed Thu Fri

BEREREN |

alo [win e
151817 8 B
EREREDEAE]
ERE]

[
1
2
Ed

Sun Mon Tue Yed Thu | Fri

3fafsfe |7
w1z n .
AR EERED
ERECRE RERE
n

2 - 4 Available
£ + Available

8l |3|=~ g




2.3 Today's guest

Today's guest tab

This window lists all of 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.

:I Today's guest ‘ Arrivals Departures I Occupancy Customer list Product Lz
First name 3 Family name Email Arrival date Departure date | Room Inv No Guarantee Roo
dlean 8/12/2010 9/09/2011 140 Checked in
Joe 4/05/2011 11052011 o7 Mo guarantes

Che | losau lsesmu o omoomiped B
Tony Prettner 24032011 1/07/2011 12 2515 |Checked out
Vicki leplastrier 9/05/2011 11/05/2011 11 Deposit paid

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.

:I Departures Cccupancy Customer list Product Layout view

il Arrival date Departure date Room Inv No Inv No Guarantes Room rate Payment due
20/04/2011 | 1/05/2011 03 2494 2454 Deposit paid £72.00 $72.00
29/04/2011 1/05/2011 0z 2342 2342 Checked out 579.00 50.00

I T S ) 7 = v - |
30/04/2011  |1/05/2011 08 Checked in $65.00 $65.00

2.5 Occupancy

Occupa ncy 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

2w I Today's guest I Arrivals Departures

| Occupancy ‘ Customer list P

To date |31/01/2011

‘ame First name 3 Family name Email

Show all bockings

Arrival date J Departure date | Room

[] show canceliations

Inv Mo

-m————n

David Baxter 7/05/2011 110542011 2|Re
Kerry Wiliams 2fo5/2011 12f05/2011 06 4/ck
Kerry Williams 13/05/2011  |17/05/2011 |06 5Tr
Saly Jones 9/05/2011 12/05/2011 02 3 |Me
Tony Macklin 14/05/2011 18/05/2011 01 6|Cr
Tony Macklin 14/05/2011 18/05/2011 02 Cr
Tony Macklin 14/05/2011 18/05/2011 03 Cr
Tony Madklin 14/05/2011 18/05/2011 04 cr

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 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.

The listing can be sorted in many combinations. Click the column heading of the column you want to
sort. This highlights the column. Click Sort ascending or Sort descending.

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

000025
000033

CAROLINE
CLALUDINE

Search field
() Guest code

Search options

[T Match case

|1 Match first character
Use wild cards

() Company name
(@) First name

Find guest s @
Search C% [ Fngit [ new |
w  Guestcode Company name First name Family name
i e e it I
000011 CAMILLE OUELLETTE

() Family name
() Credit card
() Reservation no

PELLETIER
SERVANT

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

guest on the list.



I Today's guest I Arrivals I Departures I Occupancy ‘ Customer list | Product I

Lat

|First name |Farr|i|\'I name |Address 1 |Address 2 ‘CityI |Siate |P:
Bl REJEAN PAQUETTE 209, ROUTE 5THUC MATANE QUEBEC a
DENIS DUSSAULT 2720 RLE ST-LAURENT LEVIS QUEBEC Gt
CAMILLE QUELLETTE 239 ROUTE 295 DEGELIS QUEBEC G!
Claudette Vallée 77 rue des fonds Cap-Chat Québec al
ROLAMNDE DAIGMEAL 3275 BOULEVARD TR.... LAVAL QUéBEC H:
GILLES S0UCY 1, RUE COTTON RIVIERE AU REMNARD  QUEBEC G
SYLVIE GALTHIER 33, RUE MARTIN RIVIERE AU REMARD | QUEBEC G

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.

2.7 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

Today's guest I Arrivals I Departures I Occupancy I Customer list | Product
|Descripﬁor1 |Ur1\t ‘ Product group | Last cost | Sell price | Supplier code | L
Cadbury chocolate EA CANDY $1.20 $1.60 CADBURY

I sm —awloe ||



2.8 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.

[ show arrival time Show gurantee color

Marker height 2 Backaround file
C:\Users\Martien\Pictures\campground-map-color.jpg

Marker width 25

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.

= : g
: 4 R
New Edit Unlock Invoice
Booking sheet I Calendar view I Today's guest Arrivals Departur
Select date JEEETE @

Area

2.9 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 provide 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)



I Layout view SQL query

Data base tables and fields
+ Guestiame
GuestData
RoomType
Qccupancy
TariffCode
Package
TravelAgent
PaymentType
GuestExp
Product
Stock
Supplier

| »

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.

0B

Ope‘n query Sav‘e query Op‘en sQL Clu‘se sQL Exp;:rt data
| Booking sheet I Calendar view I Today's guest I Arrivals I Departure
¥ | GuestlD GuestCode Title GivenName FamilyName
3587 000455 MONSL... |PHILLIPPE LEBLANC
3591 000459 MONSL... PIERRE DUPLIS
» 3840 000689 MONSL... (i mcrAuD
3719 000557 Monsieur |Pierre Martel
3804 000653 Monsieur |Pierre-Clivier Landry
3647 000525 Monsieur | Philippe Alain
3648 000526 Monsieur |Philippe Alain

I

select * from GuestName where GivenMName Like "P%%"



3. Main menu

3.1 File menu

File menu tab

New data base

New data base create 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 L&J

Options

Data base name Reservation00 |

| Use current room number and tariffs
/| Uze current guest data
/| Use current product data

Ok | ‘ Cancel

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 require to save your data base after changes are made. Reservation changes are
automatically saved.

Configuration

This opens the 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.

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



Export guest information @

Fields Ezxport hields
Comphame - £ | GivenName
Address1 7 Fameh ame
Address2 2 CompName
City F  Advbess¥
state EIRVay:"
Posicode g

Select name Sort by

(@) First name
From A M To Z M
i ) Family name:
[Tl tndude header Export ] [ Cancel

Impor t 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.

Import guest data Ld_&J

Text file Guest data fields

+| ) 2

Mr, GivenName

David E FamisNama

Baxter fompName

E] Addressf
38Brishanestreet |~ Address” Z
[ First record header [ Import ] [ — I

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 contain 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 backup your configuration setting select yes if you like to do
so.

Canfirm Ig

-
|_9_| Back up configuration settings
-




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

- 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

Invoice settings (except bottom comments)

calendar). Once deleted this data cannot be recovered.

As purge data deletes some data from you data base therefore reducing the amount of data stored

Purge data

5

Warning Make a backup copy of Reservation Master data before
purging any data, data will permanently deleted

Purge reservation data
[T] Purge cancellation data

From 31/08/2010

&

To 31/08/2010

&

[7] show reservations before purge [ Ok

| o

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 make a selection. Tick the reservation you would like to remove from
your system then click Purge. Both the reservation and all the expense record for this reservation will

be permanently deleted.

Select al

Purge

[5] Select data lﬁ
* GuestID Arrival date Departure d... |Room number | First name Family name Payment Guarantee Select £
1 19/08/2011 22082011 01 David Baxter £240.00 Repeat guest
2 |28/08/2011 1092011 03 David Baxter £0.00 Repeat guest
21 4f09/2011 7f09/2011 02 Saly Jones $0.00 Mo guaranbee&
4/18/08/2011 29/08/2011 08 Kerry Williams £0.00 Travel agent
20 27/08/2011 31/08/2011 04 Kerry Williams £0.00 Credit card
10 |26/08/2011 29/08/2011 02 Saly Jones $270.00 Mo guarantee
» 15 30/08/2011 3/09/2011 a1 Kerry Williams £0.00 Trawvel agent £

| | Cancel




Recalculate occ upancy

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

Room and rates

: ECUmpany details

=
i Tax codes §15.00 §40.00 ¥

5
T £15.00 sa0.00 N 5

$15.00 $40.00 ¥ 5

: 5

£15.00 £40.00 ¥

* | ExtAdult Weekly Monthly | Per Person  Calc... | Tax

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.

Log in L-E_E'-J

User name  ADMIN

Password ===

[ o« ][ cona

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

3.2 Edit menu

Edit menu tab

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 other guest information is entered, 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 similar to 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.

Block room l‘&J

From date 23/05/2011
Todate 29/05/2011

Room number 03

(] Fa] [

Description  One bedroom

Remarks

Room is being redecorated|

[ Save ] [ Cancel

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.

‘
Price room LJ"JE-
Fromdate 22/05/2011 B Mo, of nights 5
Todate 27/05/2011 B No. adults 2
Room number 03 E] Mo. children 0
Description  One bedroom
Invoice total
Tariffcode STANDARD B
Padone & | $450.00
o= o=
L

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 reser vation

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



ween's Bil

! Lok Derks "l Louk Derks

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.

Kaktrin
Dasbach

ueen's Birthday

:' Louk Derks . Louk De_rks
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.

‘weer's |

| [ Louk Derks Louk Derks
& Marchiel 4 Louk Derks

Schop

55, James

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, similar to 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.

Check out all I&J
Check out all guest departing on
Selectdate 13/05/2011
Room Guest name
V| 01 - Studio David Baxter
V| 02 - Studio Saly Jones
| 06 - Two bedrooms Kerry Wiliams
[RE 1 3
| Select all Chedk out | ‘ 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

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.

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.



Find invoice

Find and open an invoice using the invoice number

Find invoice

[ (o3 Cancel

Invoice number  234| Seacrh

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

Guest history - David Baxter &J
* | Arrival date | Departure date | Nights Rate Booked inby | Booking date Cancel by Cancel date | *
s T T T T I I T I
4j05/2011 7j05/2011 301 sso 00 27/04/2011

3.3 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.

& 5 @ =
Print Prev year Thismonth Nextyear Find guest |
Jepartures I Qccupancy I Customer list
Sat 14 Sun 15 Mon 16 Tue 17 Wed 18
12% 62% 62% 62%

L Tarw Markdin
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.

<
May | Jun | Jul| Aug| Sep | Oct| Mov | Dec| Jan | Feb | Mar | Apr

May - 2011 David Baxter [Address: 38 Brisbane street Wellington New Zealand] - 07 May 2011 - 11 May 2011
—_—

3.4 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.

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.

Occupancy statistic

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

Daily summary

This print 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 print statement for selected guest with outstanding payments.
Guest listing

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



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

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

3.5 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.

Product information l&"J ]
Code |COKE E B
Bar code
Desdaription |Coca cola
Uit |EA
Group |DR
Supplier |COKE The Coca-Cola Company
Last cost
Lead time
Selling price £1.50 Tax |5 12.50%
In Stock 24 Maintain stock record
I New I I Edit I I Delete I Revert Save

Product group and supplier when entered are used to generate reports this will provide you with
additional information on product sale

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

Product group L-&J

Search

w Code Description
DRINKS soft drinks
b
ew
Edit
Delete

Cancel

Select ] I Cancel

Right dlick grid and select from menu u

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.

Update stock

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

inventory record.

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



