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1 Overview

1.1 Contacting Support
Computel takes great pride in our ability to provide you with a date of the at computerized property
management system at a price any property can afford.

Computel dso continues to drive to provide the most attentive support network for immediate answers
to any of your questions concerning the operation of your sysem. If you cannot find the answer to your
question in this user guide, please contact us at:

Computel Support (561) 994-5577

1.2 System Access

When you firg turn on the computer, it will come up to a black and white screen with a CONSOLE!
Login prompt. At this point you will enter the termind name you wish to login to (CCS1, CCS2, etc.)
and press<ENTER> twice. The “User Login” screen will appesr.

Enter User Hame [ 1

ter fccess Td and Fassword for Sustem Access.
LOGIH

To access the PM system, enter your User Name and press <ENTER>.  You will briefly see the system
date “Initidizing Security” and then be provided a box to eater your password. Your password will be
hidden as you type. Press <ENETER>. The Current User, Shift, Program Date and Time will be shown
in the lower right corner. The functiondity and menus available are based on the security leve of the
User ID. See Section 7.1 for Generd Manager’s Menu.



1.3 Main Menu
e Guests City Ledger Utility Stats Other

INDEPERDENT TEST PROPERTY

Program Date: BE/2/2002 2:18 pm
Shift: C  lUser: GH

Inn-Contral Version £.1a Fowered By Compuial

MENLICLIR

Many key functions are standard throughout much of the sysem. Menus can be accessed using the
arrow keys to move across the top of the window, or you may press the first letter of the main menu
sdection. Press <ENTER> to show the drop down sub-menu beow your sdection. Pressng
<ENTER> after completing data entry in any field will accept your entry and move you to the next fied.
If you make a mistake and want to return to the previous field, use the Up Arrow key. Where you see a

? before afidld, this means a drop-down help list isavailable. Press <F2> to view thelist.

Hot Keys
[EEmE  Guestz City Ledger Uiility Stats  Other

THOEFENDENT TEST FROPERTY
Program Date: BS/A2/2002 2:18 pm

Room Fuailability
Walk in Guest [Room Typel
Halk in Guest (Room Humber |
hieck in Guest

se focounts

:2 o Reservation
Interface Status
Interface Togale ;

[Esc=Continuel

Inn-Control Version &.1a Fowered By Compute

Fl-Hot Keys= MEHUCLIA

Pressng <F1> from the Man Menu will display a lis of Hot Keys. The Hot Keys act like a shortcut,
taking you quickly to a particular screen.



1.4 Training Access

You aso have access to a separate Training system, which you can use a any time to train new gaff
members, even while other terminas are running the hotd’s live sysem. From the black and white
CONSOLE! Login screen, type “training” at the login prompt and press <ENTER> twice. There is no

password.

You will notice that the screens are often different colors then the red system; this is to dert you that
you are in the Training environment.

THH-CONTROL SYSTEM ACCESS

Enter User Hame |

w5 1d and Password For Svstem Access.
LOGIN

Program Date:
Shaift: [ U=

«[HAIMIMG=  Version £ 1h Powered By Computel

Revised 1/24/03 3



2 Reservations

2.1 Add Reservation

e EEEE Guests City Ledger Utility Stats oOther

1 Add Reserwation
3 t R =

n
GTD for Today

ate: ! 1:10 pm
shift: C  Use

Inn-Control

MERUC A

From the Man Menu, press the Right or Left Arrow key to highlight ‘Reservations and press the
<ENTER> key. The ‘Reservations sub-menu will be displayed. Use the Up or Down arow keys to
highlight *Add Reservation’ and pressthe <ENTER> key.

INDEFENDENT TEST PROPERTY

Date <B8/B2/2002% Nightz «  »

Date:

The current business date will be displayed. If the guest is checking in today press <ENTER>. If the
guest will be checking in on a future date, enter the correct check-in date and press <ENTER>. Enter
the date in the following forma mm/dd/yyyy (using dl 4 digitsin the yesr).



Nights:
If the guest is Staying one night press <ENTER>. If the guest will be staying more than one night, enter
the number of nights the guest will be staying and press <ENTER>.

lUzer: [ GM J—
Humber of MNights: 2

i 0 | Heail
- L
3

EHTER=Salect F8=%Rates

A room avallability screen will appear. If the room type you wish to sdect shows “0" or a negative
number under the “Avall” column, you may or may not be able to sdect that room type. When the
reservation program was ingaled, an adlowed overbook number was programmed. Ask your Supervisor
if you have any questions concerning the overbooking palicy.

Use the Up and Down arrow keys to highlight the type of room to be reserved and press <ENTER>.
The *Resarvation Single Entry Screen’ will display.

If you wish to review rates for a specific room type before moving on to the ‘Reservation Single Entry
Screen’, highlight the room type using the Up and Down arrow keys and press <F8>.

Eseruuilm Slngle Entry Scree

| f BT 200 Cont S0 CHSCont Bal arwre Bl

O T

Last Home T * First HomeTs "
Adl+/CI2/CIT - 1S af Rate Type 74 W

Roon Rate B 08 Conp: Tax Ewenpt 7= = 00000 Allow Charges ==
Roon Tupe 001 2 QUE S50 Roon No. 0 (HONE)
Poyment By 7 GTD ?: =+ = Deposit bay:e =

I‘ »>

DB Company
Cord Humber * Exp Date * Guar 3 + 0 _BD»

Hdde ess =
it | fip7Te >
* Promo
- IR =
Freg Guestl -«

F=Change Dates  Fi=Internetwmw Ff- ¥
Wns Fig=0ther Options ﬂ'"ﬂ:— _]}




Last Name:

Enter the last name of the guest and press <ENTER>. You may aso press the <F2> key to search for a
guest name from Guest Accounts Lookup. Highlight the name you wish to use and press <ENTER>. If
you bypass thisfidd, it will auto-fill with “Express’ when the reservation is complete.

First Name:

Enter the first name of the guest and press <ENTER>. You may aso press the <F2> key to search for a
guest name from Guest Accounts Lookup. Highlight the name you wish to use and press <ENTER>. If
you bypass thisfied it will auto-fill with “Check-1n" when the reservetion is complete.

AdIt/C12/C17:
Enter the number of adults, the number of children 12 and under, and the number of children ages 13-17.
Press<ENTER>.

: o CRSConf Balance TR

Last Hame 74 * First Hame?
ALt /CI2/CIT = 1S 0SS e Rate Type 72 I*
Room Rate .00 Comp: Taw Exempt 7=+ 00000 Allow Charges
Roor Room Ratex p————————————— 2 (UEEN BEDS/SH ; I
!;w Lol 1 e 1-Per  2-Per 3-Per  &-Tor
I. : [} [}
Car :

I'| !_'I |:||:|

AL

VI R

] IR RATE :
GOVERNMENT RATE R T

VIP RATE 4. 08 3.5
EHPMLOYMEE [NDSCOUN Jo g 2 oi 3068

Child 12: ¢ 3.8 Chald 17: & 1.

ESC=Ewit

Rate Type:

If you dready know the rate type code, enter the number and press <ENTER>. If you b not know the
code, press the <F2> key for help, and the “Room Rates’ window will be displayed. Highlight the
correct rate type description using the Up and Down arrow keys and press <ENTER>.

Room Rate:

The room rate for the rate type selected will automaticaly appear in this field after you have sdected the
Rate Code. If you have override authority, you may override the rate by choosing that option from the
<F10> menu. If the rate has been manualy overridden, an “O” will appear before the dollar anount. If

there is a rate change during the stay, an ! will appear before the dollar amount. A rate overridden to
$0.00 will automaticaly be flagged “Y” asa Comp Room.



Rate Comment:

This is a free form text fidd where comments can be entered regarding the rate sedlected for the guest.
You may dso see messages in this fidd if the reservation came from CRS for a rae type that is not
loaded in your PM system.

Balance 0.0

Description law Pct gl -

RACE RATE
BENTTT | 00 Allow Charges + »
State law T RFoon Ho_ - 0 [HONE)
WHT Tasx Deposit b+ *

L Guar £ =« 0. 00~

Promo =
I0H =
= o 5 I.l-l_-
Enter=Hdd Fo=lelete Ezsc=Fxit

Fl=Hent Section  F2=Search  Fi=Change Dates  Fo=Internetfwew  Fo=Cancel
I Ilz?firﬂ're_;.lf_:ctilm Fé=Roons  F18=Dther Options  Fsc=Ewat
0G CLEAR RESHEHPT

Tax Exempt:

Normaly if NO, press <ENTER> to leave this field blank. The correct tax rate will be displayed. If the
guest is to be tax exempt, enter a "Y", then press the <F2> key, and the "Tax Exempt Choices THIS
Reservation” window will be displayed. Using the Up and Down arrow keys, highlight the tax code the
guest will be exempt from and press <F6> to delete that tax code. To add additiona taxes the guest will
be paying, press <ENTER> to display the Tax Exempt Lookup Table." Usng the Up and Down arrow
keys, highlight the taxes the guest will be paying and press <ENTER>. Pressng the <ESC> key will
return you to the * Reservation Sngle Entry Screen’.

Allow Charges:

This fidd will only be functiond if the sysem is st up with a Redaurant Interface.  Normdly if NO,
press <ENTER> to leave this field blank. If you wish to dlow the Restaurant Interface to be able to
send charges directly to the guest folio, enter a“Y™” into thisfield.

Room Type:
The cursor will skip this field, as it will dready show the choice made on the availability window. To
change the room type, press <F8>.

Room No.:
Thisfied will show zero (0) until aroom number is assgned, which is done under <F8>.



Last Hame 7«
Adit/CI2/C1T =
Roon Rate
Roon Tupe

_Screen
? Conf

.

RATE

w Charges = »
@ [HONE)

Pavment By 7 2 j b : 4 s
DB Conpany : . -
Card Mumber ' : r %+ oo

5 AN EXPRESS

Hddress | &
i =

:: EH ROUTE
9% DIRECT BILI

Group Mumber 7

Fl=Hewt Section F2=S%earch  Fi=Change Dates  Fo=Internet/wew  Fo=Cancel
I f?flrﬂm.‘_;-lf_:ctilm F8=Rooms Fi0=0ther Options _I__Eiﬁc=FHit
0G CLEAR CPAYLDOK

Payment By:

If you know the code for the method of payment the guest will use, enter the code and press <ENTER>.
If you do not know the code, press the <F2> key to display the lookup window. Using the Up and
Down arrow keys, highlight the correct method of payment and press <ENTER>.

GTD:
Thisfidd isnot functiond &t thistime.

Deposit by:

If the guest will guarantee by deposit, enter the deposit due date using the format mm/dd/yyyy and press
<ENTER>.

Revised 1/24/03 8



rhirect Bill Conpanies Haintenance———————/wrrent Sort: [COHPANY CODE]—
Coede Conpany Nane Compamy DA Tel ephone

Ackchr1
Addr2 - P
C

Commants : DLE
Block T

FF=Chamnge Lookup Fi=Print Fo=Delote F=Hud
Fo=Trnwaices Fin=Edit Esc=Exnit

| LG CLERR

DB Company:

If Direct Bill was chosen for the method of payment, then a direct bill company code must be entered
here. If you know the direct bill company code, enter it and press <ENTER>. If you do not know the
code, press the <F2> key to search for the company to use, highlight the sdected direct bill company
and press <ENTER>.

Card Number:
If the method of payment or guarantee is a credit card, enter the credit card number and press
<ENTER>.

Exp Date:
Enter the credit card expiration date in the format of mmyy and press <ENTER>.

Guar $:
If the guarantee selected is a deposit, enter the deposit amount required and press <ENTER>.



s * First Hame7s .
RdIt/CI12/C17 « 1/ 0/ O  Rate Type 7+ 1%RACK  RACK RATE
Room Rate 5000 Comp:  Tax Exenpt 74 » 135000 Allow Charges +»
Roon Tupe <l 2 MIEEN BEDS/SH Roon Ho_ - A [NONE)
=
Choose B City

BEVERLY b
LY 5

BEV

FI I'I g

Comp| COHPTON
Burs i 0 DOHINGLES
raw| Ll (N § LR
Reoqu| ERST RANCHO DOHTHGUE A 9 -
i -

Grrous

0
ROSEWDION

Fil=Heut
I H’rl:"ﬂ'rﬁﬁctllm F8=Roons Fld=0ther Options

Zip:

Enter a zip code and press <ENTER>. The City and State fidds will be automaticdly filled. If there is
more than one zip code for the city, or neighboring cities with smilar zip codes, a list will be displayed.
Use the Up and Down arrow keys to sdect the correct city and zip code, and press <ENTER>. NOTE:
Whether or not an addressis required is determined at time of set-up.

AddressLinel:
Enter the address of the guest and press <ENTER>.

Addressline 2:
Enter any additiona guest addressinformation and press <ENTER>.

City:
If not dready filled in by the Zip Code lookup, enter the city and <ENTER>.

ST:
If not dready filled in by the Zip Code lookup, enter the two-letter state abbreviation and press
<ENTER>.

Phone (H):
Enter the home phone number and press <ENTER>. It is not necessary to use the dash *" (ex. 305
555-1212 or 3055551212).

Phone (B):
Enter the business phone number and press <ENTER>.

Promo:

Used for corporate marketing, enter the promotion number a the bottom corner of a voucher or discount
coupon presented by the guest.

Revised 1/24/03 10



b
Hevenue
T

AN

2600

Acldr1 :

I 2 Litw ! state:
Lip Comment

YTD Reoom Mi ghts: a7 YTD Rewvernue: 3 i Tatal Revenue: |

Enter=5zlect Fo=Delete Record Fi=Rdd Record
Fa=Edit Record F10=5ave Record Ezc=Ewit

Company:

Enter a company name, or use the <F2> key and the Up and Down arrow keys to sdlect from ‘Guest
Companies Maintenance’ screen. |If you enter a company name and an exact match is not found, the
‘Guest Companies Maintenance screen will be disolayed for you to add the new company information.
Press <F7> to Add and <F10> to Save. Press<ENTER> to return to the reservation screen.

*See 2.3.3 for more detail.

| D#.
If the guest provides a Corporate ID#, enter it and press <ENTER>.

lescription
1t Home7= -
HRCHHIE *BACK  RACK RATE
f 135000 Allow Charges 4 *
IO W THAYEL L LHDH ~ Roor Ho_: A [ HOKE)
_‘f'::lrl-: H I_I-:I-I'-'LL HIKE 4f»  Deposii by: r
.II'iNII."i iII'I'.J LS - LAURA . * Guar $ = 0 00

f=  Zip?=00210 .
> Promo =
* IDH
Freq GuestR =
Fct
™

Fo=Internet/wwm  Fo=Cancel
1t

I Ilz?firﬂ'rgfsctilm F&=Roons Fig=0ther Dptions
0G CLEAR

Bus Sour ce:

If your property tracks local source of business and you know the code for this reservation, enter it here
and press <ENTER>. If you do not know the source of business code, press the <F2> key  Highlight
the correct code from the list and press <ENTER> to select.

1



Freq Guest #:
If the guest provides a frequent guest number, enter the number or swipe the card here.

on Single Entry Screen
? - mAlravel Rgencies ———— Current Sort: [NAKE ] ——

Coede IATAA Hame Percent

Last Hane

RAd1t/C12/C i [ ; T
Roon Rate 5 i TRAY THC 1000
Boon Tyupe > H H 1000
Pavnent By Al B 4 10,00
DB Company 12 § [ e TS i He 10 M
Card Hunber 19 i 2143 v 10. 00

Hodde L : CROWH BAY HARINA 2-PARCEL 3168, SUE BRASE
City: SATHT THOHAS State: VI
Phone HOHE

F2=%earch FI=Change Lookup Fa=Print Report
e r|||r-'-:ﬁ'-: i ESC=FExwit
broup Numbe

Fl=Heut Section F2=5earch  Fi=Change Dates
I f?firﬂ'r&_;.la_:ctilm F8=Roons Fig=0ther Dptions
0G CLEAR

Travel Agent:

If a Travel Agent is cdling to make this resarvation for the guest, and a commisson is due, you must
enter the Travel Agent Code here. If you do not know the Travel Agent Code, press the <F2> key and
the ‘Travel Agencies Maintenance’ window will be displayed. Use the Up and Down arrow keys to
highlight the correct travel agent and press <ENTER>.

Note: If avalid Travel Agent IATA number is not found in the list, you will have to add the Travel Agent
into the system.

Pct:
The commission percent of the sdected Travel Agency will show here.

Revised 1/24/03 12



ry creen™—— ——— = =
Cont 2 CRSConf Balance nnn

Last Hane T Request Code LooklUp At
Ad1£/C12/C1T RACK RATE
Roon Rate Code Description 0  Allow Charges
Roon Type : |
Payment By 7
DB Conpony 7| TTNEN
Card Humber AN ARJOTHING ROOHS
BALL FHLCONY
BROC SHOCHURE REOQUES
CONN COHHECT ING

l :.1 irce F2=Search ESC=Ewit Guest 1%
Recurests =" 1

Group Mumber?-=

Fl=Heut Section F2=Search Fi=Change Dates
II:??I['fnl'n_;.IE_:ctilwrs F8=Roons Fi8=0ther Dptions
0G C1EAR

Requests:

The firg four request fidds must be vaid request codes. You can enter them in if you know the codes,
or press <F2> to display the Request Code Lookup’ screen. Using the Up and Down arrow keys,
highlight acode and press<ENTER>. Thelast portion is free form.

Group Number:

If thisreservation is part of a group, the group number is displayed here.

Note: To change a reservation to a different Group, you must first cancel the reservation and rebook it
through the desired Group Master page.

<F1> Next Section
Pressng <F1> will toggle you back and forth between the upper booking data section and the lower
guest data section of the reservation, once you have filled out the top half of the screen.

<F2> Search
Pressing <F2> will display a search window if you are on afield that hasa ? beforeit.

<F3> Change Dates
Once the top portion has been completed, you may make changes to the date using <F3>.

<F5> I nter net/iwww
If the guest has email or other Internet information to be entered, press <F5>.

<F6> Cancd
Pressng <F6> will dlow you to cancd the reservaion once the top portion of the reservation is
complete, and the reservation has been assigned aloca confirmation.

<F7> Transactions

Pressng <F7> will take you to the reservation folio for this guest, once the top potion is complete.  *
See 1.2.2 for more detalls.

Revised 1/24/03 13



feservation Simale Entry Scr ——
= Select Room — = 2 [JUEEN BELS./SH 0.
R H: 0E ) .~ JOHH

I Roon Rate: S0 00

Hote: m = Haintenance Rentable, o irty, © = Check Out Today

B=Haint Comments ESC=Fwmit

F
[ LOG C1EAR

<F8> Rooms

Press the <F8> key to assgn rooms. Highlight the room type reserved then press <F7>. The
‘Reservation Room Assignment’ window will be displayed. Press <ENTER> again, and decide whether
you want to filter your lookup by room description.  If you answer “Y” you will get a ligt to choose
from and then be taken to the ‘Room Assignment Lookup’ window that will only show rooms with the
chosen amenity description.  If you answer “N” to Apply Filter for this room type, the ‘Room
Assignment Lookup’ window will be displayed directly with al rooms of that type.

Press the Up and Down arow keys to highlight the desired room number and press <ENTER>. The
room selected will display in the ‘Reservation Room Assignment’ window. If this is the correct room
number, press <ESC> twice to return to the reservation.

If a room was previoudy assgned, you must first delete the room assgnment before you can sdect a
new room type. To delete the room assignment, press the <F7> key to display the ‘Reservation Room
Assignment’ window. Press the <F6> key to delete the room assignment and repesat the process above to
select the new room.

Revised 1/24/03 14



Balance: T

Guar $ = & D=

@
Pl

(omp
B

F1l=Hext Section Fi=Search F3=Change Dates
Fl=Tranzactions  FB=Rooms F10=0ther Options

<F10> Other Options
If there is Additiond Information, Additiond Names or to override a rate for this guest, sdlect F10 and
choose the desired option.

* First Hame?- 0HN
Pl t (17 1./ B/ i» Rate Twpe 7=
Roon Rate 500 = | ped  Allow Chorges
Roon Tupe > BEDS./ S Roon Ho_ - i
Pavment By 7= 999 ECT B] GTD 7. 4P Deposit by 0L
DB Company 700
Card Humber -« B — = S Guar 3 =

210
mo PRI
IDH
Freag Guestl =l

t 19 M Lot B.C. TRAYEL
TailLic= 7 ? S

ke 7 -

A

Fi=Change Dates  Fo=Internet/ww  Fe=Cancel
Fig=0ther Dptions

When the reservation is completed, press <ESC> to recelve the loca confirmation number. Answer
“Yes’ or “No” to print a confirmation by using the Up and Down arrow key. If “Yes’ is chosen to print
confirmation, a ‘Pick Message’ window will be displayed. To choose a message that will print on the
confirmation, press <ENTER> and the ‘Confirmation Message Maintenance’ window will appear.
Highlight the desired message using the Up and Down arrow keys and press <ENTER>.
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2.2 Edit Reservation

Reservations

1:12 pm

MEMUCUZ

From the Man Menu, press the Right or Left Arrow key to highlight ‘Reservations and press the
<ENTER> key. The ‘Reservations menu window will be displayed. Use the Up or Down arrow keys
to highlight *‘Edit Reservation’ and pressthe <ENTER> key.

Mawrrent Lookup - CONFTREATION HIHBER
[ HO GROUP RSSIGHED
I Conpony Home Che In Group

=1/ H~
~/R=
169

. Room Tupe: ? DUEEN BEDS.SSH ” o
9 PHOENIX AZ 85068 |ROOH IS
Balarce 0. Hade by Usor 2 > b el

F1=5how .3 F2=5earch F3- Loodup Fi=Print Conf
Fo=Roontuvpe Filter F=Check In F8=Rea Card FO9=Rctive/CHL
=Duplicate Res Enter=Select S

Room Type Filter OFF

SHecting ‘Edit Reservation’ will digilay the ‘Reservation Lookup’ screen, with al active reservetions
digplayed in order by loca confirmation number. Confirmation number is the default search method,
which is shown in the upper right corner.  You can search for a reservation by: Confirmation Number,
Last Name, Company Name, Check-In-Date, User Number and Alternate Confirmation Number. Press
the <F3> key to change the lookup method and the way the reservations are sorted on the screen.
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After sdecting the lookup method, press <F2> to specify the particular reservation you are looking for.
If you sdlected the Last Name or Company Name lookup method, and you are not sure of the correct
gpdling, you can type the first few letters (ex: the last name of Smith can be entered as "SMI") and the
computer will take you to the exact match. If there is none, the closest match will be displayed. The
computer will take you to the exact match, or if there is none, the closest match. Use the Up and Down
arrow keys, if needed, to highlight the dedred reservation.  Once the resarvation is highlighted, you
may sdect any of the following options:

LY
|

CHANKNGES

AL HANAGER

Ihe RATE T¥PE of the reservation was chanoed from:

The new RATE TYPE is now:

F2-%earch ESC-Ex1t

| [ LOG CLEAR ] doom Type Filter OFF CHNGLOOK

<F1> Show Changes
This will show the hisory of changes made to this reservation in date order. Use your arrow keys to
scroll through the changes and the details will show on the bottom portion of the screen.

<F2> Search
Thiswill alow a search for a specific reservation by the Current Lookup method.

<F3> Change L ookup

This will toggle the reservation lookup screen to display a list of reservations in order of: Confirmation
Number, Last Name, Company Name, Check-In date, Group Number, User Number and Alt-Conf
Number.

<F4> Print Conf
Thiswill print areservation confirmation for the highlighted reservation.
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fLurrent LR LI

H0 GROL
I

3\ Conpany Hane

J000 Expr [ i
001 Expres we Roon Type to Display—y
002 DOE ——

Room Type: 2 OUER iy
12345 9 /1 ROOH TS NOT
Balarce 0. H 1 ASSTGNED

F1=Show 3 Fi=Print Conf
Fo=Roontupe Filter 4
=lhmlicate Res

[ LOG C1EAR

<F6> Roomtype Filter

Turning the roomtype filter “ON” will dlow you to sdect a room type from a lis. Upon sdecting a
room type, the ‘Reservation Lookup’ screen will display only a list of reservetions for the selected room
type. Press <F6> again to turn “OFF” the roomtype filter and show al reservations.

<F7>Check In
Pressng this will trandfer the entered information to the ‘Guest Entry’ screen, and the guest will be
checked-in.  *See Section 3 for detalls

<F8> Reg Card
This option will print a regisration card if the Regidration Card module is inddled. Pre-formaited
regidration cards are available for purchase from Compute.

<F9> Active/CXL
This will toggle the display to show only Active or Cancelled reservations. When cancdled resarvations
are digplayed on the screen an asterisk (*) is displayed next to the Check-In date.

< Duplicate Reservation:
Press the Left Arrow key to make a copy of the guest information, in order to quickly sart another
reservation.

<ENTER> Sedlect
Pressing this while highlighting a reservation will display the ‘Guest Entry’ screen, and dlow you to edit
thereservation. *See 2.2.1 for more detalls.

<ESC> EXxit
Thiswill exit the User from the * Reservation Lookup’ screen.
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2.2.1 Edit Reservation Data

Balance: G

Last Hawme  7=D0E
I'-_'Id.'!h"ﬂ!'“‘a’[l‘l'l' = 1/ W
3 = U

m Rote

b}

F¥=Change Dates  Fi=Internet/wws
Ither Options

<F1> Next Section
Pressng <F1> will toggle the cursor between the upper and lower portions of reservation data

<F2> Search
Pressing <F2> will display asearch or lookup window on any fidd witha ? .

2 CRSCond Balaince 0. oo

~ * First Hame™=JOHN
e Type 74 I*RACK  RAC
enpt T 13 5000

GTD 7: 4P

m.‘ra:w ' - I COHFARY
Humder =

13
- Promo <PROMO CODE =
»  IDH = T
Freq GuestH «1: 2

f6h B.oC. TRAYEL t -
Ta

TRl Pa o Pa e

7

4

her Options

<F3> Change Dates

The reservation dates can be changed by pressng the <F3> key. The ‘Change Reservation Dates?’
window will be displayed. Enter a "Y" and press <ENTER>. Enter the new check-in date and press
<ENTER>. Enter the number of nights and press <ENTER>.
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<F5> Inter net/iwww
This will dlow guet e-mail information for Home, Office, Other 1 and Other 2 to be added to the
reservation, aswell as any World Wide Web Information.

Single Entry ‘u..rr_w:f
J19/7002 Cont Balance B.6e

Last Hamns Tl First *h'l.ﬂl"'l4”|”."
ﬂl:li t [ 1/ 8/ 8 Rate Tvpe 7= v RACK RATE
e B0 Allow Chorges = »
; Roon Ho_ - B [MOME]
_-. (T EI GID 7. #4pP* Deposit by >
DB 11mfu1:l'ry Tl TEST COHPREY
Card Hmber = * FEup Date = * Guar $ =  0_Bi~

cel Reservation?

RHYEL
Ta

)

Fi3=Change Dates  Fo=Internet/wm Fo=Cancel
Fig=0ther Options

<F6> Cancd
Pressng this will dlow you to cancd the resarvation. A ‘Cancel Reservation?  window will be
displayed. Enter a "Y' and pressthe <ENTER> key.

<F7> Transactions
Thiswill display the ‘ Reservation Transactions' screen. * See 2.2.2 for more details.
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User: [GH ] 15 @ (HOHE]
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0G CLEAR

<F8> Rooms
Pressng <F8> will display a list of room types with the currently sdlected room type marked with an *.
Press <ENTER> while highlighting aroom type to sdect. * See 2.2.1 for more detalls.

F -
Rate Type 71 DRI
: Tax Exempt 74 = 1] A harges e
Roon Tupe 2 OUBLE BEDS/M i 74 i (ROME)
Pavment By 7 = C GTD F: = = [eposit hy:e »
DB Company
Card Humber [ HE o™ . > Gupr % + @00+

g .[:i"r' M HORL [.]

Fi=Hext Section F2=Search  F3=Change Dates
Fl=Transactions  FB=Rooms F18=0ther Options

<F10> Other Options
Pressing this key alows for the addition of any of the listed informetion to the selected reservation.

<ESC> to Exit
Thiswill exit the User from the ‘ Reservation Single Entry Screen’.
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2.2.2 Reservation Transactions

Confirmation: i

E BEDS/H

[ransaction Description Rmownt ¥

Total; -50.00

Fa=Print Yoid/Adi Refund
Ezc=Ewit

HES THAHS

here.

I':l'l 2ren L L=} IE .-|r|'-:..-|-:_| Lan I:ll-""'.l r I|:l| LENEN I'.I'IIHIII- I-I

I:'..'ll.'r-'uz-l'u t

polnd 3 ] 2 CHECE -l B

lotal: SO0

F1=Past Paument Fa=Pazt Refund
F9=Clear Screen ESC=Enit

HES THHHS

<F7> Add Transaction
Pressng <F7> automaticaly starts a transaction with the current business date. Next sdect the desired

transaction type.



eruvation Tran
wm Date: @1/ ? Confirmation 110
Requests:

755K

Description

ILHSH Hrownt ¥
HECK 1
YIS I N

HASTERL

HHE

Total @

F1=Post Pavment B=Post Refund
Fo=Clear Screen S=Fwit

[ L CLEAR 1 PAYLODE

<F7> Post Payment

This dlows for poging of an advanced payment transaction. Highlight a payment method from the list
displayed and press <ENTER>.

Confirmation: i

ansaction Descripiien Rmount ¥

LK Payment -0l B
VA I——

Total; -5H0.00

Fi=Post Payment F=Fost Refund
F9=Clear Screen E5C=Ewit

I 1 5 T RAANS i

If you wish to enter a custom Trans Description, press the backspace key to erase the default description,
and enter your own. Otherwise, press <ENTER> and continue to the Amount field. Enter the amount
and press <ENTER>.



RESTRAMNS

<F8> Post Refund

This dlows for posting of a refund transaction. Enter your Password and fill out a Reason for the refund,
and press <ENTER>.

fion rans —
ran Date: 01 H Lont irmation S

5/ 5H

Reference 1 B ; Amoumt V|

001044 /O03003-C 0| 3 I 500 1)
I i [

I
9 EN ROUTE

10-04 an . To? 5000

F1=Post Paument B=Post Refund
Fo=Clear Screen ESC=Exit

[ LG C1EAR

PAYLODE

Highlight a refund payment method from the list displayed and press <ENTER>.
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Confirmation: i

E BEDS/H

heference Date [ransaction Description Rmownt ¥

Bt CHECE Payment -0 g

fefund to Guest(REF) | Hﬁm L

“"Ifll |1” otal; ]

Fe=Void Transaction FEi- int Void/Adi/Refund
Fa=¥oid Tnuglf-

HES THAHS

Arrow back if you wish to enter a detailed Trans Description — the sysem will automaticaly fill (REF).
Enter arefund Amount.

<F9> Clear Screen
Sdlect thisto clear the data entered before a payment or refund transaction is completed.

<ESC> Exit
Thiswill exit the User from posting a payment or refund transaction.

Confirmation:
Reguests:
Room Type:DOUBLE SMOKING
Room Rate:
Guests:1,/0/0 Guarantee: MASTERCARD/VISA

Reference D = Transaction Description Amount v
/232003 CASH Payment -30, 00

PAsSWOrd avuunuhiip
Reason P05 TO WRONG RESERVATION_

F7=Add Transaction Fé=Void Transaction F8=Print Void/Adj/Refund
Fi=Void Toggle Esc=Exit

HESTRANS

<F6> Void Transaction

While highlighting a transaction, press <F6> to void that transaction.  Enter the proper Password and a
Reason for the void, and press <ENTER>. Voided tansactions will no longer show on this screen or
print on the folio.
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<F8> Print Void/Adj/Refund
While highlighting a voided, adjusted or refunded transaction, pressng <F8> will print the sdlected item
on averification form.

Confirmation: Ja00
LE BEDS/H

[Fransaction Description Hmoumnt W

und to Guest(REF) ol R =

Total; -50.88

F1=Rdd Tranzaction Fe=Yoid Transaction Fo=Print Yoid/RdisRefund
Fo9=¥oid Togole Ezc=Ewit

YOLOCOHS

<F9> Void Toggle
Pressng <F9> will show dl transactions including voids. An * will be diglayed in the V column
indicating voided transactions.

<ESC> Exit

This will exit the User from the ‘Reservation Transactions screen and return to the ‘Reservation Single
Entry’ Screen
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5 Gro
 SOUrce BuUsi TEST PROPERTY
7 Travel agent Utilities

late: 0172372003 6:14 pm
Shifr: € User: GM

MENUCUA

This will cancd al non-guaranteed reservations for today’s date. Select “Yes’ to continue or “No” to

exit. A lig of cancelled reservations will be sent to the printer. It will not affect Group reservations,
evenif they are non-guaranteed.

Thas Function will Cancel and mark all HON-Guaranteed
Reservations as Mo-Show. This Function will not affect
any Group Reservations,

om ALL MON-Buaranteed Rezervations for: BE/7827 266
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2.4 Reports

R EmENE Guests City Ledger utility Stats Other

or Today |

&

+# Business TEST PROPERTY

ave ﬁgﬁﬂt Utilities
: “ate: 0L/23/2003 6:14 pm
shift: € User: oM

Inn-Contral version 4.1.5 Powzred By Compute]

Fl=HOT Keys MERUCLUA

From the Man Menu press the Right or Left Arrow key to highlight ‘Reservations and press the
<ENTER> key. The reservatiion menu window will be displayed. Use the Up or Down Arrow keys to
highlignt “Reports’ and press the <ENTER> key. Use the Up and Down Arrow keys to highlight
‘Reports and press<ENTER>. See Appendix A for examples of dl Reports.

24.1 ArrivalsList — Printer Only

Arrivas Lig will send a report to the printer lising dl reservations for the date(s) you sdect. Today's
check in date will be displayed. If correct, press the <ENTER> key, or enter a future date and press the
<ENTER> key. Enter the number of days going forward you wish to have on your report and press the
<ENTER> key.

2.4.2 Advance Deposit

The Advance Depost report will display onscreen, showing dl reservations that have a depost. The
report will list the reservation number, number of rooms, name, check in date, number of nights, and the
amount of the advance deposit.

2.4.3 Reservation Map — Room Number / Room Type

Both Reservation Map reports can be sent to the screen or the printer.  Highlight the report you wish to
view or print and press <ENTER>. Today's date will be displayed. If correct, press <ENTER>, or enter
a future date and press <ENTER>. Enter the number of days to be reported and press <ENTER>.
Enter 'S’ or "P" asdesired and press<ENTER>.

2.4.4 Unassigned Rooms

The Unassgned Rooms report will display on the screen, showing dl reservations ariving today, thet
have not yet been assigned rooms.
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2.4.5 Deposit Due By

This report will show a list of reservations with a deposit due date and deposit amount. Enter the
“From” and “To” dates and press the <ENTER> key, or just press the <ENTER> key if the report is for
today'sdate. Enter 'S’ or "P" asdesred and press<ENTER>.

2.4.6 Room Type Availability

Room Type Avallability will print to the printer, or digplay onscreen, the room types and avallability for
the day(s) you sdect. The current business date will display. If this is the correct date for your report
press the <ENTER> key, or enter a Start date and press the <ENTER> key. Enter the Number Of
Nights and pressthe <ENTER> key. Enter "S' or "P" asdesired and press <ENTER>.

2.4.7 Room Availability Forecast

Room Availability Forecast will print rooms sold, check-ins, check-outs, and stay-overs by room type
for the sdected dates. This report only takes into consderaion the start and end dates that have been
entered.

2.4.8 Print Registration Cards
Thiswill print &l regigration cards for the selected date. Today’ s business date is the defaullt.



2.5 Group Functions

Reservation Guests City Ledger Utility 5Stats Other

TEST PROPERTY

ate: 01/23/2003 6:16 pm
shift: € User: GM

Inn-Control versijon 4.1.5 Powered By Computel

Fl=Hot Keys MENLICUA

From the Man Menu, press the Right or Left Arrow key to highlight ‘Reservations and press the
<ENTER> key. The ‘Resarvations menu will be displayed. Use the Up or Down Arrow keys to
highlight ‘Group Functions’ and pressthe <ENTER> key.

This menu option alows the creation, modification and cancellation of Groups and their associated rates
and reservations.  Groups must be created in a specific order to work properly: 1) Build the Group
Master

2) Block Group Rooms

3) Make any Group Rate modifications (if you do not wish to use the default rate) and

4) Enter Group Rooming Lists to cregte reservations.

The fird screen in this module is the *Group Master Profile’ screen, which will ligt dl Active groups in
the hotel.



2.5.1 Group Master Profiles

L ool : GROUP HRHE

Group Haster Profiles

Groupl Group Name IPlII.II'I{!H Hita Prop Chao 1st Date Last Date

Coio0oes crooe — Ji2ouse el I VL L6 2002001/ 20/ 20020

Contact TEST/TEST User 9
123 HWAIN STREET P.O. BD 3 SUPER USER
PHOENIE : : 3 L
Comment 1 GROUP HUST HAVE ALL SUTTES
2 GIFT BASKEET T BE IN EACH RCOH

FZ=Search Fi=Change | ookun Fi=Roon Block Fo=Cance] Fil=Check In
Fa=Rdd F9=Active/THL Enter=Select ESC=Exit

[ Lo CLEAR ] GROUPHST

<F2> Search

Pressing this will search for a Group by Group Name, 1s Date, Last Date or Group Number. The
current lookup shows in the upper right corner of the ‘Profile’ screen. Press <F3> to change the lookup
method.

<F3> Change L ookup
This will change the Lookup method in the upper right corner of the screen. The options to sdect from
are. Group Name, 1<t Date, Last Date and Group Number.

<F4> Room Block:
Highlight a group and press <F4> to display the Blocked Rooms by Roomtype screen. This option is
not available for cancdled groups
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Lookuep: FIRST DATE
Htz Prop Cha 1st

H Y L

1 This Group?

Uzer: 9
SUPER WSER

[ HAYE ALL SUITES
ET TO BE IN EHCH RUOOH

F2=8Boarch Fa3=Change Lookup Fi=Room Block Fa=lanceal
Fé=Hdd FP=Act ive/CKL Enter=Select

[ LoG CLEAR

<F6> Cancd
While highlighting a Group press <F6>. Sdect “Yes’ to cance the Group, or “No” to leave the Group
“active’.

<F7>Check In
While highlighting a Group, press <F7> and choose to check in the sdected reservation, or al
reservations with the Group. . *See 2.3.8 for more details.

<F8> Add
Pressing this will add a new Group Master. The ‘Group Master’ screen will be displayed and a new
Group Master code is automatically generated by the system. * See 2.3.2 for more details.

<F9> Active/CXL
Pressing thiswill toggle the ‘Group Master Profiles’ list between Active groups or Cancelled groups.

<ENTER> Select
While highlighting a Group, pressng <ENTER> will display the ‘Group Master’ screen. A User can
view or edit Group Master information. * See 2.3.5 for more details.

<ESC> Exit
Thiswill exit the User from the ‘' Group Master Profiles screen.



2.5.2 Add New Group Master

=1 bitodp art s Ll LI
Check In i e — Check Out = - 0 Hightis)
Group Home * [rg Hamex
Contact = Country = =
Addressl * Address2 «
City * State ® * Jip Code 74
|
!:'l:l.ﬂpqm'!.l' T s
Bus SourceTs = HOWE TAG 7= =

Pay Buw 7 i GTID Code?s = Cancel Policy?s »
e s Fxp r Exenpt 74 »

-

Progeeriy Sell Unly 4 F HL low Charges

it
Sold By

Default Rates
Adult Rate = 8. B0 Tncrement = B . B Chl? = B 0 Chitl = B _

Esc=Exit
| LG CLEAR GROUPENT

Check In:

The current business date will be displayed. [If the Group is checking in today press <ENTER>. If the
Group will be checking in on a future date, enter the correct check-in date and press <ENTER>. Enter
the date in the following format: mm/dd/yyyy (usng dl 4 digitsin the year).

Check Out:

Tomorrow's business date will be displayed. If the Group is checking out on this date press <ENTER>.
If the Group will be checking out on a future date, enter the correct heck out date and press <ENTER>.
Enter the date in the following format: mm/dd/yyyy (usng dl 4 digitsin the year).

Night(s):
The number of nights will automatically be populated by the system based on the check in and check out
dates entered. Thisfied isdisplay only.

Group Name:
Enter the name of the Group and press <ENTER>.

Org Name:
Enter the name of the organization associated with the Group and press <ENTER>.

Contact:
Enter the Group Contact name in Last name/First name format, and press <ENTER>.
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Country:

The property’s country code will be displayed here. If this code is correct, press <ENTER> to continue.
If not, enter the correct 2character country code. This field may aso be left blank; it is not a required
fid.

Zip Code:
Enter azip code and press <ENTER>.

1 broup o LGN
Check Tn = " — Check Dut =00/ 20 2002 & Hightis)
Group Home = 2 A
Contact -0/ JANE ey 5=
Bddrossl = * Hildress?
Citw - * State « » 7ip Code T=90210
. L
P

| 2
Choose H Citw

: BEVERLY HILLS k
BEVERLY HILLS ’ d
Comme | BEVERLY HTLLS CH 9 "
Conme TOHPTON CH 90 i
Sold | RANCHO DOMINGUEZ A 9 4
COHPTON
D ROHCHO DONTHGUE

Recult | COHPTON ) 0D
ROSEWOOD O

I F1=hmp

[ LG CLEAR 1]

The ‘Choose A City window with a list of cities and states associated with the entered zip code will be
displayed.  Highlight the appropriate city and state and press <ENTER>. From a blank zip code field
press <F2> and the ‘Choose A City window will be displayed. If you press <F2> while in the ‘Choose
A City window, the ‘Search For A Zip Code’ window will be displayed. Enter a zip code and the
correct city, dae and zip code will be highlighted in the lig. The City and Sate fidds will
automatically be populated after sdlecting a zip code.

Addressl:
Enter the Group mailing address and press <ENTER>.

Address2:
Enter any additiond Group mailing address, if needed, and press <ENTER>.

City:
The city associated with the zip code entered is displayed. Press <ENTER> to continue. A city may
aso be manualy entered into thisfield.

State:

The dtate associated with the zip code entered is displayed. Press <ENTER> to continue. A state may
aso be manudly entered into thisfied.
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Phone:
Enter the phone number of the Group Contact and press <ENTER>.

Fax:
Enter the fax number of the Group Contact and press <ENTER>.

Company:

Enter the company name that the Group is associated with and press <ENTER> or press <F2> to choose
a company from the ‘Guest Companies Maintenance'. If the company name has not been entered into
the sysem before, the ‘Guest Companies Maintenance’ screen will automaticaly be displayed. The
company will need to be added into the system * See 2.3.3 for more detals.

Bus Sour ce:
If the local source of business is tracked, and you know the code, enter the code and press <ENTER>.
Pressing <F2> will display the, enter the local Business Source code and press <ENTER>.

Description
- 0. BOK 123
HONE ACHs fip Code 790210
Wil K-TH
>

KHYEL HIKE [!]

IEH JILL
JANUS HOTELS LALRA Cancel Policy®s =
Frenpt T+ = 13 5000

Allow Charges -

k
»
"

S - M

Z = BB Chll = 00~

Esc=Exit
| LDG CLEAR RESLDDK

Press <F2> to bring up the ‘Reservation Source Lookup’ window. Highlight a Business Source from the
list and press <ENTER>, or press <F2> and the ‘Search For A Code window will be disdlayed. Enter
abusiness code to search for and press<ENTER>. Highlight and press <ENTER> to select.

TAG:

Press <F2> to bring up the ‘Travel Agencies window, and highlight a Travdl Agent from the lig and
press <ENTER>, or press <F2> and the ‘Name Search’ window will be displayed. Enter a travel agent
name to search for and press <ENTER>. Highlight and press <ENTER> to sdect a travel agent. You
can aso directly enter the Travel Agency code if you know it and press <ENTER>. If the Travd Agent
has not been entered into the system before, the record can be added usng <F7> if your security levd
permits. *See 2.6 for more details.

Pay By:
Enter the Pay By key code and press <ENTER>.



Check In =0

Group Name Tl ROUP . o
Contact #0E = Confirmation Kews Loolip ;
Addressl  «123 3

City <Ry Koy Description e TAn

CHvE: ':'i:]‘._'l 1
Company T4 AN -:l _
%

Bus Source?
d

E' iy Bw ? i

C

o 6 Hight(s]
TEST GROUP 2

[RAYEL 16

" BLANCHE

Commciit. 2 9 EN ROUTE
Sold By 999 DIRECT BILL

Default Rates
Adult Rate = Esc=Exit

[ LG CLEAR 1 CPAYLODK

If the code you entered is not vaid, or you wish to select from a list, press <F2> and the ‘Confirmation
Keys Lookup’ screen will be dislayed. Highlight a code from the list and press <ENTER>, or press
<F2> and the ‘Search For A Key’ window will be displayed. To search, enter a Pay By code description
and press<ENTER>. Highlight and press <ENTER> to sdlect the code.

GTD Code:
The cursor will bypassthisfidd if a Reservetion Interface is not ingtdled.

Cancd Padlicy:
The cursor will bypass thisfidd if a Reservation Interface is not ingtaled.
C-Card#

Enter a credit card number and press <ENTER>.

Exp:
Enter a credit card expiration date in mm/yy format and press <ENTER>.

Exempt:
Normally if NO, press<ENTER> to leave thisfield blank. The correct tax rate will be displayed.
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Esc=Exit
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If the Group is exempt from some, or dl tax, enter "Y", then press <F2>, and the ‘ Tax Exempt Choices
THIS Group’ window will be disolayed. Using the Arrow Up and Down keys, highlight the tax code the
Group is exempt from and press <F6> to delete that tax code.

™1 Group
Check In @1/
br — Tz Exenpt
Lo

el | Mok
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B
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Enter=A
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Esc=Exit

6 Hightis)
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15000 4 = LL
e -
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hi7 -

Esc=Exit
TEXTLDOK

To add any additiona taxes the Group will be paying, press <ENTER> to display the ‘Tax Exempt
Lookup Table'. Usng the Arrow Up and Down keys highlight the taxes the Group will be paying and
press <ENTER>. The <ESC> key will return you to the ‘ Group Master’ screen.

DB Company:

If direct bill was chosen for method of payment, then a direct bill company code must be entered. If you
know the company code, enter it and press<ENTER>. If you do not know the code, press <F2>.
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i e— Conpanies Haintenanoe————————/(urrent Sort- [COHPANY CODE]—
Coede Conpany Nane Compamy DA Tel ephone

Cont : DOESJANE
Chage= - COHPANY MAKME CHANGED 2797

& Exp. Date: B304 2002
LL ROUH % THAX OHLY

Block Trwoices? Fax: Soo—obo—o

FF=Chamnge Lookup Fi=Print Fo=Delote F=Hud
Fo=Trnwaices Fin=Edit Esc=Exnit

Use the <F2> key to search for the direct bill company. Highlight the company and press <ENTER>.
If the direct bill Company does not exist, press<F7> to add it.

Mtg Room:
Enter an “N” if the Group does not require a meeting room, or a “Y” if the Group requires a meeting
room.

Property Sdl Only:
The cursor will bypassthisfidd if a Seamlessinterfaceis not ingtdled.

Allow Charges:
Normaly if NO, press <ENTER> to leave this field blank. If a Restaurant Interface is ingaled, and you
wish to alow chargesto be posted directly to the guest folio, enter a“Y” into thisfield.

Comment 1.
Enter any comments about the Group on thisline.

Comment 2.
Enter any additional comments about the Group on thisline.

Sold By:
Enter the name of the person who sold the Group here.

Default Rates:

Enter the default rates to be charged for the Group.  See below for breakdown of fidds.

If the Group rates will be the same for al room types in the Group, this is the only place you will need to
load rates. If you wish to have different rates for different room types or different days of the week, use
<F6> to update and maintain those rates., once the Group Master is completed.



Adult Rate:
Enter adefault rate to be charged for the first adult in the room.

I ncrement:

Enter a default increment rate to be charged for each additiona adult, up to 4 in aroom (Ex: $5.00, for
each additiond adult)) If there are more than 4 adults in a group room, the regular extra person rate will
be applied starting with the 5" person. If you leave the Increment rate as $0.00, the same Adult Rate
gopliesfor 1- 4 peoplein aroom.

Chi2:
Enter adefault rate for children 12 and under.

Chir:
Enter adefault rate for children 13 to 17.

<F1>Jump
Thiswill toggle between the upper and lower portions of the Group data screen.

<F2> Search
Thiswill open up Search windows on al fields marked witha ?.

<ESC> Exit
Thiswill exit the User from the ' Group Master’ screen.



2.5.3 Add/ Edit Company Information

Pressng <F2> on the Company field in the ‘Reservation Entry’ screen, the ‘Guest Entry’ screen or the
‘Group Master’ screen accesses ‘ Guest Companies Maintenance' .

"'|-;J et : aMpa "|'i es "‘l -'I'i nfenance
MTD MTI

Conpany HName Ve Hm His Heeriie

SOHY Gaa5a 3 L0000

TEST | 3 27060
A

A1
|-Il|'| i

Lip Lommen |
YID Room Highis: 47

Enter=5clect Fe=Nelete Record Fi=fdd Record
Fé#=Edit Record F10=%ave Record Ezsc=Enit

<ENTER> Select

While highlighting a company, pressng <ENTER> will take the User back to their starting point, ether
a ‘Group Master’, ‘Reservation Entry’ or ‘Guest Entry’ screen, with the sdected company information
inserted into the Company fied.

<F6> Delete Record
While highlighting a company, pressng <F6> will delete the sdlected company. Answer “Yes’ to ddete
the Company, or “No” to return to the lis.

<F7> Add Record

Pressng this will enable entry of new Company informetion into the sysem. Once dl information has
been entered, the new company will be displayed in the lis. Enter the necessary information into the
following fidds

Company Name:
The name of the company

Telephone:
The telephone number of the company

MTD Rm Nts:
The month-to-date totd of room nights the company has booked



MTD Revenue:
The month-to-date total revenue the company has spent

Addr1:
The address of the company

Addr2:
An additiona address of the company

City:
The city the company islocated in.

State:
The dtate the company islocated in.

Zip:
The zip code of the company address

Cont:
The name of the contact person for the company

Comment:
Comments about the company

YTD Room Nights:
Y ear-to-date total of room nights the company has booked

YTD Revenue:
Y ear-to-date total revenue the company has spent

Total Revenue:
Overdl totd revenue the company has spent

<F8> Edit Record
While highlighting a company, pressing <F8> will dlow editing of dl company information fidds with
the exception of the Company Name.

<F10> Save Record
Pressing this while editing a company record will save the changes made to the company information.

<ESC> EXxit
Pressaing thiswill exit the User from the ‘ Guest Companies Maintenance’ screen.
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2.5.4 Edit a Group Master

1 Might
ORGANITATIOMN
tr
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?ﬁdrﬁssl ! * Reddress?
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Bus Source?s ] - i 2r0122456 78 14
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“aper ty & J Allow Char fes Alle
I >

. -
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Default Rates:
Adult Rate = 50, Q6 Tncrement = 2, - Ch1? = 2 8@= Ch17? = 3 0@-

F1=.lump F2=Search Fi=Maintain Guests  Fi=Room Block
Fo=Maintain Hates F?=Summary Stats = it

<F1> Jump
Pressing thiswill toggle between the upper and lower portions of the Group data

<F2> Search
Pressing this will open up Search windows on dl fields marked with a ?

<F3> Maintain Guests
Pressng this will bring up the ‘Group Rooms Lookup’ screen. A ligt of reservations booked for the
Group will belisted. *See 2.3.7 for more details.

<F4> Room Block
Pressing thiswill display the ‘ Blocked Rooms by Roomtype’ screen. * See 2.3.5 for more details.

<F6> Maintain Rates

Pressing this will display the ‘Group Rate Types screen, dlowing modification of the origind default
rates. *See 2.3.6 for more details.
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<F7> Summary Stats
Pressing this will digolay the ‘Group Summary Statistics window, which has the following datistics for
the selected Group:

Dates:
The date of the Group

Currently Blocked:

This section shows the totd number of inventory Room Nights currently set asde for the Group. It
adso displays the totd amount of potentid Revenue and the potentidd ADR for the Group, both based on
single occupancy rates.

Picked Up:

This section shows the totd number of Group Rooms tha actudly have reservetions agangt them.
Additiondly, this is broken down to the totd number of Group room Nights reserved, with the tota
number of Adults, the tota number of Children 12 and under, and the totd number of Children 13 to
17 that are currently on existing Group room reservations.  The total amount of Group room Revenue,
the A.D.R., and the Occupancy % for Group room reservations are aso shown.

<ESC> Exit
Pressang thiswill exit the User from the ‘Group Summary Statistics' window.



2.5.5 Block Group Rooms
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From ether the Group Magter Profile lising, or from a specific Group Mader, pressng <F4> will
disolay the ‘Blocked Rooms By RoomType screen. Use the Up and Down Arrow keys to highlight the
room type, then press <ENTER> and type the number of roomsto be held under each day.

« Previous Day
Pressing the Left Arrow key will move the dates displayed back one day.

<F7> 44 Previous Week
Pressing <F7> will move the dates displayed back one week.

A Scroll Up
If there are more than 9 room typesin the hotel, use the Up Arrow key to scroll up.

<F6> Release Block
Pressng <F6> will rdease any unsold inventory from the Group, making those rooms available for
single reservations. Answer “Yes’ to continue, or “No” to leave the inventory held.

» Next Day
Pressing the Right Arrow Key will move the dates displayed ahead one day.

<F8> PP Next Week
Pressing <F8> will move the dates displayed ahead one week.

V¥ Scroll Down
If there are more than 9 room types in the hotel, use the Down Arrow key to scroll down.

<ESC> Exit
Pressing <ESC> will return the User to the * Group Master’ screen.
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2.5.6 Maintain Group Rates

Group Rate Tupes

GROUP RATE TYPE HELP

TEST GROUF LA Select the Rate Tupe You
would like to work with
and press the Enfer Kew.

[ LG CLEAR 1] COR?G

Highlight the appropriate Group and press <ENTER>. Press <ESC> to exit.

Group Rate Twvpes
TEST GROLUF CG1AR3 ROOM TYPE HELF

[ = Hoom Twpes Select the Room Twpe You
would like to work with
for this Rate Twpe amd
2 DOUBLE BEDS/W_________ JHODT press the Enter Key,
2 RING BEDSS k1

kK11

HE1

ENOI

EMTER=New
Fi=% OFff Rack Fi=% 0Off Rack
F9=%eazons ESC=Ex1t

The ‘Room Types window will be disdlayed. Highlight a room and choose one of the following options
to edit rates:



Group Rate Tvpes
IEST GROUF RATE AHOUNT HELP

Ll L e — Enter the rate amounis for
5.3 the selected Rate Twpe,
Room Type and Dote Ronge

<ENTER> New
This screen dlows entry of a new flat rate. Press <ENTER> to sdect the Group date range or enter

specific dates to be changed. Enter the new 1 — 4 person rates. Answer “Yes’ to save the record, or
“No” to Exit.

Group Rate Tupes
TEST GROUP RidH TYPE HELP

— Roon _!..I|'||"'-: e —— | Select '!ZI'# Room Tm_lllﬂ.l

would like to work with
for thixz Rate Tupe and
press the Enter Kew.

EN
NG BED/N
EN BED/H

Percent OFf:

[ LG CLEAR 1]

<F7> % Off Rack

Allows entry of a rate that is a percent off of the Rack rates. Press ENTER> to sdect a Group date
range, or enter specific dates to be changed. Enter a percent amount and press <ENTER>.  *All room
typeswill be automatically changed.



Group Rote Tupes
IEST GROUP CLLOG3 ROOH TVPE HELP

T— Room Tuppg ——— Select ﬂ'ﬁ R Tm_'llﬂ.l

would like to work with
for this Rote Tupe ond
press the Enter Kew.

Dallar Off: £ 10

[ LOG CLEAR 1]

<F8> $ Off Rack

This dlows entry of a rate that is a dollar amount off the Rack rates. Press <ENTER> to sdect the
Group date range, or enter specific dates to be changed. Enter a dollar amount and press <ENTER>.
*All room types will be automaticaly changed.

<F9> Seasons
Thiswill display the season dates and rates of the highlighted Group room type.

IEST GROUP R ROOH TYPE HELP
Room Type 1 Select the Room T You
2 OUEEN BEDS/S oo woild like to iorﬁitl'i
- - i for this Rate Tupe and
Group Rate Seasons

Roon Type: (1 2 DUEEN BEDS/SH
Rate lyn-e Eﬁ;ﬁfﬁ TEST Pﬂlﬂ’

T GiEEH BE | Date |1-Per [2-Per |3-Per |i-Per |YOFF|SOFF

e ENXDT | 60 0ol &5 oo Ao
F7=% 0ff R
F9=Seasons

End Date:

Enter=Edit

[ Lo CLEAR 1] CORGLG

Press <F2> to Search for a specific date, or highlight a date range and press <ENTER> to edit the rates
for that season.
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2.5.7 Maintain Group Guests

— Group Roons Lookup ————————— TCurrent Lookup: CORPANY
CG10E3F TEST GROUP Alt Conf#: H

Roon Type: 2 QUEEN BEDS/H I
1734 HWATH STREET PHOENTH . N7 85008 |ROOH TS NOT
Balance: .00 Hade by User: 9 -» SUPER USER |II.‘.1'.‘.1'.I.iHI ]

Fi=Change | ookup
B=Rooming List

11 ter OFI

Pressng <F3> Maintain Guests from a specific Group Masgter will display this ‘Group Rooms Lookup’
screen.

Cologs TEST GROUP ALt Conf#: H

RESERYATION CHRMNGES

= &' oup Roons Lookup ——————— TCurrent Lookun: COHPARY

9:04 a SUPER USER
BEUPER

_||l_' HUHBEE OF RDULTS of the reservation was changed from

The new HUHBER OF ADULTS 1s now
”

&

[ LOG CLEAR 1] Room Type Filter OF CHHGL 00K

<F1> Show Changes
While highlighting a reservation pressng <F1> will display the ‘RESERVATION CHANGE' window.
The date, time, user, previous information and changed information will be displayed.

<F2> Search

Pressng this dlows for a Search for group reservations by Group Number, User Number, Confirmation
Number, Last Name, Company Name, and Check-1n Date.
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<F3> Change L ookup

Pressng this will change the Current Lookup fidd in the top right hand corner of the screen.
Reservations can be displayed in order of any one of the following: Group Number, User Number,
Confirmation Number, Last Name, Company Name and Check In Date.

<F4> Room Block
Pressing thiswill display the ‘ Blocked Rooms by Roomtype’ screen. * See 2.3.5 for more detalls.

<F6> RoomTypeFilter

Pressng <F6> and answering “Yes’ will turn on the room type filter, displaying the ‘Select The Room
Type To Display’ screen. Use <F2> to Search for a room type, or use the Up and Down Arrow keys to
highlignt the desired room type. Press <ENTER>. The Group room lookup screen will then be filtered,
listing rooms only rooms of the selected room type. Press <F6> and answer “No” to turn off thefilter.

<F7>Check In
While highlighting a reservation, pressng <F7> will dlow check-in of dl Group reservations or only a
selected reservation.  * See 2.3.9 for more detalls.

Hointain Group Rooms

CGiABs BOSTON CELTICS

HBA

Groun Dates; @8/01/2002 - 08/03/2002
Check In Mtz RBmlype Emz=  Ad C12 C17

Last Hame First Hame

F?=Search Fo=Delete F7=Add ESC=Fxit

GROUPTYP

<F8> Rooming List
Pressng <F8> will display the ‘Maintain Group Rooms screen. Reservations to be booked for the
selected Group are created on this screen.  * See 2.3.8 for more detalls.

<F9> Active/CXL

Pressing <F9> will change the ‘Group Rooms Lookup’ display to show only Active or Cancelled Group
reservations.



<F10> Other Options

While highlighting a Group reservation, pressng <F10> will print a Confirmation or a Regisration Card
for the selected Group reservation. Press <ESC> to exit.

<ENTER> Sdlect

While highlighting a Group reservation, pressng <ENTER> will dlow modification of the sdected
Group reservation. * See Section 2.2 for the features of Edit Reservation.

<ESC> Exit
Pressaing thiswill exit the User from the ‘ Group Rooms Lookup’ screen.



2.5.8 Maintain Group Rooming List

On this screen you can add or delete Group reservetions. If you have individua names they can be
entered one a atime, or you can enter al reservations with the same room type together.

Maintain Group Rooms

CGlO01 BOSTOM CELTICS

MNEA

Group Dates: 02/10/2003 - 02,/14/2003
Check In Nts RmType RAms Ad €12 Ay

start Date:02/10,/2003 Mights: 3

neq:r1,|t1"'1

THE SHMOKING

ZONON  QUEEN NON-S

QUEEN HANDI
F2=Search Feé=Delete F7

ENTER=5g]ect ESC=EXIT

GRPRTLE

Check In:
Enter the check in date, or press <KENTER> to default the reservation to the Group arrival date.

Nts:
Enter the number of nights the guest will be staying, or press <KENTER> to default to “1” night.

RmType:
Enter a room type code or press <ENTER> and a room type display window showing rooms available to
this group will appear.  Highlight the appropriate room type and press <ENTER>.

Rms:
Enter the number of rooms needed. Pressng <ENTER> will default the number of roomsto “1”.

Ad:
Enter the number of adults per room. Pressng <ENTER> will default the number of adultsto “1”.

Cilz:
Enter the number of children 12 and under per room. Pressng <ENTER> will default the number of
children 12 and under to “0".

C1r:
Enter the number of children 13 — 17 per room. Pressing <ENTER> will default the number of children
13-17t0“0".

Last Name:
Enter the last name of the guest. Pressing <ENTER> will default to the name of the Group.
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First Name:
Enter the first name of the guest. Pressng <ENTER> will default thisfield to the name of “Individud”.

<F2> Search
When in the RmType field, pressng F2 will open the room type display window.  Sedlect a room type
by highlighting it and pressng <ENTER>. Press <ESC> to exit this window.

<F6> Delete
While highlighting a guest, pressing this will ddete the guest from thelig.

<F7> Add
Pressing thiswill dlow the addition of one or more guests to the lig.

<ESC> Exit

Pressng this will exit the User from the ‘Maintain Group Rooms screen and creste a complete
reservation for every room entered using data from the Group Master.
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2.5.9 Group Check-In

oons Lookup ————————————— Murrent 11:|=|:v!~up COHPRANY
|—L GROUP Alt ConfR: H

ast i‘{nm

B RESERVATION

The Entire Groop?

[ype: 2 NUEEN BE
1234 HAIN STREE
Lalance 000 Hade by User o —» SIPER USER

F2=Search F3=Change Lookup
In F#=Rooning List

Room Type Filter OFF

You will be prompted with the question, “Check in The Entire Group?’  If you answer “Yes’, you will
be shown the ‘Sdlect Room’ screen. If you answer “No” to check in the entire Group, you will be
prompted with the question, “Check In Just This Member of the Group?’ If you answer “Yes’, you will
be shown the * Select Room’ screen

oboum - COHPHNY
5/N
. INDI¥VIDUH
2 Mights: 9 Room Rate: 60 06
i1 GROUP
i}ez.-rir:"jrm Last Check Out
B

e e,

d = Dirty, ¢ = Check Out Todayw |

Fa=Haint Comments

Room Iln- Fi ter OFT RODHL 1517

Highlight an available room number and press <ENTER> to assgn it to the chosen reservetion, or
continue one & a time sdecting room numbers for the entire Group. After checking in a dngle
reservation, you will be prompted to print a registration card, and returned to the ‘Guest Entry Screen I
for that reservation. If checking in the entire Group, you will be returned to the ‘Group Rooms Lookup’
screen where a G in the far right column indicates checked in status.
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<F2> Search
Pressing this dlows a search for a specific room number
Muwrrent Lookup : CORPAHY

2 DUEEN BEDS/H
. TNDIVIDUR

Description Repor ted I ime Repaired Time

<F8> Maint Comments
While highlighting a room number, pressng <F8> will display the ‘Room Maintenance History’ screen.
Thiswill show any previous dates and reasons the selected room number was put on Maintenance status.

<ESC> Exit:
Pressang thiswill exit the User from the * Select Room’ screen.



2.6 Source of Business

Reservation Guests City Ledger Utility Stats Other

of BUsIness |l TEST PROPERTY
1 Agent Utilities
ate: 01/23/2003 6:22 pm
shift: € User: GM

MENUCUA

The Source of Business Menu dlows the property to track loca sources of revenue. If you wish it could
also be used as a club b establish a way to reward those frequent sources of local business, depending
on the revenue they spend with your hotdl.

2.6.1 Maintain Members

Local Source Code Setup Fil

Co. |Comp Rooim
Mum | Code Description Rate

z
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]

=1=1=1=1=1-1-F 1-1-

o W I e e e oy =

CoOoooOo

Fi=Search FE=Delete

This screen is used to build the your loca source of busness members and will show room rate, month
to-date and year-to-date revenue, month-to-date and year-to-date rooms sold. If you wish to use this to
track specific sources and use some kind of award system you can enter points received.

Co. Num:
The company number assigned by the property



Comp Code:
The company code assigned by the property

Description:
A description or name of the company

Room Rate:
The room rate the company will be charged for reservations

MTD Rms:
Month-to-Date total of rooms sold for this company

MTD Revenue:
Month-to-Date tota revenue the company has generated

YTD Rooms:
Y ear-to-Date totd of rooms sold for this company

YTD Revenue:
Y ear-to-Date tota revenue the company has generated

Pnts Revd:
Enter the tota number of points the company/person has received if you are usng an award system.

Show:
Enter a“Y” if theloca source of business name will display in the Lookup list when booking.

<F2> Search
Pressing thiswill dlow asearch for aloca source of business by Company Number.

<F6> Delete
Highlight a source of business, and press <F6> to delete the record. Answer “Yes’ to continue.

<F7> Add
Pressing <F7> will dlow the addition of a new loca source of business code.

<Enter> Edit
While highlighting a source of business, pressng <ENTER> will alow modification of the information.

<ESC> Exit
Pressing <ESC> will exit the ‘Local Source Code Setup File' screen.



2.6.2 Source of Business Listing

Date: 012372003 Time: 6:26 pm Shift: C
Source Of Business Listing

ACCOUNT MTD MTD REVENUE

EMPLOYEE REFERRAL 140

¥ TO CONTIMNUE

This report will display the month-to-date and year-to-date rooms sold and revenue for al Source Of
Business codes loaded in the sysem.  You can sdect to view the report on the screen or send it to the
printer. The following fields are present on the report:

Account:
The name of the source of business account

MTD:
Totd month-to-date rooms sold by that source

MTD Revenue:
Totd month-to-date revenue generated by that source

YTD:
Totd year-to-date rooms sold by that source

YTD Revenue:
Totd year-to-date revenue generated by that source
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2.7 Travel Agent Utilities

Reservation Guests City Ledger Utility Stats Other

| B Spurce of Business TEST PROPERTY
1 Travel Agent Utilities
i ate: 01/23/2003 6:27 pm

shift: € User: GM

Inn-control versijon 4.1.65 Powered By Computel

Fl=Hot Keys MENUCUA

2.7.1 T/A Commissions Report
The report will lig each Travel Agent that has commisson due, and dislay the individud guest data
that accumulates the total commission due.  The following fields are present on the report:

Guest Name/ Company:
The name of the guest and / or company

Nights:
The total number of nights the guest / company stayed

Rate:
The nightly posted rate for the guest / company

Total Rev:
Thetota generated revenue for the guest / company

Pct:
The commission percentage due the Travel Agent

Total Comm:
The totd commisson due the Travel Agent for this guest / company

Grand Total:
Thetotal room revenue generated and commission due this Travel Agent



2.7.2 Travel Agent Listing

This report will print a summary of dl Travd Agencies loaded in the system, showing their address and
commission percentage. The following fields are present on the report:

2.7.3 Maintain Agency Files

mATravel Agencies = Lwrrent Sort: [HAKE |
Cordes TATAA Hiame Percent

1000

10. 00

1000

1000

1000

BRABY-ROSS TRAVEL 10. 60

1I|I|_1-r CROWN BAY HARTHA 2-PARCEL 8163. SUB BRSE
tu: SHINT THOHAS State: W1 a1
r' |'| e i H{F

F2=Search FI3=5Sort Fi=Print Report Fo=Delete Fi=fdd
Fa=Edit Fo=Records  Enter=Select ESC=Ewit

IRAYAGCY

You can add, edit or delete travel agent information as needed. When adding a new Travel Agent, you
must have avdid IATA number. The following fields and function keys are usad in this screen:

Code:
Thelocd code assigned by the system automaticaly

IATA#
The IATA number of the Travd Agent

Name:
The name of the Traved Agent

Per cent:
The commission percentage due the Travel Agent

Addrl:
The address of the Travel Agent

2:
An additiond addressfor the Travel Agent

City:
The city of the Travel Agent address
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State:
The dtate of the Travel Agent address

Zip:
The zip code of the Travel Agent address

Phone:
The phone number of the Travel Agent

<F2> Search
Pressing <F2> will dlow a search for a specific IATA number.

<F3> Change L ookup
Pressing <F3> will toggle the list to display in order of ‘IATA Number’ or ‘Name'.

<F4> Print Report
Pressng <F4> will print out the T/A Commissions Report for the selected Travel Agent.

<F6> Delete
While highlighting a Travel Agent, pressng <F6> will delete the sdected Travel Agent. Answer “Yes’
to delete or “No” to return to the list.

<F7> Add
Pressng <F7> will dlow the addition of a new Traved Agent into the sysem. The sysem will
automaticaly assgn aloca Code when the new Travel Agent is created.

<F8> Edit
While highlighting a Travel Agent, pressing <F8> dlows modification of the selected Travel Agent.

<F9> Records
While highlighting a Travd Agent, pressng this digplays the ‘Travel Agencies Commissions
Maintenance’ screen. *See 2.7.3.1 for more details.

<Enter> Select

This option is only active from within a reservation.  While in the TAG fidd, after pressng <F2>,
highlight the desred Trave Agent and press <ENTER>.  This will enter the sdected Traved Agent
information into the ‘' TAG' field.

<ESC> Exit
Pressing thiswill exit the‘Travel Agencies’ screen.



2.7.3.1 Travel Agencies Commissions Maintenance

~Travel Agencies Commissions Haintenaroe
B.C. TRAVEL
] Roon Comm  Conm
Last Hame First MHame Check-In  Check-0ut  Rate Pet i £

Conpany

Enter=Delete ESC=Ewit
TRAVCOHH

This screen dlows you to view and ddete guest commisson due information. Guests with Travel Agent
IATA numbers attached to their reservation will be updated into this screen after the night audit is run
on the date of check out.

Last Name:
The last name of the guest

First Name:
Thefirgt name of the guest

Check-In:
The date the guest checked in

Check Out:
The date the guest checked out

Room Rate:
The nightly posted room rate of the guest

Comm Pct:
The commission percentage due the sdlected Travel Agent for the guest

Comm Amount:
The per night commission amount due the selected Travel Agent for the guest

Company:
The company name associated to the guest’ s reservation
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<Enter> Delete
While highlighting guest information, pressing Enter will ddete the guest information.

<ESC> EXxit
Pressang thiswill exit the ‘ Travel Agencies Commissions Maintenance screen.
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3 Guests

From the Main Menu, press the Right or Left Arrow key to highlight ‘Guests and press the <ENTER>
key. The *Guests' menu will be displayed.

3.1 Walk-In Guest — Room Type

Ly e R T TP DO o e
Reservations FEICERE City Ledger Utility Stats Other

Inh-Control version 4.1.5 Powerad By Computel {561) 994-5577

MENUCUA

Use the Up or Down Arrow keys to highlight ‘Walk-In Guest — Room Type" and press the <ENTER>
key. The‘Guest Walk-In" screen will display.

ser - [GH

Humber of Hights: |

| Coude Description Blocked 000 | Awail .

Enter=8clect/UnSelect

[ OFF-LINE ! 1

Number of Nights:
If the guest is staying one night press <ENTER>, and the fidd will be auto-populated with “1”. If the
guest will be staying more than one night, enter the number of nights and press <ENTER>.



—huest Halk-In llzer - [GH

Date: 0172872000 thmber of Hights:

Lode  Description Blocked D00

01 | 1 N W
7 KING BEDS/MN 0 [1]
"EN BEDSS 1] 1]
1 1]
il 1]
1] 0
5] 1]
/N i} 1]
SHEQ)L UEENS/N 1] 0

Enter=8clect/UnSelect ESC=Ewit

[ OFF-LINE ! 1]

The ‘Guest Walk-In" room type avalability window will disolay. The maximum number of rooms
available for each room type for the number of night requested will be displayed in the column Avall. If
the available number is "0" or a negative number you may or may not be able to register the guest.
When your reservation program was inddled, a maximum room overbook number was programmed.
AsK your Supervisor if you have any questions concerning your overbooking policy.

rhoom Aszigrments {0
wom Tvpe |

Roomii ConfH
[0

ce Rentablel

F2=5sarch FE=Maintenance Hiztory ESC=Ewxat

Use the Up and Down Arrow keys to highlight the type of room to be sdlected and press <ENTER>.
Ansve “Yes' if you wish to filter the sdected room type by amenity. The ‘Room Description
Maintenance’ screen will gppear. Highlight the desred amenity and press <ENTER> to lig dl avaladle
room numbers for the sdected room type and amenity. Highlight an available room number and press
<ENTER>. The ‘Guest Entry Screen I will be displayed. All guest information is entered into this
screen.



Guest Entry Screen 1
Roomi 101 Type: 001 2 NUEEN BEDS/SH
Room Balance 0. 60 Guest/Folio# A

Last Hame T * First Hame?s *
Adlt/Ch12/Ch1T= 1/ 0/ 0 Rate Type 7« e

Roon Rate 0,08 Conp: Tax Exempt 7= - ¥
Hethod of Pay?s O ;

DBConpany T -

Card Nunber = * Eup Date *  luar $ <+ 0~

Address o .
Cit o g1 71 D z
.I " * Promo
any Name 7= g
Source 7+ I HOHE Freqg Guests:
: -
Group Mumber? = 1

F1=Hext Section =5 ch FFCheck-Dut Fa=Print Folio
Fo=Internet /wm Fe=Cleaning Day F1=Transactions  F8=Change Roon
F9=Change Stav F1g=0ther Options Polln=Next Screen ESC=Fmit

Room#:
The room number of the guest is auto-popul ated

Type:
The room type the guest is auto- popul ated

Room Balance:
The current balance of the guest folio

Guest/Folio#:
The loca folio number for the guest, assgned by the system

CRSH:
Thisfidd is not used unless the property is interfaced with a Central Reservation System

Last Name:

Type in the last name of the guest and press <ENTER>. You may aso press the <F2> key to Search for
a guest name from guest higory. Highlight the name you wish to use and press <ENTER>. If you
bypassthisfield, it will auto-populate with * Express Check-1n".

First Name:

Type in the first name of the guest and press <ENTER>. You may aso press the <F2> key to Search for
a guest name from guest higory. Highlight the name you wish to use and press <ENTER>. If you
bypassthisfield, it will auto-populate with “ Receipt”.

AdIt/C12/CAT:
Enter the number of adults, the number of children 12 and under, and the number of children ages 13-17.
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Rate Type:
Enter the rate type code and press <ENTER>. If you do not know the code, press <F2> and the “ Rate
Type Description” window will display. Highlight the rate and press <ENTER>.

_,t Entry Screen 1
1ad upe s QO ? QUEEN BEDS./SH
W l.r. AN N Guest/Folicl L0
A00H RATE COHHEWT

Last Hame b ACK * First NHama?-JOE
Adlt/ChiZ2/ChiT= 1/ B/ B> Rate Tupe 7 = s
Roory Room Rates m———————————— 2 DUEEN BEDS/SH

Het Code  Rate 1-Per 2-Por  3-Per &--sz!i
(LER BRACK | E:EE&I— [ 50008 55 00 |60 008 6500
| ¥ . 1

L

SED IHIIII'-'II IEC UL

Hira Perzon: £ 1 Child 12: £ 388 Child 17: £ 1.84

YPRATI

Room Rate:

The room rate for the rate type sdected will automaticaly appear in this fidd after you have selected the
Rate Code. If you have override authority, you may override the rate by choosing that option from the
<F10> menu. If the rate has been manudly overridden, an “O” will gppear before the dollar amount. If

there is a rate change during the stay, an ! will appear before the dollar amount. A rate overridden to
$0.00 will automaticaly be flagged “Y” as a Comp Room.

Tax Exempt:
Normdly if not tax exempt, press <ENTER> to leave this fidd blank. The correct tax rate will be

displayed.

Description ax Pct
Last H 1 [E
Ad1t/C BERTT. | K RATE
Foon R Z State Tax AT Allow Charges
Hethod 3 VAT Toax e
DBGonp
Card N uar % <+ 0

Rddres

Fo=lelete Esc=Exit

F1=Hext Section =50 I F3=Check—Out
Fo=Tnternet S Fh=Cleaning DNay Fi= Tl'ﬂ'r..-.&.tliﬂ'r"'
[ 'If?l THE ! Istm
1 INE !
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If the guest is exempt from al or some tax, enter "Y", then press the <F2> key and he Tax Exempt
Choices THIS Reservation” window will digplay. Usng the Up and Down Arrow keys, highlight the tax
code the guest will be exempt from and press <F6> to delete that tax code.

st Entry Scresn 1
RoonB 181 wpee (I Z DUEEN BEDSSH L2 O - 2 e
Foon Bal ax Exenpt Choices THIS Guest :

Mood—Tax Exenpt Lookup Table

Ls

I.
Charges = =

Code Description

|1
2 State Taw -
d n aM ] - LI

F2=Search Esc=Ewit . .
Se rint Folia
Fo=Internet ] hange Roon
F3=Change Stav F18=0ther Options Palln=Next Screen ESC=Emit

TERTILO0K,

To add additiona taxes the guest will be paying, press <ENTER> to display the Tax Exempts Lookup
Table’. Usng the Up and Down Arrow keys, highlight the taxes the guest will be paying and press
<ENTER>. The <ESC> key will return you to the Reservation Data Screen.

Allow Charges:

This field will only be functiond if sysem is st up with a Restaurant Interface.  If not interfaced, press
<ENTER> to leave this field blank. If you wish to alow the Restaurant Interface to be able to send
charges directly to the guest folio, enter “Y”.

Method Of Pay:

Enter the method of payment code and press <ENTER>. If you do not know the code, press the <F2>
key to display alig.
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RoonM

toon bBal 2 | neA

ROOH RETE COMMER i at we Lookup |

Last Name 7 d= scription

Adlt/Chl12/Ch1 T ]

Roon Rate ow Charges
Hethod of Fay? : :

DBCompany 7

Card Humber L AR E ] B o

Rddiess
E' |

Ezc-Exit

nternet/we FE=Cleaning Day Fi=Transactions
o I]FFn?EIStau Fla=0ther Options Pabn=Hext Screen
I HE !

Using the Up and Down Arrows keys, highlight the correct method of payment and press <ENTER>.

DB Company:
If direct bill was chosen for method of payment, then a direct bill company code must be entered here.

Enter the company code and press <ENTER>, or if you do not know the company code, press <F2> for
alist.

rlirect Bill Companies Maintenance Current Sort: L1
Lo Company Name Company DEA Tels

TEST COKPANY EST COMPANY INC. 123-456— FE90

F3=Change Lookun Fé=Print Fe=Delate F1=Hudd
Fa=Thwoices F1A=Fdit Esc=Ewnit

LOMPHHY

Using the Up and Down Arrow keys, highlight the correct direct bill company and press <KENTER>.

Card Number:
If the method of payment is a credit card, enter the card number and press <KENTER>.

Exp. Date:
Enter the credit card expiration date in mm/yy format and press <ENTER>



Guar $.
Enter the guarantee amount limit here.  Under Guest Reports, you my run a report to find guest folios
which have baances over their guarantee limit.

Zip:
Enter the zip code and press <ENTER>. The City and State fields will be automaticdly filled, or a lis
will be displayed.

uest Entry Screan
H T||

@ FBLACK * First
Ad1t/Ch12/Chl7= B B~ Rate Type 7 = 1=Rf R ATE
Room Hate 50.00 Comp: Tax Exempt 7+ » 1 Charges < »

Chooze A Citw

Eu #
JERLY 1 | ;
ALY HILL

I
il
I
I

= ) [l ]
| 'IT?F?PFH?EIStEU F1i=0ther Dptions Paln=Hext Screen ESE=E?ii I
I HE ¢ Z IPSRCE

Use your Arrow keys to choose the correct selection, and press <ENTER>. Whether or not address is
required has been determined for your system at time of set-up.

Address:
Enter the address of the guest

Address(2):
Enter any additiona address for the guest

City:
If not dreedy filled in by the Zip Code lookup, enter a city

ST:
If not dready filled in by the Zip Code lookup, enter a state

Phone (H):
Enter the home phone number of the guest.

Phone (B):
Enter the business phone number of the guest.
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Promo:
Used for corporate marketing, enter the promotion number at the bottom of a voucher or discount
coupon presented by the guest.

M

[elephone fm Hts

HONE
SR T T

s

[ &) HY
LINTY STUDIONS

" L0S ANGELES State:CAH
Commont: MEALS
: a ¥TD e 400 060 Total Revenpue:

Enter=%elect Fo=Delete Record Fi=Rdd Record
Fa=Edit Record F10=5ave Record Fzc=Ewit

Company Name:

Enter the company name, or tse <F2> and your Up and Down Arrow keys to select from a list and press
<ENTER>. If you type in a company name and an exact match is not found, the ‘Guest Companies
Maintenance Screen’ will be displayed for you to add the new company information. Press <=7> to add
and <F10> to save. Press<ENTER> to return to the guest data screen.

| D#:
If the guest provides a Corporate | D#, enter it here

lescription

HIOKE =t Name?.l
WALK-TH R \TE

TOUR W THAVEL - LINDA low Charges = w»
TOUR H TRAVEL MIKE

BN - JILL _ e
JHRUS HOTELS LAURA Guar % 4 o

F2=8earch ESC=Ewit

fe—Duit
zactions
Fl@=0ther Options Palln=Next Screen
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Bus Source:
If your hotel tracks local sources of business, enter a source of business code here or press <F2> for a
list. Highlight the correct code and press <ENTER>.

Freq Guest #:
If the guest provides a Frequent Guest number, swipe the card or typeit in here.

Requests:
Enter valid request codes into the first four request fields, or press <F2> to lookup and €lect. The last
portion is a free-form request field.

Group Number:
On achecked in gues, if this guest is part of agroup, the group code will display here.

When you have completed entering guest data, pess <ESC>. If you have a Door Lock Interface, you
will be prompted to swipe the card(s) at this point.

<F1> Next Section
Pressing <F1> will toggle between the upper and lower portions of the *Guest Entry Screen 1.

<F2> Search
Pressing <F2> whilein any fidd that containsa ‘?" will display asearch window

<F3> Check-Out
Pressing <F3> will check out the guest. A payment window will be displayed.

suest Entru Screen
RoonM ) 1 [T}
Room bBal :

RUUH RE

Last Wame 7 £ .
Adlt/Chl12/Chl 7| ATE

Roon Rate ow Charges 4 »
Hethod of Pay? 2 CHECK

DECompany 7 3

Card Humber & 3 4 0_Doe

Hddress

Ezc-Exit

Fil=Hext Sectio =Print Folio
Foi=Internet /waw Fe=Cleaning Day Fi=Transactions F8=Ch Roon
I 'IF?T?FFH?EIStaU Fle=0ther Options Pobn=Hext Screen ESC
I HE ¥ ;

Sdect a method of payment and press <ENTER>. If you sdlect to print the folio receipt the ‘Guest
Transactions' screen will be displayed. If aguest has multiple folios, when you hit <F3> and say ‘YES
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to checkout, a new window will gppear showing al folios and ther individua bdance dong with the
totd for dl folios combined.
Press <ESC> to exit and complete the check out.

<F4> Print Folio
Pressing <F4> will print the guest folio.

<F5> I nter net/iwww
Pressing <F5> will dlow e-mail and internet address information to be added to the guest record.

<F6> Cleaning Day
If you an extended stay property, pressing <F6> will display the * Room Cleaning Schedule’ window.

t Entry Screen 1
H: B Twpe: I'_:I_:'I 2 (L IH BEDS/SH A1/ 287 2002-01729/7 2007

Last Hawe .
Adlt/Chl12/C ! Clean Dailw

Room Rate § lean Charges =
Hethod of P ' [

DECompany : Cleaning e
Card Number | Cleani 4 Q.

Fl=Next S int Folie
F5=Intarne TTEEUP X ange Roaom
F9=Change ril

Enter a deaning schedule from the lig for this guest. You may enter any specid cleaning indructions in
the space provided. Press<ENTER> to save.

<F7> Transactions
Pressing <F7> will display the ‘Guest Transactions' screen. *See 3.1.1.1 for more details.

<F8> Change Room
Pressng <F8> will digplay the ‘Available Room Assignments Lookup’ screen. Select a room number
from the list and press <ENTER>.

On a checked out guedt, this option will dlow you to check the guest back in. Answer “Y” to the
guestion “Check This Guest Back In"? and then sdect a room number from the lig and press
<ENTER>. The guest will be checked back in. Be sure to correct the check out date by usng <F9> and
verify the guest folio baanceis correct.
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—hoom Hssi1gnments

12 DOUBLE BEDS/H

Nescription Last Check Dut

fentahble -

F2=%sarch FE-Maintenance Hiztory ESC-Exat

HRODMLST
Insde the * Available Room Assignment Look Up’ window, pressng <F2> will dlow asearch for a
specific room number. Enter the room number and press<ENTER>. Pressing <F8> will display the
‘Room Maintenance History' of the highlighted room number. <F9> will toggle between alist of
unoccupied room or list dl rooms. Pressng <ESC> will exit the user back to the ‘Guest Entry’ screen.

<F9> Change Stay
Pressing <F9> to change the check out date of the guest.

Rovomi ! i
Ro ] 1. Bl Fe LBEB2 WED
ROOH RA

Last Hame T=BLRCK * First Mama?
Adlt/Chl12/Chl7= § 0= Rate Type 7 = 1=RACK
Room Rate 20.00 Comp:  Tax Exempt 7= = 17
Hethod of Pay?= H

DBCompany 24

Card Mumber =

FI=Chack-0ut Fi=Print Folio
Fi=Tramzactions F ange Hoom
Follin=Hext Screen E3C=Exit

<F10> Other Options
Pressing <F10> will display aligt of additiona guest options. * See 3.1.1.2 for more details.

<PgDn> Next Screen
Pressing <Page Down> will display ‘Guest Entry Screen 2'.  See below for more detalls.

<ESC> Exit
Thiswill exit the ‘Guest Entry Screen 1’ screen.
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Guest Entry Screen 2
Additional Guest Information
Rate Comment:
Trovel Rgent Info: B f_0paan
Mewt Date to Post Goest Room = -
Main Balance: 0.

Sub—Falio 1 Description =TELEPHONE CHARGES Falin 1 Balance: 1]

Sub-Folio 2 iption <RESTAURANT CHARGES Falio 2 Balance: 0

Sub—tolio 3 Description =MOVIE CHARGES Folio 3 Balance: ]
o Balance: 0. a

Free Local Phone (Y/H) 4= Print Voids [ il

Print Check-In/Check-Out <Y HReceive Holiday Card e

Receive Easter Card

Birth Date

Anniverszary Date

Spouse Name Black

Drvvun License Ho 61T .

e 8T aF| =

n:
Make =HORODA L Model <CIVIC
* Licensze Plate No =G23-7HR * State

Rate Comment, Travel Agent Info, Next Date to Post Guest Room, Man Bdance, Folio 1 Bdance,
Folio 2 Bdance, Folio 3 Bdance, and Totd Bdance are dl display only fidds. Information will be
carried over from ‘ Guest Entry Screen 1’ and guest folios.

Sub-Folio 1 Description:
If the guest will have incidenta folios, enter them here. Enter adescription for additiona guest folio #1.

Sub-Folio 2 Description:
Enter adescription for additional guest folio #2.

Sub-Folio 3 Description:
Enter a description for additiond guest folio #3.

FreeLocal Phone (Y /N):
This option only works with a Cal Accounting Interface. Leave the fidd blank to charge the guest for
locd phonecdls Enter “Y” in thisfidd if the guest should NOT be charged for locd phone cals.

Print Voids (Y /N):
Leave this fidd blank so that the voids transaction will not print on the guest’s recaipt. Enter “Y” in this
field to show a printed record of al void transactions for this guest.

Print Timeln/ Time Out:
Enter “Y” into this field to print the time the guest checked in and the time the guest checked out on the
guest folio receipt.

Labd Filter 1:
Thisfidd is available for custom use as an additiond guest filter.

Labd Filter 2:
Thisfidd isavailable for custom use as an additiond guest filter.
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Birth Date:
If you wish to track guest birth dates, enter it herein mm/dd/yyyy format

Anniversary Date:
If you wish to track guest anniversary dates, enter it here in mm/dd/yyyy format

Spouse Name:
Enter the guest’ s spouse namein last name/ first name format.

DriversLicense No:
Enter the guest’ s driver’ s license number.

DriversLicense ST:
Enter the guest’ s driver’s license Sate.

Car_Information:
Year:
Enter the year of the guest’svehicdlein yyyy format.

Make:
Enter the make of the guest’ s vehicle

Model:
Enter the modd of the guest’s vehicle

Color:
Enter the color of the guest’s vehicle

License Plate No:
Enter the guest’ s vehicle license plate number

State:
Enter the Sate of the guest’s vehicle license plate

<Pg Up> Previous Screen
Pressing <Page Up> will return to the *Guest Entry Screen 1'.



3.1.1 Other Guest Options <F10>

fuest Entry Screen 1
nH 101 . J a1 700
Room Balance: B B Al :

Allow Charges =

Card Humbar |bue | 1= Loz Guar % + 1.

»

et i ay FT=Tranzactions
F9=Change Stay the tions  Pabn=Next Screen

The Door Locks Menu option will be the firsd Option displayed if you have Key Lock Interface
indalled. Sdect it, and a ‘Create Duplicate Key’ window will be displayed that alows you to creste
additiona keys for this gues.

3
E BLYD hw [
[

* STi4FLe Fip:433431

| = FOR THIS COMPANY; NOTE DIRECT BILL CHARGES DO NOT INCLUDER
Di«4FDDD AND BEVERAGE d

Central Reservation Information:
Request By: Transferred From:

Center: Agent: Date:

&
C

Rate change Info: Per-1 Per -2 Per-3 Per-4
Date:
Date:

£ B R

alt confirmation:
F&
F9=change Stay FlOo=Other Options PgOn=Next Screen ESC=Exit

The Additional Information alows any additionad comments that are necessary. The remainder of the
screen will be blank if the property is not interfaced with a Centra Reservation System.
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|||||'|H
Koom Balance:

Laxt Hame TR
Adlt/Ch12/Ch17+ JEGTS R S L : ) A
Roon Rate dd' 1 = netl § llow Charges
Hethod of Pau?= BN
DBCompany 7
Cord Humber Current Rate: T, e Guar § < 600

|:|||‘4|r ass [ ﬂ'}l_"l‘ﬂii.]l? Rﬂh{' - o, e

Change Rata®: H (Y/H)

The Override Rate option will only disolay on the <F10> list if your User ID is authorized to override
rates. Overide Rate defaults to $0.00 (for complimentary rooms) a enter the new rate and answer “Y”
to save, or “N” to return to the * Select Option’ liding.

W
LQEG DAY

Shia Uperator

Fo=Internet /wum Fo=Cleaning Day Fl=Transactions  F8=Change Roon

i
L] I
F3=Change Stay Fl@=0ther Options Paln=Next 3creen ESC=Ewil

The Display Room Changes History option will show the ‘Guest History (Room Changes)’ screen,
which ligts the history of room changes for the current guest, if any.

The Guest Phone Messages option will display only if the Telephone Message option is inddled. This
will dlow the addition, modification and deletion of guest tdephone messages. Wake-up cdls can dso
be set and removed. *See 3.1.1.1 for more details.
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| {oonH H5 Type: MOD £ DOUBLE BEDS/M
i 051 E_' uas I_

- Huto Py

'71'_:nr[r: eSCrip 107 Arceuart

0. 06

Enter=Add Fa=Neleta Fazr=Ewit

I F9=Chanoe Staw

The Guest Auto Postings option will display the *Auto Postings THIS Guest’ screen, which will dlow
the hotd to set which charges to auto-post every night during night audit. Press <ENTER> to display
the ‘Keys Lookup’ window. You may search for a key, or highlight with your Arrow keys, and press
<ENTER> to sdect an auto posting to add to this guest. Press <F6> to delete a key from this guest.
Press <ESC> to return to the * Select Option” window.

M
L2 WED
ROOH RATE COMMENT

Last Hame T=BLRCK * First Mama?+Jl
Adlt/C— Share Hame

Roon Fr| Conf:

Method |

ﬂB[‘a::nn-| Lazt Mame First Mame

Card ra|—-————-—————-

BLACK LESSE____________________ B

Addres|
C1ty '
|'|'||:1

The Additional Names option will digilay the ‘Share Names screen and dlow the addition,
modification and deletion of additional guest names to the folio. You may press <F2> to search for a
Share by name, press <F6> to delete a shares, press <F7> to add a name, press <F8> to edit an existing
Share name, or use your Up and Down Arrow keys to scroll through a lig of Share names. Press
<ESC> to exit back to the Select Option window.

The Folio Char ge Routing option will display any sub-foliosfor thisguest. See 3.3 for more details.
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The Assign Guest Room Interface Charges option turns on the ability to dlow interface charges to be
posted to this guest folio. Select the option, press <KENTER> and the option will be automaticaly st.

ThePrint Registration Card option will print the guest’ s registration card.

SN
LG

Laxt Hame  74E] E g
AdLt/Ch12/Ch17+ He i
Roon Rate HddithnﬂL InfhrnatJnn
Hethod of Pav?= (RSt R TERL
DBCompany 7 ﬂ:ip’inp Huu,n 'Chqngq His{l:rr'p
Card Humber§

Fi=Hewt Section !
Fo=lnternatfwan ; ning Dav
Fo=Chanae Stau ther Options

The Wake Up Call option will digolay a window to enter the time of a wake up cdl. Enter the time in
hh.mm military time format. Enter a “Y” next to OK? to process or “N” to start over. Press <ESC> to
exit.

The Suppress Room Rate / Print Room Rate option dlows you to hide the rate on the guest folio and
regigration card. If Select To Suppress is showing in the window, the option is currently set to Print
the room rate on the guest folio and regidration card. If you wish to hide the rate on the guest’s falio
and regigration card, press <ENTER> on to Select to Supress Room Rate. If the rate had been
previous hidden the displayed option will be Select To Print Room Rate. You may sdect this to
change it back so the room rate once again prints on the guest folio and registration card.
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3.1.1.1 Guest Phone Messages

rhuest Telephone
Rovom - 1834
Date Time mpany 0F Person Who Called Fhone Humber

=
=
N
bk 1al Httention < »=
Hi

1 |
A% IMFORMATION IN R 3 TO YOUR REMTAL CHR

Enter=Edit F3=%el Wake Up Call F4=Print Fo=Delate Record
F1=fdd Record Fi=Tag Retrieved F9=Active/Retrieved Esc=Exit

If a PBX Interface is inddled, this screen will display the room number and name of the current guest.
Press <ENTER> or <F7> to add a new message record for this guest. Enter the Date and Time received,
and the Name and Phone Number Person who caled. Enter “Y” next to any of the options that apply.
Enter the message for the guest inthe Message L1, L2, and L3.

<Enter> Edit
While highlighting a guest message, pressing thiswill dlow modification of the message.

<F3> Set Wake Up Call
Pressing <F3> dlow the Setting and Cancellation of awake up call for this guest.

al Attention < *
S TO YOUR RENTAL CAR

Enter=Edit F3=%e1 Wake Up Call F4=Print Fo=Dolate Record
F1=Add Record Fi=Tag Retrieved F9=Active/Retrieved Esc=Ewit

[ OFF-LIKE ! 1]

When sdtting a Weke Up Cdl, enter the time in hh.mm military format. Enter “Y” in OK? to pocess,
or “N” to start over. Press <ESC> to exit.



<F4> Print

Pressng <F4> will print the guest message(s). Sdect from one of the following options:  Print THIS
message (prints the highlighted message only), Print All Un-Retrieved (prints al messages not marked
as retrieved), Print ALL Today (prints all messages entered with today’s date) and Print All Messages

(prints all Messages).

<F6> Delete Record
While highlighting a guest message, pressing this will delete the message.  Answer “Yes' to deete, or
“No” to return to guest messages.

<F7> Add Record
Pressing <F7> will alow the addition of a new guest message.

<F8> Tag Retrieved
While highlighting a guest message, pressng <F8> will tag the sdected message as refrieved, and
remove it from the Unretrieved Message display.

<F9> Active/ Retrieved

Pressng <F9> will toggle the Guest Telephone Messages display to list “Unretrieved Messages’ or
“Retrieved Messages’. Retrieved messages will show an * in the column next to * Phone Number.

<ESC> Exit
Pressing <ESC> will exit the ‘Guest Telephone Messages' screen.
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3.1.1.2 Guest Transactions

—Gues i 1ONs [+—(-) Folio [+)—*=MATH FOLIO ]
Roon Program Date: 1178272002

DOE

Reference Nate Tranzaction Dezcription Promt ¥ Pl

B01000,103-C_ BL1/02/200 m . F asoffgm
T 11/ JENDTHE

.00

AAA RATE 6.5l

F1=Clase Folio F2=Payment Total= F3=Tranzfer Item
Fo=Print Folio Fe=Void Tranzaction F7=fdd Transaction
Fi=Tran=fer Amount F9=5how Yoids F1@=Print Void/Adj/ Refumd

51 TRANS

On the ‘Guest Transactions' screen, payments, charges, voids and refunds can be posted. Also, room
charges / payments can be transferred to another room. If there are multiple folios for this guest, use
your Right and Left Arrow keys to page through them or see dl sub-folios combined.

Room:
The room number of the guest

Program Date:
The business date of the system

Dates:
The check in and check out date of the guest

Room Type:
The room type the guest is checked into

Requests:
The requests the guest has made for the room

Room Rate:
The posting room rate for the guest for the current business date

Guests:
The number of adults and children in the room

Guarantee:
The method of payment the guest isusing
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Reference:
The reference code assgned automaticaly by the system to the transaction line item

Date:
The date the transaction line item was added

Transaction:
A description of the charge or payment key for the lineitem

Description:
A description may auto-populate here or you may be prompted to enter one

Amount:
The posted amount of the line item transaction

V:
When you go to <F9> Show Voids, an * will gppear in this fidd when a line item transaction has been
voided

Pk:
Thisfidd isnot currently used

(-1 Falia {+b—MATH FOLTO ]
Program Date: 11

11./85/ 2002

Cloze Dut ALl

Are You Sure?: H

11/82/2002 OCCUPAMCY TAK 1.5 %

F1=Cloze Folio F2=Fayment Totals Fi=Transzfer Item
Fi=Print Folio Fe=Yoid Tranzaction FT=Rdd Tranzaction
F8=Transfer Hmount F9=Show Yoids F1O=Print Yoid/Adj/Refund

351 THAKS

<F1> Close Falio
This option digplays only if the current user has permisson. This will not check out the gues; it will
close out dl transactions on the sdected folio. This folio will sill remain open for posing but will Sart
with a zero baance and a description of the transaction will be listed. The closed out baance will be
tranderred to City Ledger during the Night Audit. Once the folio has been closed out, the transactions
cannot be reversed.



Does Mot Reflect Rate Changes During 5ta

F2=Payment Totl Pollp=Mext Paln=Prewvious ESC=Ewit int Folio
F6=Yoid Transa ansfer frount
F9=Show Voids wit

[ OFF-LIKE 1 1] HATES

<F2> Payment Totals

Pressng <F2> will digdlay the raie charge window, which will provide an edimated running tota of
room revenue by number of days, including tax. Press <Page Up> or <Page Down> to scroll through
the screen. Press <ESC> to exit back to the ‘ Guest Transactions' screen.

4 QUEER BEDS/SSH
westfhol 1ol HEHH

Last Mame PEwpress Gheck-In = First Mame?<Receipd
Adlt/Ch12/Ch1 ¥ ate Type 7 4 K RACK RATE

Room Rate o, : law Ewenpt 7+ 3.5088 Allow Charges
Method of Pay?-

DECompany T

Card Humhear 4 rBnlac | 1 ey e Guar $ 4 0. BA=

1]
[t ;=

Freq Guexth:-

Fl=Hent Section
Fo=Intarnat S
Fo=Change Stay

<F3> Transfer Item

While highlighting a line item in the gues falio, pressng <F3> will dlow transfer of this item to another
folio. Current transfer options will be displayed, dlowing transfer to another room or transfer to another
folio if multiple folios exig for this guest. If Trandfer to Another Room is sdected, enter the desired
room number for transfer. The ‘Guest Lookup’ screen showing in house guest will be displayed, with
the sdected room highlighted. Press <ENTER> to complete the transfer and return to the origind
‘Guest Transactions' screen.

You may press <F2> to Search for a room. Press <F3> to change the Current Lookup method. Press
<ESC> to exit with out completing the trangfer.



If Trander To Another Folio is sdected, a ligt of folios for the current guest will be displayed. Highlight
and select the folio to transfer the item to, and press <ENTER> to complete the transfer and return to the
origind ‘ Guest Transactions screen. Press <ESC> to exit without completing the transfer.

<F4> Print Folio

Pressng <F4> will print the guest folio. If you have the option set, you will be prompted to consolidate
transactions prior to the current business date. If you wish the entry folio to print in detal, enter the
guest check in date and press <ENTER>.

Transactions=——[=(-) Folioc {+]—#MAIN FOLIO
115 Program Date:
M, HAROLD

2:53 pm

<F6> Void Transaction

While highlighting a line item in the guest folio, pressng <F6> will display a Void window. Enter a
Password that alows Void transactions and press <ENTER>. Enter a reason the void is being processed
and press <ENTER>. The voided item will be removed from the display, and a Void Veification dip
will be printed for tracking purposes.

(-} Folio {+)—=MATH FOLTO

Program Date:

Transaction
| DAL ARG 181 -0 ; 2 ES TAK
oiion7 101 ! ;

F?=Payment Totals F-Pozt Charge

Fa#=Post Refund or Adiustment F9=Clear Selection




<F7> Add Transaction

Pressng <F7> will dlow the posting of charges, payments, refunds or adjustments. Press <F6> to post
a Charge, press <F7> to post a Payment. For each pogting type chosen, a list will be displayed.
Highlight a key and press <ENTER>. Enter a description of the posting in the Trans Description fidd
and press <ENTER>. Enter the amount of the posting in the Amount field and press <ENTER>. You
may press <F9> to clear your selection in order to start over. If you press <F8> to post a Refund or
Adjusment, a password and reason will be required. Press <ESC> to exit the ‘Add A Transaction’
screen.

F2-Paymant Totals FI-Tranz=fer Item F&=Print Folio
F6=%oid Transaction Fr=Add Transaction Fa=Tranzfer Amount
F9=%how Voids F10=Frint Yoid/Adi/Refund ESC=Emit

<F8> Transfer Amount

Pressng <F8> will dlow the transfer of the entire guest balance, or a specified amount, to another room.
Answer “Yes’ to continue, or “No” to return to the guest folio.  Enter the room number of the guest to
trandfer to and press <ENTER>, and the ‘Guest Lookup’ screen will display. Highlight a guest room
from the list and press <ENTER> or press <F2> to search for a room. Pressng <F3> will change the
Current Lookup method. Pressng <ESC> will exit from the ‘Guest Lookup’ screen. A Transfer
Amount Verification dip will be printed after the transfer is complete for tracking purposes.



ransactions i=) Folig {+)—=MATN FOLTO
a1 Program Date

DOUBLE BEDS/H
i

Transaction Description fAmount ¥ Pk

CELLANEQUS e in wall 25 08
ILES TiK )
| 15.00Q-0 B
rilJL'rqu e | F.rr ] 10, 0@
LANEOUS ad) "y 1) -15.08

¢ rint Folio
3 ranzaction nsfer Amount
FHmn '|.|'n1._ int Yoid/Adi/Refund SL=Fwit

<F9> Show Voids

Pressng <F9> will toggle the guest folio display to show dl transactions, including any voided
transaction line items.  These items will contain an * in the V column. Highlighting a voided line item
will display the following detals of the void: the shift the void was processed on, the User ID who
processed the void and the reason for the void.

<F10> Print Void/Adj/Refund

While highlighting a voided line item transaction, pressng <F10> will print a Void, Adjusment or
Refund Verification dip for the selected line item.

<ESC> Exit
Pressing <ESC> will exit the ‘Guest Transactions' screen.
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3.2 Walk-1n Guest — Room Number

Reservations EEEE City Ledger Utility Stats Other

1 Walk=In Guest Room Type

? Walk-1n GLast - Room Humber N

Inn-control versijon 4.1.65 Powered By Computel

MENUCUA

From the Main Menu, press the Right or Left Arrow key to highlight ‘Guests and press the <ENTER>
key. The ‘Guests menu window will be displayed. Use the Up or Down Arrow keys to highlight
‘Walk-In Guest — Room Number’ and press the <ENTER> key. The ‘Guest Walk-In" screen will

display.

rEuest Halk-In ~U=zer: [GM

Humber of f'h.e_1l'||.'£.::

Enter=8clect/UnSelect Fé=$Rates ESC=Enit

[ LG CLEAK ] HHEHWRES

Number of Nights:
If the guest is dtaying one night press <ENTER>, or if the guest will be staying more than one night,
type the number of nights and press<ENTER>.



rHoom Assignment

I.E..'[:u:': (2 BIMG BEDSAN

Roomk Confi lels Nescription Last Check Dut
IECE B

F2=5earch Fé=Maintenance History ESC=Ewit

Use the Up and Down Arrow keys to highlight the room number to be sdected and press <ENTER>.
You may search for a specific room number by pressng <F2> and entering the room number desired.
Press <F8> to view any previous maintenance issues with the highlighted room number. Press <ESC>
to exit without selecting aroom.

The ‘Guest Entry Screen 1 will be displayed. Enter al guest data as described in Section 3.1.



3.3 Guest Room Folios

MENUCUA

From the Main Menu, press the Right or Left Arrow key D highlight ‘Guest’ and press the <ENTER>
key. The *Guests menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Guest
Room Folios' and pressthe <ENTER> key. The ‘ Guest Lookup’ screen will to be displayed.

124 HE 57 : Balance
A1t Cont#: i
HODENA . NY 12548 TAG: Gstk: AO08 CallPost?:_ & 27

| Phone Status: WAA Do Mot Disturb: MAA Wake-Up: HAR Toll Limit: @08 |

Fi-N/R F2=%sarch FA-Change Lookup Fh=Print
F& F=lransactions FO=Act iveCheek-0ut 2——How Reservation
Create Key Flo=Felic Routing ESC=Eni

Rm No:
The room number of the guest

F:
If thisfidd is populated, this indicates the guest has multiple folios.

Name:
The name of the guest



FI:
Theinitid of the guest’ sfirs name

Company Name:
The name of any company entered on the guest folio

Group:
The Group ID code, if the guest is associated with a Group

Check-Ouit:
The check out date of the guest

L:
An* will be present in this column if the guest has checked out on today’ s date

Alt Conf#
The fidd is not used unless the propety is inddled with a seamless Centrad Reserveation System
Interface.

TAG:
A “Y” will be present if this guest record isa Travel Agent booking.

CallPost?:
A "Y” will be present if the guest folio is set up to receive postings viaa Cal Accounting Interface

Balance:
The current balance of the guest folio

Phone Status:

If a Cdl Accounting Interface is ingdled, “ON” will be dislayed if the phone has been turned on for
thisguest. “OFF’ will be digplayed if the phoneis not on.

Do Not Disturb:
If a Cdl Accounting Interface is inddled, “YES' will be displayed if the Do Not Disturb option has
been turned on for thisguest. “NO” will be displayed if not.

Wake-Up:
If aCdl Accounting Interfaceisingdled, thiswill digplay the wake up cdl time set for the guest

Toll Limit;

If a Cdl Accounting Interface is indaled, the dollar amount the guest has been given as credit for phone
use on the PBX menu will be displayed here.
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Currant okup: ROOM HUMBER
FT [ e Group

| i Balance
P.0O_ BI - PBX [nformation 158

BEVERLY HILLS e Instate Voice Mail all

i - . & 2 | T EROWER
Phore Status: OM "z Abort- Toll Limit: T

F1=PEX Henu F2=S%earch F3=Change Lookup Fi=Print
Fo=Hessages Fi=Transactions F2=Active/Check-Out 4--Hen Reservation
—=Survey ESC=Exit

[ LOG CLEAR

<F1> PBX Menu
If aCdl Accounting Interface isingtaled, pressing <F1> will display alist of phone option sdlections.

<F2> Search
Pressing <F2> will alow a search for aguest.

<F3> Change L ookup
Pressng <F3> will toggle the Current Lookup method and the display order of the ‘Guest Lookup’
screen.

<F4> Print
While highlighting aguest in the list display, pressng <F4> will print the guest folio.

<F6> M essages
If the Telephone Messaging option has been inddled, pressng <F6> while highlighting a guest will
display the ‘ Guest Telephone Messages' screen. * See Section 3.1.1.1 for more details.

<F7> Transactions
While highlighting a guest in the lis display, pressng <F7> will digdlay the ‘Guest Transactions
screen. * See Section 3.1.1.2 for more detalls.

<F8> Create Key
If you have a Door Lock interface inddled, pressng <F8> will display the ‘Create Duplicate Key’
window. Enter the number of additiona keys desired and press <ENTER>.

<F9> Active/ Check-Out

Pressng <F9> will toggle the guest display to show dl active guest folios, or guest folios that checked
out on today’ s date. Guests who checked out will show an* inthe ‘L’ column.
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1 ;
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Phone Status: H/A [ Toll Liwit: @88 |
= Nl Fe=Delete : F7=Rdd : .
Fé=Change Folio E3C=Ewxit
Fi-NsR Fa=5g Fa=Print
Fé=Hessages Fi=Tran <——Hew feservation
—*Survey Fi=Create Kew Fl8=Folio Routing ESC=Ewit

<F10> Charge Routing

If the guest has multiple folios, pressng <F10> adlows you to route charges to different folios. The
current routing for the guest is displayed in the window with dl auto postings assigned to the main falio.
To change a charge, highlight it and press <F8> and choose the sub-folio you wish to route it to. If you
wish to add acharge that is not currently an auto posting, press <F7> and sdlect it from the lookup table.

< New Reservation
While highlighting a guest in the lid, pressng the Left Arrow key will dlow you to meke a new
reservation for the sdlected guedt, utilizing dl current guest information.

-> Survey
If the Guest Survey option is inddled, pressng the Right Arrow key will display the ‘Guest Survey’
screen.

<ESC> Exit
Pressing <ESC> will exit the*Guest Lookup’ screen.



3.4 House Accounts (Non Guests)

Reservations | g City L [ Utility Stats Other

1 versijon 4.1.5 Powered By Computel

MENUCUA

From the Main Menu, press the Right or Left Arrow key to highlight ‘Guests and press the <ENTER>
key. The ‘Guests menu window will be displayed. Use the Up or Down Arrow keys to highlight
“House Accounts' and press the <ENTER> key. The *House Accounts screenwill display.

House Accounts are generdly used for posting nonguest generated charges and revenues, such as
commissions, restaurant revenues, meeting and banquet room revenue, eic. Only active House Accounts
will be displayed on this screen.

=HOUsE ACCOUNTS
Nt
Account Description

700 ADMIN FHOME Inposted Call Acct Phone
EOD VEMDING s
EOD VENDING AND S0DAS

(1003001 DECK FIANSEN BRIDAL SHOWER E}m |

DECompany Code T+

Fé=Search Enter=Select F7=Add New Account
FR=Edit F9=Payment Setup EsC=Exit

Account Number:
The non-guest room number assigned to the House Account

Account:
The name of the House Account



Description:
A description of the House Account

Close-Ouit:

The date the House Account will be closed, in mm/dd/yyyy forma. Any baance remaning as of the
close-out date will transfer into the designated City Ledger account, or into Direct Bill as an unassgned
City Ledger Invoiceto be paid.

Balance;
The current balance of the sdected House Account

DBCompany Code:
Thedirect bill account number and name that the House Account has been routed to

<F2> Search
Pressing <F2> will alow a Search for a specific House Account by number.

Description

» E.::-::p Date 0206w Guar § - 0L 00w

F7=add MNew Account 0=0ther opticns
T

HSEEDIT

<ENTER> Select

While highlighting a House Account, pressing <ENTER> will display the ‘Select Option’ window.
From here you may choose to work on transactions in the House Account, route Cal Accounting
charges to the House Account or print the House Account folio.
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Description

d €all Acet Fhone

DECompany Code 7«

Fé=Search Enter=Select F7=Add New Account
FE=Edit F9=Payment Setup ESC=EXit

<F7> Add New Account
Pressng <F7> will dlow the addition of a new House Account. You may press <F2> while in the
DBCompany Code field to Search for adirect bill company.

Account Description

ADMIN FPHOME 1 Call Acct Phone

VENDING ) SODAS
o0 EC]

SNACKS
| 1o03feooL DECK  JHANSEM BRIDAL SHOWEF 01

DECompany Code 7+

Fé=Search Enter=Select F7=Add New Account
FE=Edit F9=Payment Setup EsC=EXit

<F8> Edit
While highlighting a House Account, pressng <ENTER> will dlow you to change the Description,
Close-Out date, and DBCompany Code fields of the salected House Account.

<F9> Payment Setup
If you wish to assign a payment method to a House Account, you may do so by pressing F9. If your
property has a credit card interface, and needs to authorize a credit card for payment on a House
Account you do it here.

<ESC> Exit
Pressing <ESC> will exit the ‘House Accounts screen.



3.5 Reservation Check In Today

Reservations | 3 v L [ Utility Stats Other

versijon 4.1.5 Powered By Computel

MENUCUA

From the Main Menu, press the Left or Right Arrow key to highlight ‘Guests' and press the <ENTER>
key. Use the Up or Down Arrow keys to highlight ‘Reservation Check In Today’ and press the
<ENTER> key. The "Reservation Lookup" screen will disolay lising dl reservations that are scheduled
to arrive on today’ s date.

SHRDERS

_B (UEER BED:

Fa=Change Lookup
Fi=Rey Card

| LOG CLEAR Room Type Filter OFF

*See Section 2.2 Edit Reservation for detailed indtructions on assgning a room number, check-in and
modifying a reservetion on the * Reservation Lookup’ screen.
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3.6 Guest Folio History

Reservations City Ledger Utility Stats Other

1 Walk=In Guest - Room Type
1k=-In Guest - Aoom Number

Room Fo

& Cash Drawer

Inn-control versijon 4.1.65 Powered By Computel

MENUCUA

From the Main Menu, press the Right or Left Arrow key to highlight ‘Guests and press the <ENTER>
key. The *Guests menu window will be dislayed. Use the Up or Down Arrow keys to highlight * Guest
Folio History' and pressthe <ENTER> key.

Reservations City Ledger WUtility Stats Other

! PUFQEE GUestT HisTory

3 Purge/fLoad History

Inn-Control versijon 4.1.5 Powered By Computel {561) 994-E577

The Guest Higory functiondity dlows the property to pull up current and purged guest history
information. Current guest history data is any guest information from the current month. Purged higtory
will be any guest information from a previous month.



3.6.1 Current Guest History

- AQLf2272003e Balance:

E/ND LATE FEES PER TINA
¥
[

Line 2

57
Business Phone

Exp Date 0303 Guar §

Tab=Find Guest Pgl.lp=Prev'iw5 Guest DN Mext Guest
F{

F4=Print Receipt =Transactions F9=Clear screen
Fl0=0ther Guest Info EsC=EXiT

GSTMASTH

Upon entering this option, the screen will be blank. Using the <ENTER> key you may place the cursor
into either the Room, Check-Out Date, Last Name, First Name or Company Name fields to enter guest
search criteria After entering your search criteria, press the <Tab> key to find the guests. The system
will display the exact match, or if not found, the closest match. You may dso use the <Page Up> and
<Page Down> keys to search through al guedts.

Room:
Contains the room number the guest wasin

Balance:
Contains the baance of the guest folio upon checkout

Last Name:
Contains the last name of the guest

First Name:
Contains the first name of the guest

AddressLinel:
Contains the address of the guest entered on line 1

Line2:
Contains the address of the guest entered on line 2

City:
Contains the city of the guest



ST

Contains the gtate of the guest
Zip:

Contains the zip code of the guest

Home Phone:
Contains the guest’ s home phone number

Business Phone:
Contains the guest’ s business phone number

Company Name:
Contains the guest’ s company name

AdIt/Ch12/Ch17:
Contains the number of adults, children 12 and under and children 13 — 17 that were in the room

Rate Type:
Contains the rate type the guest was registered with

Room Rate:
Contains the nightly room rate of the guest

Tax Exempt?:
Containsa“Y” if the guest was tax exempt, or an “N” or <blank> with tax rate if not tax exempt

AutoPogt?:
Contains a “Y” if the guest had additional charges posted automatically during nght audit, or an “N” or
<blank> if no additiona auto post charges

Commission Agency:
Containsthe IATA number and name of any Travel Agent assgned to the guest folio

Pct:
Contains the percentage amount payable to the Travel Agency, if thiswas a Travel Agency booking

Method of Payment:
Contains the payment code and description of the payment method used by the guest

DBCompany:
Contains the company code name of the direct bill company associated with the guest folio

Card Number:
Contains the guest’ s credit card number
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Exp Date:
Contains the credit card expiration date

Guar $:
Contains the guaranteed or authorization amount of the guest’s credit card

Comment 1.
Contains any comments entered on comment line 1

Comment 2:
Contains any comments entered on comment line 2

<Tab> Find Guest
After entering data into any searchable fidd indicated by <« P, pressing <TAB> will retrieve the
closest matching record.

<PgUp> Previous Guest
Pressing <Page Up> will display the previous guest record

<PgDn> Next Guest
Pressing <Page Down> will display the next available guest record

<F4> Print Receipt
Pressng <F4> will print the sdlected guest's receipt. Answer “Yes' to print the recept, or “No” to
return to the display

<F7> Transactions

Pressng <F7> will display the ‘Guest History Transactions screen. From here you may press <F4> to
print a copy of the guest folio, press <F9> to view any void transactions, or press <ESC> to exit the
‘Guest History Transactions' screen.

<F9> Clear Screen
Pressing <F9> will clear dl guest data from the diplay, so you that you may search for another record

<F10> Other Guest Info

Pressng <F10> will provide sdections for displaying other pieces of data  Press <ESC> to exit to
return to the * Guest History Data’ screen.
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3.6.2 Purged Guest History

Business Phone

Rate Type
Tax Exempt? Aautoposty
Pt

Card Number
Comment 1
Cofment 2

Tab=Find Guest FgLIp=Prev'iuus Guest DN Mext Guest
F/

F4=Print Receipt =Transactions F8=Clear screen
Fl0=Dther Guest Info Esc=Exit

Upon entering this option, the screen will be blank.  If the system encounters an older verson of history
files, you may be asked if you wish to Convert the files  If this happens, you will not be able to view
the od higory file until the converson has been completed, but snce it may take severd minutes
depending upon the sze of thefile, you are given the option to do it &t alater time.

With a recent higtory file, or one that has dready been converted, you may continue by usng the
<ENTER> key to place the cursor into the Room, Check-Out Date, Last Name, First Name or Company
Name fidds. Enter the guest search criteria and then press the <Tab> key to find the guest. The system
will display the exact match, or if not found, the closest match.

You may aso use the <Page Up> and <Page Down> keys to search through dl guests. The fidds and
functions in Purged Guest Higtory are the same as they are in Current Guest History.
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A1l Purged Hiztory files must be
copled to diskette for backup proios
to viewing

If Dizkette
EMTER w
For the se

If Hard Disk
have the bac
that month.

F2=Search Fo=Remove from Hard Drive FT=Copy TO disk

This option will dlow you to copy a purged higory file to and from diskette. A backup must be made
prior to viewing Purged Higtory files. If a backup has not been made, you will be prompted to do so if
you attempt to view Higory. If you atempt to view a deeted file, you will be prompted to retrieve it
from the backup diskette.

Purge Date File:
The name of the purged backup file will be in the format of mmOlyyyy. ZIP and the file will contain
data for that entire month.

Diskette Copied?
Thisfidd will containa“Y” if the purged backup file has been copied to a diskette.

Hard Disk Deleted?

This fidd will contain a “Y” if the purged backup file has been ddeted from the hard drive.  You must
retrieve this month’ s data from a back up diskette.

<F2> Search
Pressing <F2> dlows a Search for a purged higtory file by file name.

<F6> Removefrom Hard Drive
While highlighting afilein thelig, pressing <F6> will delete the sdected file from the hard drive.

<F7> Copy TO disk
While highlighting afilein the list, pressing <F7> will copy the sdected file onto a diskette.

<ESC> Exit
Pressing <ESC> will exit the ‘Purged History File Utility screen.
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3.7 Guest Reports

L
Reservations ity Ledger UtLility Stats Other

1 Walk=-In Guest Room Type
2 Walk-In Guest - Room Number

of Guasts)
| Today

E GUest Report Menu E!

Inn-Control versijon 4.1.5 Powered By Computel

(561) 994-E5E77

From the Man Menu, press the Right or Left Arrow key to highlight ‘Guests and press the <ENTER>
key. The ‘Guests menu window will be dislayed. Use the Up or Down Arrow keys to highlight * Guest
Report’ and press the <ENTER> key. Use the Up and Down Arrow keys to highlight ‘Guest Report
Menu #1' or ‘Guest Report Menu #2' and press the <ENTER> key. Use the Up and Down Arrow keys

to highlight the report needed and press <ENTER>.

3.7.1 Guest Report Menu #1

Reservations EIERE] City Ledger UTtility Stats

1 Walk=-In GuUest Room Type
2 Walk=In Guest - Room Mumber

Checked-0ut
ouse Room Rate Report
' er Report

Inn-Control versjon 4.1.5 Powered By Computel

(561) 994-5577
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In-House Guests By Room

The InHouse Guest Lis By Room will lig by room number the name of guedt, adults/children, check
out date, folio baance, and method of payment. Type "S' for screen or "P" for printer and press
<ENTER>.

In-House Guests By Last Name

The InHouse Guest Lig By Last Name will lisg aphabeticdly by name the room number, the name of
guest, adultg/children, check out date, folio baance, and method of payment. Type "S' for screen or "P"
for printer and press <ENTER>. Enter “Y” to include the option of showing the baance of any
subfolios.

In-House Guests With Company

The InHouse Guest Lis By Company will lis dphabeticaly by company the room number, the name
of guedt, adults/children, check out date, folio baance, and method of payment. Type "S' for screen or
"P" for printer and press <ENTER>.

Guests Dueto Check Out

The Guest Due to Check Out report will list by room number guests due to check out today. The report
will list room number, name of guest, adults/children, check out date, baance, and method of payment.
Type"S' for screen or " P" for printer and press <ENTER>.

Guests Checked-Out

The Guests Checked-Out report will list guests that have dready checked-out. The report will list by
room number the room number, name of guest, adults/children, check-out date, balance, and method of
payment. Type"S' for screen or " P" for printer and press <ENTER>.

In-House Room Rate Report

The InnHouse Room Rae Report will lig by room number the room number, guest name,
adults/children, check-out date, room rate, and rate description. Type "S' for screen or "P" for printer
and press<ENTER>.

Balance Over Report

A window will display with the quegtion “ Balance over Guarantee Amount?”. If you answer “Y”, the
report will lists guests who are over the Guarantee amount that was previoudy entered on their record.
If you enter “N”, you may then instead enter a Cut-Off amount that will be gpplied to adl guests. The
Badance Over Report will lis room number, guest name, adults/children, check out date, current
balance, and method of payment. Type"S' for screen or " P for printer and press<ENTER>.

Guest Tax Exempt Report

This will print a lig of al guedts that are exempt from some or al room taxes The report will print
room number, last name, room rate, exempt % (percent guest is paying), and tax charged. Type "S' for
screen or " P" for printer and press <ENTER>.

105



3.7.2 Guest Report Menu #2

Reservations EIEEHE] City Ledger Utility Stats O

5 Iu-ur\lat an l:: e Ir| aday

b._JL-'_.T.' Follg HI1STOr)

Inn-Control versjon 4.1.5 Powered By Computel

Housekeeping/M aintenance

A sdection window will be displayed. Type "M" for maintenance report or "H" for housekeeping report
and press <ENTER>. Type "S' for screen or "P" for printer and press <ENTER>. The Housekeeping
Report will list by room number the room number, satus, and comment. The Maintenance Report will
list by room number the room number, status, and comment.

Complete Room List
The complete room list will print room number, description, check out date, current baance, and method
of payment. Type"S' for screen or "P" for printer and press<ENTER>.

Vacant Room List

The Vacant Room Lig will lig dl vacant rooms by room number. The Lig will indude room number,
description, beds, and status of the room. Type "S' for screen or "P" for printer and press <ENTER>.
It also includes an option to exclude non-rentable rooms.

Print ALL Departed Folios
The Print All Departed Folios report will print dl folios checked out on the current business date.  This
is no screen option for this report.

Room Change Report (Today)

The Room Change Report will list any guest rooms transferred to another room for today, the room it
was transferred from, the shift the transfer was made on, and the time of the room change. Type "S' for
screen or " P" for printer and press <ENTER>.

Company Report MTD/YTD

The Company MTD/YTD report will lig company month to date and year to date rooms occupied and
revenue information for companies that have had activity. There is no screen option for this report; it
will go directly to the printer.
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Room Comment Report
The Room Comment Report will print dl rooms that contain any room comments in order of room
number. Type"S" for screen or " P" for printer and press <ENTER>.

Guest Listingw License#

The Guest Liging w/License # report will show dl guest records that contain driver's license and car
information data.  The report will show Room #, Name, Tag Number, Tag State, DL Number and DL
State in order of room number. Type"S' for screen or "P" for printer and press <ENTER>.

Guest Survey Report

If you use the Guest Survey option, the Guest Survey Report will print a summary of the totd amount of
guest surveys that have been filled out. Totds included ae Today's, MTD and YTD. There is no
screen option for this report; it will go directly to the printer.

3.8 Cash Drawer No Sale

STats

RESErVATions [EIlEae

City Ledger

1 Walk=In Guest

Walk-In Guest

Uity

RaOim Type
Room Mumber

Other Set-uUp

versijon 4.1.5

Powered By Computel

Inn-Contraol

MENLICUA

For properties that have a Cash Drawer interface, pressng <ENTER> on this menu option will open the
cash drawer without asde.

107



4 City Ledger

The City Ledger keeps track of al Accounts Receivables in the sysem. City Ledger Accounts can be
added, modified and deleted. Various reports and invoices can adso be run.

Rezervations Guests Utility Statz Other

H v
INDEPEMDENT TEST PROPERTY

Program Date: @8/02/72002 3:31 pm
Shift: C U=zer: B

In—Control Version & ] Powered Be Computel 994 T i
Fi-Hot Keyus MENLCLUR

From the Man Menu, press the Right or Left Arrow key to highlight ‘City Ledger’ and press
<ENTER>. The ‘City Ledger’ menu window will be displayed. Use the Up or Down Arrow keys to
highlight ‘Enter City Ledger’ and press <ENTER>. The ‘City Ledger Account Selection’ screen will

diglay.

4.1 Enter City Ledger

Fhity Ledaer Account Selection—Current
Key  Description Current Bal

Ezc-Exit

[ L CLEAR 1
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This screen will display a ligt of al City Ledger accounts.  These have been previoudy set up for your
hotd a the time of ingdlation. You will have an account sdection for Direct Bill, and you may dso
have accounts listed for credit card receivables. From the lid, use the up/down arrow keys to highlight
the City Ledger Account selection you want to access and press <ENTER>. Press <Esc> to exit the
‘City Ledger Account Selection’ screen.

4.1.1 City Ledger Invoice Selection

Ref. Date Involcelt [, Date Amount Balance Close?

BT OFETETE EE ] 82,20 82.25

Company <123 = TEST COMPANY

At tn; CHARLES BOWING Phone ; 123-456- 7896

F&=Search F3=Change Lookup Fé=Print Fi=Edit Invorce
Fa=6 Inf Enter=5a]ect ESC=Exit

[ LoG CLEAH DISPINY

Credit Card and Direct Bill balances are transferred during Night Audit as individud invoices.

Account:
The name of the City Ledger account

Balance:
The current total balance of the sdlected City Ledger account

Ref#:
The reference number automaticaly assgned to the invoice by the system

Ref. Date:
The date the reference number was assigned to the invoice by the system

I nvoicet:
The Invoice number automaticaly assigned by the system will display as “CURRENT”. Use <F7> Edit
Invoice to assgn an invoice number.

Inv. Date:
The date the invoice number was assigned to the transaction
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Amount:
Thetotd amount of the invoice

Balance:
The current balance due of the invoice

Close?:
Enter a“Y” into thisfied to close the invoice after an invoice baance has been completdy paid.

Company:
The City Ledger company code and name associated with the selected invoice

Attn:
The City Ledger company code contact name associated with the selected invoice

Phone:
The City Ledger company code phone number

Fax:
The City Ledger company code fax number

<F2> Search
Pressing <F2> will dlow a search for a pecific invoice

<F3> Change L ookup
Pressing <F3> will toggle the Current Lookup method and the City Ledger Invoice display order

<F4> Print
While highlighting an invoice, pressing <F4> will print the selected invoice
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— L1ty Ledoger Lnwo Selection

1Ce
RECT BILIL Balance:

Ref. Date Involcel [, Date Amoun t Balance Close?

[ 2000801/ 29/ 200 MCURREN I TR T

Lompany <123 *  TEST COMPANY
Attn: CHARLES BOWING Phone; 1234061520

F2=%earch F3=Change Lookup Fé=Print
Fa=Gue=zt Info Enter=5a]lect

<F7> Close/Open Invoice

While highlighting an invoice, pressng <F7> will dlow you to add an invoice number to an invoice tha
is marked as “current”. You will be asked if you wish to invoice the sdected amount. If you answer
“Yes’, you will be adle to view the detals of the direct bill invoice and post payment. If you answer
“No”, you will not be able to view the detalls of the direct hill invoice until it has been invoiced. If you
press <F7> on an invoice with a number, and the baance is zero, then you will be adle to close out the
invoice. If you press <F7> on a closed invoice, it dlows you to reopen the invoice by taking out the “Y”
under Close?.

If a Direct Bill company has not been previoudy assigned, or you wish to change the Direct Bill
company code, you may do it here

<F8> Guest Information

While highlighting an invoice, pressng <F8> will view the guest information associated with the
invoice sdected. The fdlowing guest informaion is displayed: Last Name, First Name Phone
Number, Address 1 & 2, City, State, Zip Code, Company Name and Company Phone.

<Enter> Select

While highlighting an invoice, pressing <ENTER> will display the ‘City Ledger Invoice Transactions
screen. This screen will display the individud transaction items of the sdected invoice. *See 4.1.2 for
more details.

<ESC> Exit
Pressing <ESC> will exit the *City Ledger Invoice Selection’ screen.
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4.1.2 City Ledger Invoice Transactions

L1ty Ledger TI \ ice Tranzactions

Fecoun t CT BILI

RethH: 2808 Date:@lrs " Lrutelt : GuEIENED HE2AR3/2002 Davs Old: i

Reference I ip iption Amoamt V|

ol
G
-

Fi=Post Transaction F6=Moid Transaction Fo=Guest Information
id Toggle F1a=Print Woid/Adj/Refund Esc=Exit

<F7> Post Transaction
Pressng <F7> will dlow you to post acharge, a payment or arefund / adjustment.

Aecount DIRECT BI Balance
Ref# Date 025032002  Days 01d ]

Trans Description Amcumt ¥
B_54
o)
6.5
T 3 i1 2o
I e

F6=Fost Charge Fi=Post Pavment FO=Fost Refurd/Bdius tment
ESC=FEwit

Press <F6> to post a charge. A ‘Keys Lookup’ window will be displayed. Highlight a charge from the
list and press <ENTER>. You may aso search for a specific charge by pressng <F2>. Enter the charge
name and press <ENTER>. Press <ESC> to exit.

Press <F7> to post a payment. A ‘Keys Lookup window will be displayed. Highlight a payment type

from the list and press <ENTER>. You may dso search for a specific payment type by pressng <F2>.
Enter the payment type name and press <ENTER>. Press <ESC> to exit.
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Tronsoct 1ons-

URE | Balance

RefH 2000 Date-001/ i Date: 0203/ 2002  Davs 01« i

coript Trans Description Amcunt ¥
LEPHO 050

ROOH RATE ol o

ROOH TH ;! 5. Ta

Fe=Post Charge Fi=Post Pavment

To post an Adjustment or Refund, press <F8>. Enter an “R” for a refund transaction, or “A” for an
adjustment transaction. Continue by filling out the Password and Reason screen.

=C1LY LEedger Iny
| ACcount :DIRECT BIL

Ref#: 2411 Date:0d/

ference at
710/132=C ]
16817132
882,132

f132=-C

F7mPost Transaction Fesvoid Transaction FAmGUesT Information
Famvoid Toggle Flo=Print Void/adj/Refund Esc=Exit

<F6> Void Transaction

While highlighting a transaction line item, pressng <F6> will dlow you to void only sHected
transactions posted on today’s date. Enter the appropriate password and a reason for the adjustment or
refund transaction.  If your system is st up for it, a void veification form will print out when the
transaction is completed for tracking purposes.
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Tranzactions

1 ~ RHCK h.HIL
T ROOM TA 13.5 3

Fi=Fost lrau.,ﬂn tion Fe=Void Tranzaction Fo=Guest Information
F1@=Print Woid/Adi/Refund Esc=Exit

[ LoG CLEAH CTYINY

<F8> Guest Information

Pressng <F8> will dlow you to view the Guest Information associated with the invoice sdected. The
following guest information is displayed: Last Name, First Name, Phone Number, Address 1 & 2 City,
Sate, Zip Code, Company Name and Company Phone.

<F9> Void Toggle
Pressng <F9> will toggle the disdlay to show dl line items, induding voids. Voided items will be
disolayed withan* inthe*V’ column.

<F10> Print Void/Adj/Refund
While highlighting a voided, adjusted or refund line item, pressng <F10> will print a Void, Adjustment
or Refund Veification dip for the sdlected line item.

<Esc> Exit
Pressng <ESC> will exit the ‘ City Ledger Invoice Transactions' screen.
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Stats Other

Program Date: B3/A3/2002 3:51 pm
Shift: ©  User: GM

F1=Hot Keys

From the Man Menu, press the Right or Left Arrow keys to highlight ‘City Ledger’ and press
<ENTER>. The ‘City Ledger’ menu window will be displayed. Use te Up or Down Arrow keys to
highlight ‘City Ledger Companies and press <ENTER>. The ‘Direct Bill Companies Maintenance
screen will be displayed.

Fa=Chanoe Lookup
Fo=Irnwoices

This screen will display alig of dl City Ledger Companies.

Code:
Theloca code of the company
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Company Name;
The name of the company

Company DBA:
The name the company is doing business as

Telephone:
The telephone number of the direct bill company

Addr1:
The address of the direct bill company

Addr2:
An additiona address of the direct bill company

City:
The city of the direct bill company

State:
The State of the direct bill company

Zip:
The zip code of the direct bill company

Attn:
The name of the department to who invoices will be sent to

Block Invoices:
If you wish to prevent any further invoices from being hilled to company with out closing the account,
entering a“Y” into thisfield will prevent invoices from being billed to the selected company.

Cont:
The name of the contact for the direct bill company

Chgs:
An informétion line to enter any change information about the direct bill company

Auth No:
An authorization number assigned by the hotel to authorize charges to this direct bill company

Exp. Date:
The expiration date of the authorization for adirect bill company

Comments:
Any comments in regards to the selected direct bill company
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Fax:
The fax number of the direct bill company

<F2> Search
Pressing <F2> will search for adirect bill company.

<F3> Change L ookup
Pressing <F3> will toggle the current lookup method and the direct bill company display order.

rDirect Bill C
(¥ Lo

F2=%earch F3=Change Lookun Fé=Print Fe=Delate F1=Hudd
=Hulti-Payment Fa=Thwoices F1A=Fdit Esc=Ewnit

<F4> Print

While highlighting a direct bill company, pressng <F4> will display a print option window. The first
two options display a window dlowing you to sdect a date range for the satement. Enter the date in
mmvddlyyyy format, enter “Y” and ok to start and press <ENTER>. The Print All options will print
automaticaly.

<F6> Delete

While highlighting a direct bill company, pressng <F6> will delete the sdected direct bill company. A
direct bill company cannot be deleted if open invoices exig for the company. Open invoices mus firgt
be paid or adjusted off to delete the company.

<F7> Add
Presang <F7> will dlow the addition of anew direct bill company.

<F8> Muulti-Payment

While highlighting a direct bill compary, pressing <F8> will dlow you to pogt multiple payments to the
sdected direct bill company. Multiple payments can be made to the same invoice or severd different
invoices. See section 4.2.1 for more detalls.
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{1ty Ledoer Company Lnvoices
Ref. Date Treolcel Ire. Date Hmoumt Balance Close?

L1

Lompamny <TEST v TEST COHPANY
At tn: CHARLES BOWING Phone: 12 3-406- 7690 Fam : 5000000000

F2=Socs-ch Fi=Print Fr=Close/Open Liwolce
F8=Guest Information Enter=Select ESC=Ewit

DISPCIHY

<F9> Invoices

While highlighting a direct bill company, pressing <F9> will display the ‘City Ledger Company
Invoices” screen. You can press <F2> to search by invoice number, press <F4> to print the highlighted
invoice. Press <F7> to close a zero baance invoice or open a closed invoice. Press <F8> to view the
associated guest information, or press <ENTER> to display transactions associated with the highlighted
invoice. Press <ESC> to exit the * City Ledger Company Invoices screen.

<F10> Edit
While highlighting a direct bill company, pressng <F10> will dlow you to edit the direct bill company
information.

<Esc> Exit
Pressng <Esc> will exit the ‘Direct Bill Companies Maintenance’ screen.
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4.2.1 Multi-Payment (Direct Bill Companies)

This option will dlow multiple payments to be made to a direct bill company invoice. The previoudy
sdected company name from the ‘Direct Bill Companies Maintenance' lig will display on the ‘City
Ledger Direct Bill Company Multi-Payments screen.

—Lity Ledger Direct Bill Company Multi-Payments

Conpany: TEST COMPANY
PHT B Checlk & Fescription Date Hmount Bal ance

Saarch Enter=%c]leoct Fo=Delate F =Rl FB=Edit ESC=Emit
| LG CLERR 1

In this screen, you will post a patid payment. You may press <F2> to Search for a payment by check
number, press <F6> to delete a posted payment, press <F7> to add payment, or press <F8> to edit
payment information. Press <ENTER> to sdect a payment in order to continue to apply the payment to
an invoice(s). Press <Esc> to exit the City Ledger Direct Bill Company Multi-Payments screen.

Pavmont Humber: [0k aference: 1234 lale
Frcammt 20,08 Comp i ATRFORCE C

Iransl  Inuvoice Balance

Date |

Unapplied Balance: 20, 00 Total Applied: 0.0

F2=5earch Enter=Edit Transaction
F1=0dd Transaction
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The ‘City Ledger Invoice Multi-Payments screen will be displayed with the sdected payment method
shown at thetop. At this point, use <F2> to search for aninvoice to pay or use <F7> to add an invoice.

Balance: 11L0 36

Inw, Date Aot Balance [lose?

EFORPATE EEUNY, BNy L

Gl 6o 6dd. 63

|::|_||'||,||_'1||:,.l -“fF1a = QAIRFORCE C
Httn

F2=%aarch Enter=5%slect Ezsc=Ex1t

From the ‘City Ledger Invoice Selection’ screen, you may use <F2> to Search for an invoice by invoice
number, or use your Up and Down Arrow keys to highlight the desred invoice to pay and press
<ENTER>. At this point you are returned to the ‘City Ledger Invoice Multi-Payments screen to
complete the transaction by entering a Description and an Amount.

e Ll R s Da
Fecmt 2 20 L0 3 TEST COMPP

Transh  Invoice

late Balance a5
T [ B2/03/ 2002 ulti-Check - 1234

Fimciin
il

Unapplied Balance: 0,00 Total Aonlied: 20 0

F2=5earch Enter=Edit Transaction Fe=Dolete Transaction
FT=fdd Transzaction ESC=Exit

B0 LOG CLEAR ) | T 1P AY i

Y ou may use <F6> to delete atransaction or press <ENTER> to edit the transaction amount.



4.3 City Ledger Reports
Reservations Guests m E,.Ili]il,_l._.- Stats !.-:|||'1|:ﬁ,|'

Y Ledge (1]4]
2 Blty Lndgnr Hccuunt Llstlng
d City Ledger Company Report
4 Company Trvoice Range Report
5 Company Status Listin
6 Hultipaument Listimg ?Tndﬂu}

Frog
Shift: C  lser: GM

InnControl Version 4. 1g Fowared By Computel

From the Man Menu, press the Right or Left Arrow key to highlight ‘City Ledger’ and press
<ENTER>. The ‘City Ledger’ menu window will be displayed. Use the Up or Down Arrow keys to
highlight *City Ledger Reports and press <ENTER> . Use the U and Down Arrow keys to highlight
the desired report and press <ENTER>.

4.3.1 City Ledger Aging Reports

Reservations Guestz B i | ity Statz Other Set-lp

Inn—Contral

The City Ledger Aging Reports will show ALL or sdected direct bill companies and ther aging
balances due. The aging baanceswill show totasfor 0— 30, 31 — 60, 61 — 90 and 90+ days old.
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4.3.1.1 Aging Report By Company Code

This report will print a lising of al direct bill companies, and their aged baances, in order of Company
Code.

CITY LEDGER DETATL AGTNG REPORT

Select Account =

*
[Page-Tp/Page-Down|

All Companies? -

Select Company Home =

Select Company Code = =
Aaing Date <003 2002

Enter an account number in the Select Account fidd, or press the <Page Up> or <Page Down> key to
soroll through a liging of dl accounts and press <ENTER>. If you would like a lising of ALL
companies, press <ENTER> with “Y” in the All Companies fidd. If not, enter an “N” and press
<ENTER>. You will then need to enter either a Company Name or use <Page Up> or <Page Down> to
sdect a Company Code. Enter an Aging Date in mm/dd/yyyy forma. The aging date determines the
cutoff date to show invoices. Invoices up until this date will be shown for the sdected company.
Anything past this date will not be on the report.

The following fields appear on this report: Reference, Account, Invoice #, Date, Room #, Gued,
Baance, 0— 30, 31 - 60, 61 — 90, 91+, and Baance.

4.3.1.2 Aging Report By Company Name

Sdect this option if you wish to print the above report in Company Name order instead of Company
Code order.



4.3.1.3 Selective Aging By COMPANY

This report will print a liging of dl direct bill companies, and their aged baances, by order of Company
Name. You will be able to sdect specific aging criteria and sdect to print summary or detall
information.

[ CITY LEDGER SELECTIVE CONPNY AGTNG REPORT

{Page-lp/FPage-Nown)
Select Account = -

Select Desired Report Using (Yles/{N)o
[A-30] =» [31 - 60 1 = * Only
[8-60]=r [61 - 99 1 = * Only
16 -9 1> [91 ~ 1 < Dnly
[a - | = =

Send Report to (Slereen/{Plrinter; = »
Show Report Im (S)ummary/{D)etail: = »

All Companies? A * (Yez/{Nlo
Select Company Hame =

Select Company Code = =
Aging Date -RESA37 2002

RGECOKP

Enter an account number in the Sdlect Account field, or press the <Page Up> or <Page Down> key to
scroll through a liging of al accounts and press <ENTER>. Choose only ore of the ageing criteria
selections by typing an “X” and press <ENTER>. Enter an “S’ or “P’to sdlect Screen or Printer and
press <ENTER>. Enter an “S’ or “D” to choose a Summary report or a Detal report and press
<ENTER>. If you would like a lising of ALL companies, press <ENTER> with “X” in the All
Companies field. Otherwise, enter a Company Name or use <Page Up> or <Page Down> to sdect a
Company Code and press <ENTER>. Enter an Ageing Date in mm/dd/yyyy format. The ageing date
determines the cutoff date to show invoices. Invoices up until this date will be shown for the sdected
company. Anything past this date will not be on the report.

The following fidds appear on this report: Reference, Account, Room # / Invoice #, Guest / Dae,
Baance 0— 30, 31 - 60, 61 — 90, 91+, Balance.

4.3.1.4 Selective Aging By INVOICE

Sdect this option if you wish to print the Sdective Ageing report in Invoice order, ingead of Company
Name order.

4.3.1.5 Aging Report With UNBILLED
Sdect thisoption if you wish to print anaging report with an added column for unbilled invoices.
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4.3.1.6 City Ledger Account Listing
This report will print a summarized listing of dl direct bill companies, and their aged balances.

| CITY LEDGER ACCOUNT LISTING

Select fAccount « -

{Page-Up/Fage-Down]

Send Report to {Slcreen/(Plrinter
Aging Date =B8/83/7002

Type in the account number or use the <Page Up> or <Page Down> key to sdect the desired account
and press <ENTER>. Enter “S’ or “P’ to sdect Screen or Printer and press <ENTER>. Enter the

Ageing Date mnvddlyyyy.

The following fields appear on this report: Account, Invoice #, Date, Baance, 0 — 30, 31 — 60, 61 — 90,
91+, and Totdl.

4.3.2 City Ledger Company Report

When you sdect ‘City Ledger Company Report’ from the ‘City Ledger’ report menu, this report will
automdicdly print a liging of al direct bill companies in the sygem. The following fidds appear on
this report: Company Code, Name, Telephone, and Contact Name. The address of the direct hill
company will be displayed below the above information for each company.
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4.3.3 Company Invoice Range Report
This report will print individud invoices for dl direct bill companies.

DIRECT BILL COMPAWY TWVOICE RANGE REPORT ﬂ

A11 Tnvoices? alfe
Starting Irvoice/Inputl Date Rangs =

Ending Invoice/Input Date Range <
0k To Start? a.

Press <ENTER> with “Y” in the ALL invoices fidd, or enter a Starting Invoice and Ending Invoice date
in mm/dd/yyyy format and press <ENTER>. To print the invoices, enter a “Y” into the ‘Ok To Sart’
fidd. Enter an“N” to Sart over.

The following fields appear on this report: Printed on, Date Range, Company Code, From, Invoice No,
Date, Guest Name, Amount, Credits, Balance, Subtotals This Company and Totals.

4.3.4 Company StatusListing

When you sdect ‘Company Status Listing' from the ‘City Ledger’ report menu, this report will
automdicdly print a liging of al direct bill companies in the sygem. The following fidds appear on
this report: Direct Bill Company Code and Name, DBA, Attention, Auth # Authorized, Charges, Exp
Date, Comment, Contact, and Tel.
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4.3.5 Multipayment Listing (T oday)

Thisreport will print aligt of any multi- payments that were posted on today’ s date.

| CITY LEDGER MULTI-PAYMENT REPORT |

A1l Companies? e
Select Company Home =
Select Compary Code = -

Send Beport to {Slereen/iPlrinter

Press <ENTER> with “Y” in the All Companies field, or type the Company Name or use the <Page Up>
or <Page Down> key to sdect the desred Company Code and press <ENTER>. Enter “S’ or “P’ to

select Screen or Printer and press <ENTER>.

The following fields are present on this report: Reference, Date, Amount, Invoice, Amount Applied,
Totd Payments, and Grand Totd.
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enervalions Lbues

4.4 City Ledger History

1ty Led

INDEPEMDENT TEST PROPERTY

Program Date: @8/03/72002 3:31 pm
Shift: C U=er: G

InnControl Version 4. 1g Fowered By Computel

Fl-Hot Hey= MEHLICLIR

This option will dlow you to view and print current and purged closed city ledger invoices. Current is
any invoice within the current month / period. Purged will be any invoice older thern the current month
/ period.

From the Man Menu, press the Right or Left Arrow key to highlight ‘City Ledger’ and press
<ENTER>. The ‘City Ledger’ menu window will be displayed. Use the Up or Down Arrow keys to
highlight ‘City Ledger History' and press <ENTER>. Use the Up and Down Arrow keys to highlight the
Current or Purged selection and press <ENTER>.
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4.4.1 Current City Ledger History

This option will dlow you to view any city ledger invoices that have been cdlosed within the current
month / period.

rCity Ledger Aoccount Selectionm—Hiztory

Rey lescription

Enter-Select Exzc-Exit

[ LOG CLEAR 1

The ‘City Ledger Account Selection’ screen will be displayed. Highlight the City Ledger account you
would like to view current history invoices for and press <ENTER>. Press <ESC> to exit this screen.
Upon sdection of a City Ledger account, the ‘City Ledger History Invoice Selection’ screen will be

displayed.

ity Ledger History Invoice Selection————————IHNVIICE MUMEER
Rcocount ; FIRECT BILI Falance: 0,04
Reth Ret. Date Lol celt Irwe. Date Amaoun t Balance Close?

BT (EGETRRTE [ 02,/ 03,2002 82, 2% L

TEST COMPANY

Phone : 123-456- 1520

F3=Chanue Lookup Fi=Print
Enter=Salect ESC=Exit

On this screen, you can view, sdect and print a closed invoice You may adso view the guest
information associated to the selected invoice,

Account:
The name of the City Ledger account selected
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Ref#:
The locd reference number assigned by the system for the sdlected invoice

Ref. Date:
The date that the local reference number was created

I nvoicet:
The invoice number assigned by the system for the sdected charges

Inv. Date:
The date the invoice number was created

Amount:
The total amount paid for the sdlected invoice

Balance:
The current balance due will dways show “0.00” for the closed invoice

Close?:
Thisfield containsa*“Y” when invoice baance has been completely paid and closed.

Company:
Thedirect bill company code and name the invoice is associated to

Attn:
The name of the *Attention To' person at the direct bill company

Phone:
The phone number of the direct bill company associated to the invoice

Fax:
The fax number of the direct bill company associated to the invoice

<F2> Search
Pressing thiswill search for a specific invoice

<F3> Change L ookup
Pressing this will toggle the Current Lookup method and the order of the display.

<F4> Print

While highlighting an invoice in the lig, pressng <F4> will print a copy of the invoice, with detailed
transaction informetion.
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<F8> Guest Information
While highlighting an invoice in the lig, pressng <F8> will disdlay the ‘Guest Information’ window,
showing the guest information associated to the invoice.

<Enter> Select
While highlighting an invoice in the ligt, pressng <ENTER> will display the ‘City Ledger History
Invoice Transactions' screen. . This screen will display the detailed transactions for the invoice.

<ESC> Exit
Pressing thiswill exit the* City Ledger History Invoice Selection’ screen.

4.4.2 Purged City Ledger History

This option will alow you to view purged city ledger invoices that were closed in a month / period older
then the current city ledger history.

FLity Ledger Account Selection—Purged Hizstoruy =

Ky Description

Enter-Select

[ OFF-LINE ! 1 CLACTLEP

The ‘City Ledger Account Selection’ screen will be displayed. Highlight the City Ledger account you
would like to view purged invoices for and press <ENTER>. Press <ESC> to exit this screen.  Upon
selection of a City Ledger account, the * City Ledger Purged Invoice Selection’ screen will be displayed.
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Citw Ledger Purged Lnvoice Selection INVOICE HUHBER

Account :DTRFCT BILI
RefH Ref. Date Involcel [, Date Amoun t Balance

BT [(ETEETE 07/ 03/ 2002 82,25

Company =123 = TEST COMPANY

At tn: CHARLES Phone; 1234061520

F3=Change Lookup Fi=Print
Fi=Guest Tnformation ESC=Ewnit

On this screen, you can view, sdect and print an invoice.  You may aso view the guest information
associated to the selected invoice.

Account:
The name of the City Ledger account selected

Ref#:
The local reference number assigned by the system for the selected invoice

Ref. Date:
The date that the local reference number was created

I nvoicett:
The invoice number assigned by the system for the sdected charges

Inv. Date:
The date the invoice number was created

Amount:
The totd amount paid for the selected invoice

Balance:
The baance due will dways show “0.00" in history for aclosed invoice.

Close?:
Thisfidd containsa“Y” when invoice baance has been completely paid and closed.

Company:
The direct bill company code and name theinvoice is associated to
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Attn:
The name of the ‘ Attention To' person at the direct bill company

Phone:
The phone number of the direct bill company associated to the invoice

Fax:
The fax number of the direct bill company associated to theinvoice

<F2> Search
Pressing <F2> will search for a specific invoice

<F3> Change L ookup
Pressing <F3> will toggle the Current Lookup method and the order of the display.

<F4> Print
While highlighting an invoice in the lig disdlay, pressng <F4> will print a copy of the invoice, with
detailed transaction information.

<F8> Guest Information
While highlighting an invoice in the lig, pressng <F8> will disdlay the ‘Guest Information’ window,
showing the guest information associated to the invoice.

<Enter> Select
While highlighting an invoice in the ligt, pressng <ENTER> will display the ‘City Ledger History
Invoice Transactions screen. This screen will display the detailed transactions for the invoice.

<ESC> Exit
Pressng <Esc> will exit the ‘ City Ledger History Invoice Selection’ screen.
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5 Utility

5.1 Night Audit Functions

Reservations Guests Uity Ledger [JE

Program Date: | B
Shift: € Use-

From the Man Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight Night Audit
Functions and press <ENTER>. The ‘Night Audit Functions' menu will digolay. Highlight the function
and press <ENTER>.

5.1.1 Post Guest Room

Reservations Guestz Citw Ledger Statz  (Other

9
BN 3 Reports :
A3 | & Uzers Currently Logged In
8| o Reprint Prior Audit
Program Date: il 5 Inform Users To Log Ouft
Shitt: € Use T Inform Uzers To Log Back In

Inn—Control Yersion &
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Sdecting this option will post room and tax to dl in-house guest folios. If your system is st up to post
room and tax upon check-in, or room and tax was manualy pogted to a folio, this option will not post
room and tax again. Answer “Yes’ to post room and tax, or “No” to return to the Night Audit Functions
lig. The Room Charge Pogting report will print. All information should be verified prior to running the
night audit.

5.1.2 Run Night Audit

Reservations Guests Citw Ledger Stats  Other

Heparts :
THDEFEMD Uzers Currently Logged In
! Reprint Prior Audit
Program Date: | & Inform Users To Log Ouf
Shitt: € Use Inform Uzerz To Log Back In

Before arting the audit process you must turn off dl interfaces.  Select the * Run Night Audit’ option.

To begin the audit process, answer “Yes’. Answer “No” to return to the Night Audit Functionslig.
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COMPUTEL COMPUTER SYSTEMS, THC.

IHPORTANT

Guesi room must be posted on Shift [C] or Shift [U]. If any changes
howe been made to ony guest folios since Buest Hoom hos been posted,
it iz recommended that Guest Room be reposted to ensure all revenue

has been recordad on the guest folios,

To post room and tax, enter a “Y” into the Post Guest Room? field. Enter an “N” if you have aready
posted room and tax.

ial Balance - @ 2802 :11:14 am . .
Continue with Audit?
e

City Ledger: »n Balanced = ([ERERDE

L1ty Ledger tration Tranzactions

tFalance

When the ‘Guest Ledger’ screen gppears, you will be asked if you wish to continue with the audit. If
your Guest Ledger is in balance, sdect “Yes’ to continue. Sdlect “NoO” to return to the ‘Night Audit
Functions' lig. If the Guest Ledger is out of baance, a message will display to cal Compute support to
resolve the out of balance issue.
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| COMPUTEL COMPUTER SYSTEMS, THC.

Continuing will clese busineszs for todaw, Continue?
Yes

I

PRINTOLT

At this point, the audit process will generate some reports.  Then you will recelve a message asking of
you wish to continue closng business for that day. Sdect “Yes’ to continue, or “No” to return to the
‘Night Audit Functions' lis.

Tnsert hackup diskette B
Warning! The files 1
of target drive A: wi

Fress Enter to conlinue or Ctrl+Break to cancel.

The audit will continue and then you will next be asked to backup your data to diskette. Insert a diskette
into the diskette drive and press <ENTER>. When the backup is completed, you will be prompted to
remove the diskette. Remove the diskette and press <ENTER>.
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[ ROOM RATE MASTER 1

Recommended Monthly Master File Backup

- Backup Rate File 7 -
Mo

On the firg of each month you will be prompted to backup your rate files. This is the recommended
procedure and you will need a separate blank formatted diskette(s) for this processs Do not use your
norma backup diskette, as any backups saved would be overwritten. Answer “YES' if you wish to
backup your rates and follow the indructions on the screen, or “NO” to continue audit without this
monthly backup.

[ FREQUENT GUEST FILE 1
I Recommended Monthly Master File Backup

Bockup Freguent Guest File 7

Yes

On the first of each month you will aso be prompted to backup your frequent guest account files. You
will need an additional blank formatted diskette(s) for this processs. Do not use ether your norma
backup diskette and do not use the diskette you just used for your rate backup, as any files will be
overwritten. Answer “YES’ if you wish to backup your frequent guest account files and follow the
ingtructions on the screen, or “NO” to continue audit without this monthly backup.

The remainder of the night audit will process. You will be returned to the Night Audit Functions' lig
when the audit is completed. Selected Night Audit Reports will be printed as determined at time of
ingal. You may make changes to these sdections usng the Automatic Report Generator found under
the *General Managers Menu'.
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5.1.3 Reports

Reservations Guests Citv Ledger [JISEEEE. Stats Other

1 Post Guest Room
& Run Night Audit

171222 \JAl| & Users Currently Lagged In
8| 5 Reprint Prior Huodit

Program Date: | é [

Shift; € lse' i 1 Guest Report Henu #1 ]

? Buest Heport Meno HZ

InControl Yersion 4.1y Powered By Computel

This option will dlow you to view ad print all Guest Reports. See Section 3.7 Guest Reports for
reports and report descriptions. Available reports on this menu are:

In-House Guest By Room Housekeeping/Maintenance
InHouse Guests By Last Name Complete Room List
In-House Guests With Company Vacant Room Ligt
Guests Due to Check Out Print ALL Departed Folios
Guests Checked-Out Room Change Report (Today)
In-House Room Rate Report Company Report MTD/YTD
Baance Over Report Room Comment Report
Guest Tax Exempt Report Guest Liging with License #
Guest Survey Report
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5.1.4 UsersCurrently Logged In

Reservations Guests City Ledger Statz MHher

1 Hiaght Audit Functions

: 1 Post Guest Roow
% Eun Hight Audit

THDEFEMD | & Wl & Users Currently

9 Reprint Prior Rudit

Program Date; & Inform Users To Loog Out
Shift: C  Use’ T Inform Users To Log Back In

SHecting this option will alow you to see the Login ID and Termind of Users that are currently logged
into the system.

Terminal

SUPER UISER CCs1

ESC-E=1t

[ Lo CLEAR 1 USERLOOK

<ESC> Exit
Pressng <ESC> will exit the *Users Logged In" screen.

139



5.1.5 Reprint Prior Audit
Beservations Guestz City Ledger Statz  Other
1 Might Hudit Functions
1 Post Guest Hoowm
| 2 Hum Hight Audat
[ 3 Reports
IHDEFEMD & & Uszers Currently Logoed In

5 Reprint Prior Bodit

Program Date; 8 & Inform Users To Log Ouf
Sl B L e | T Inform Uzers To Log Back In

InnControl Version 4. 1g

Enter Date Of Audit:
Copy To Diskette (Y/H);
Ok to Process? (Y/H);

Enter the date of the audit you would like to retrieve in mm/dd/yyyy format. To copy the audit to
diskette, enter a “Y” into the fidd. To send a copy of the prior audit to the printer, leave this fidd filled
with“N”. Press<ENTER> and then enter a“Y” in Ok to Process? or “N” to start over.
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5.1.6 Inform UsersTo Log Out
Reservations Guests City Ledger Statz MHher

1 Might Audit Functions

1 Post Guest Roow
2 Run Hight Audit
Renorts
& Users Currently Logged In
5 Reprint Prior Audi

(st

Program Date; 1T
Back In

( Al y | og
Shift: C  Use o5

This option will sed a message to Usars on other terminds informing them that they need to log out of
the system for the audit to be performed. Press <ESC> to exit the message, or wait 5 seconds to return
to the ‘Night Audit Functions’ lig.

Hex=age Trom “COHPUTEL COMPUTEL\S on 81-31-182 I3om

Please Exit Out of The Computel Property Hanagemont System... Hn
Fucdit Hust Be ormed Vour wi bhe notified when wou nav log
back into the svste hank You
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517 Inform UsersTo Log Back In
Reservations Guests City Ledger Statz MHher

1 Might Audit Functions

1 Post Guest Roow
2 Run Hight Audit
[ Renorts
A & Users Currently Logged In
3 Reprint Prior Rudit
Program Date: | @ & Inforn % o log i
Shift: C l=e — { Inform Uzer= To Log Back In

Lon—Control ¥e on 4, 1g ' d by Lomputel

This option will send a message to Users on other terminds that they may log back into the system, and
that audit is completed. Press <ESC> to exit the message, or wait 5 seconds to return to the Night Audit
Functionslig.

Hessage sent fo NCOHPUTEL . COMPUTEL S

Hessage from COMPUTEL . COMPUTELM? on 01-31-182 11:35om

Uperation Complete '!' You may now log back into the Properety
Hanagenent Susten hand; You

Press ESC to Ewit
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5.2 Displ ay Transactions

Program Date; | 8 1
Shift: ©  lUse—

Fl-Hot Hey= MEHLICLIR

From the Main Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Display
Transactions' and press<ENTER>. The ‘Keys Lookup’ screen will be displayed.

9 VENDING
10 ILLLFHHHL COMMISSION

o - o Enter=Selact
F1B=Tranzaction Sorted ESC=Exit

[ Lo CLEAR 1 PRAVDTLK

This screen provides options to alow a User to print out a list of ALL transaction types, or specific
transaction types, and their totds. The ligt can be printed for a specific shift, dl shifts or the entire day,
and can be generated to the screen or the printer. The list can be sorted by order of Key Code or
Transaction Description.
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<F9> Keys Sorted

Pressng <F9> will dlow you to print a list of dl transactions sorted in Key Code order. Enter “A”, “B”,
“C” or “U” to report for a specific shift, or enter “D” to report on the entire day. Enter “S’ or “P’ to
send the data to the Screen or Printer. The report will contain the following fidds Shift, Reference,
Description, Amount, Key, Totd thiskey, and the Grand Totd.

<Enter> Select

While highlighting a Key Code in the list, pressng <ENTER> will print a list of ALL pogtings for the
selected Key Code. Enter “A”, “B”, “C” or “U” to report for a specific shift, or enter “D” to report on
the entire day. Enter “Y” to print pogings from ALL sysem terminads or “N” to include only the
terminal the User is currently on. Enter “S’ or “P’ to send the data to the Screen or Printer. The
following fields are found on this report: Shift, Reference, Description, Amount, and Totd.

<F10> Transaction Sorted

Pressng <F10> will print a list of dl transactions sorted in Transaction Description order.  The ligt will
dat with Payment Code transaction postings, then continue with Charge Code transaction postings.
Enter “A”, “B”, “C” or “U” to report for a specific shift, or enter “D” to report on the entire day. Enter
“Y” to print posings from ALL sysdem terminds or “N” to include only the termind the User is
currently on. Enter “S’ or “P’ to send the data to the Screen or Printer. The following fidds are found
on thisreport: Shift, Reference, Description, Amount, and Totdl.

<ESC> Exit
Pressing <ESC> will exit the *Keys Lookup’ screen
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5.3 Shift Change Menu

INDEPEND| ©

Program Date: | 8
| —

InnControl Version 4. 1g

From the Main Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Shift Change’
and press <ENTER>. The shift change window will be dislayed. If you have more than one
workstation, al other users must log out before a shift change can be performed.

531 Charge’Cred|t Summary

Reservations

| 5 W
IMDEFEND r

Program Date: | & oS 1
Shift: € LUse — @] Dﬂl]y Deposit Report

InnControl Version 4. 1g ‘owerad By Computel

This report will show a breakdown of charges and payments posted on the current date. Answer “Yes’
to print the report for dl terminas, or “No” to select atermind.
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=lerninal Set
Terminal ' Printer Dutput
| Hame Printer Port Bin

T @R 0

Fi=%0t Port Fo=Delete Fi=Add F8=Edit  ESC=Exat

[ LOG CLEAR ]

Highlight a termina and press <ENTER>. The report can be printed to the screen or the printer; sdlect
“Yes’ to send it to the printer, or “NO” to view it on the screen.  This report is described in further
detail in the Report Appendix.

5.3.2 Shift Deposit Drop
Statz  (Other

Audit Functions

THDEPEND | ¢

Program Date; | &
Shift: C l=e —

Lon—Control Yersion 4.1g ‘owerad by Computel

Thiswill dlow the current shift to enter the total amount of money they are deposting for their drop.
Enter the dollar amount in ddd.cc format and press <ENTER>.

The deposit report will display on the screen. Press <ENTER> to continue.
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.08
il
Q.08

a.
a. l.1l.1
H i3]

To change to the next shift, answer “Yes’. You will be prompted to backup to diskette. Enter a diskette
into the diskette drive and press <ENTER>. When the backup is completed, press <ENTER> to
continue. A copy of the Deposit Drop report will be printed on the printer, and the shift will be changed.
Ansvering “No” will return you to the *Shift Change’ menu. The following fidds are present on this
report: Shift, G/Ledger, C/Ledger, R/Ledger, Ledger Totals, Net Receipts, Total Deposits, and

Over / (Short). See the Report Appendix for more detall.

5.3.3 Daily Deposit Report

Reservations Guests City

1 Charge/Credit Summary
Program Date: 2 Shift I]ensn I]r‘n
Shift: € Usa— 3

InnTControl Version 4. 1g Fowared By Computel

This option will print a report showing dl shifts and the payment types tha have been pogted per shift.
The depost amount posted and any difference for each shift will aso be shown on this report. Enter “S’
to send the report to the Screen, or “P’ to send the report to the Printer. The following fields are present
on this report: Shift, Payment Types, Shift A, Shift B, Shift C, Shift U, Totds Shift Totds Shift
Depogts, and Over / (Short). Seethe Report Appendix for more detail.
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5.4 Clean/Dirty Block

Reservations G s ity Ledger [TIEREEE. Stats Other

ight Audit Functi

IHDEFEND

Program Date:
Shift: ©  l=e

Fl=Hot Key= MEHUCLUR

From the Man Menu, press the Right or Left Arrow key to highlight “Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Clean / Dirty
Block’ and press<ENTER>. The *Room Clean / Dirty Block’ screen will be displayed.

m Clean/Dirty Block
Oecupied? On Maint?

Z 1 L

|i!rm]

[ LOG CLEAR

This screen will alow a User to search for and select aroom, and mark the room as clean or dirty.

Room Number:
The number of the room
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Status:
“Housekeeping Required” will be digolayed if the room is in dirty status. No message will appear if the
room is clean.

Occupied?:
A “Y” will be displayed if the room is currently occupied. This fidd will be blank if the room is not
occupied.

On Maint?:
A “Y” will be displayed if the room is currently on maintenance block. This fidd will be blank if the
room is not on maintenance block.

If the room that is highlighted has a mantenance comment, it will appear bdow these fidds as you
scrall through the lig.

<F2> Search
Pressng <F2> dlows you to search for a specific room number. Enter a room number and press
<ENTER>.

<Enter> Select

Press <ENTER> while highlighting a room that does not have a “Housekeeping Required” message to
mark the room as dirty. “Housekeeping Required” will appear next to the room.  Press <ENTER>
while highlighting a room that has “Housekegping Required” dready set to mark the room as clean and
remove the message.

<Esc> Exit
Pressng <ESC> will exit the ‘Room Clean / Dirty Block’ screen.
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5.5 Maintenance Rooms

Reservations Guests City Ledger

: (ol 1]
INDEPEND| & Manu

{Util
Program Date: |
Shift: € lse ——

InnControl Version 4. 1g Fowared By Computel

From the Man Menu, press the Right or Left Arrow key to highlight “Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Maintenance
Rooms and press <ENTER>. The ‘Rooms on Maintenance’ screen will be displayed. Sdecting this
option will dlow a User to search for and sdect a room to put the room on maintenance block or remove
it from maintenance block. A User can aso view maintenance history for rooms.

Room Number:
The number of the room

M aintenance Reason:

The reason the room is marked for maintenance block

Reported:

Current business date, automatically filled when the room is set to maintenance block

Release Date:

The date the room will be rdeased from maintenance block automaticaly by the system after Night
Auditisrun. If not filled, thiswill default to the current business date.

Time

Current time, automaticdly filled when the room is set to maintenance block

Rent?:

If the room cannot

Enter a“Y” into this fidd if the room can ill be rented while on maintenance block.
be rented while on maintenance block, enter an “N”.



OC:
An * will be present in this fidd if the room is currently occupied. This field will be blank if the room is
not currently occupied.

<Enter> Edit
While highlighting a room number, pressng <ENTER> will place a room onto maintenance block. Fill
in the necessary information.

<F2> Search
Pressing <F2> will dlow a search for a specific room number.

<F7> Repair / Fix
While highlighting a room that is on maintenance block, pressng <F7> will remove the room from
maintenance block status.

—Rooms on Haintenance
Roon Release
Humber i Reported Date

Dezcription Repor ted Time Repaired Time

d. -I_ ; 1
(WP AUCET | ERKTNG p3/02/ 200010 : 26 anflla 02/ 2002010 - 20 _onll
1n

<F8> Repair History

While highlighting a room number, pressng <F8> this will display the ‘Room Maintenance History’
screen. This screen lists past information on the sdected room.  The Description, Reported Date and
Time and Repaired Date and Time will show for each occurrence. Press <ESC> to exit this screen.

<Esc> Exit
Pressng <ESC> will exit the ‘Rooms on Maintenance’ screen.
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5.6 Manual Backup to Diskette

enervdiions LUssis

THDEPEND |

Program Nate;
| e

InnControl Version 4. 1g Powered By Computel

Fl-Hot Heys= MEHUCLUR

From the Main Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Night Audit
Functions and press <ENTER>. Highlight ‘Manual Back-Up To Diskette’ and press <ENTER>. The
sysem will automaticdly prompt for a backup after each shift change and during Night Audit. This
option is available for any additiona system backups.

| Program Date:

Manual Backuo
F Backup To Diskette{=s}7?

MARERCK

Insert and remove a diskette when prompted by following the instructions on the screen.
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5.7 Utility Reports

Reservations Guests City Ledger Statz  (Other

Program Date;
Shift: C lU=e

InnControl Version 4.1y Fowered By Computel

From the Main Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Utility Reports

and press <ENTER>. The Reports menu will display. Highlight the desred report and press
<ENTER>.

Reservations Guests City Ledger JEEBEEIE Stats  Other

_:I_. Hight Audit Functions

1 Housekeaping Report

| 2 Charge/Credit Sumrary
BN 2 Complete Room List

A EHE | & Macant Room List

2 Daily Deposit Summary

T G & User Options Reports

Shift: € Usa- T Yoid Transactions Report

Inn—Control Version &4 14 Computel

The avallable reports on this menu are Housekeeping Report, Charge / Credit Summary, Complete
Room List, Vacant Room List, Daily Depost Summary, User Options Reports and Void Transactions
Report. See the Report Appendix for more detall.
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Housekeeping Report - Standard

The Housekeepers Report will list room number, description, status, maintenance, and any comments.
A report symbol legend is printed at the top of report. A filter option window will be dislayed. Enter
“B” to print dl room numbers, enter “O” to print only odd numbered rooms, or enter “E”’ to print even
numbered rooms. Y ou may aso further limit the report by selecting arange of room numbers.

Housekeeping Report - Weekly
The weekly housekeeping report is intended for extended stay property use, as it additiondly shows
cleaning day schedules. A room filter window is provided on this report as well.

Housekeeping Report - Room Comments
The Room Comment Report will print al rooms thet contain any information in the Rate Comment fied
of the guest folio in room number order.

Charge/Credit Summary
The Charge/Credit Summary is a liging of al charges and credits posted ether by sdected shift or for
the complete day. Thereis an option to send the report to the printer or to the screen.

Complete Room List

The Complete Room Ligt will print the status of all room numbers on the property. If the room is
occupied it will aso list guest check out, payment, and baance information.  This report can be viewed
on screen or sent to the printer.

Vacant Room List
This sdection will print a lig of al vacant rooms, and non-rentable rooms may be excluded if desred.
This report can be viewed on screen or sent to the printer.

Daily Deposit Summary
This option will print out areport showing al shifts and payment types that have been posted, per shift.

User Options Reports

This option will display a window listing the User Number and Login ID of dl Usa's  Press <F7> to
print an Arrivas List of reservations created by the sdected User. You may search for a specific User
by pressing <F2>. Press <ECS> to «it the User Login Option’ window and return to the ‘Reports
menu.

Void Transactions Report

This sdlection will print a lig of void transactions processed for the sdected shift or the full day. This
report can be viewed on screen or sent to the printer.
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5.8 Interface Menu

Reservations Guests City Ledger Statz MHher

Program Date; 3 erfa i
sl.lif.t [. I.I:E SEE AL O £ AT TR T

Irn—Control Version 4 L] Powerad by Computel

From the Main Menu, press the Right or Left Arrow key to highlight ‘Utility’ and press <ENTER>. The
‘Utility menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Interface
Menu' and press <ENTER>. This menu will dlow you to turn on the various interfaces tha are set up
with your sysem. This may include Call Accounting, Central Reservations, Movie, Door Lock, Point of
Sale, Voice Mail or PBX.  Highlight the interface you wish to enable, and press <ENTER>. Press
<F12> to toggle to the interface display screen, to verify the sdected interface is enabled.
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6 Stats

6.1 Hotel Statistics

Reservations Buests Uity Ledger Utility SEGE Dher

-. 91 Statistics

THDEPEMDENT TEST PROPERTY

Program Date: Q80372002 3:55 pm
Shift: € User: GM

From the Man Menu, press the Right or Left Arrow keys to highlight ‘Hotel Statistics and press
<ENTER>. Current Statistics for the current business date will be displayed.

—— Current Statistics - B3/02/2002 Shift B r
——25—S—JI15—180—

Yacant Hooms oooooosaio o 95 180 _Ba
Housekeeper T - 1365
Maintenance Rentahle 1] A
Maintenance Blocked @ 0.
Ready £t —— 92 .63%

—i—25—5f—75—100—
Docupied Fooms . ...... ... ..., @ 0.9
heck-Out ] A Bax
Stay Ouer 1] a . B

; —i—25—50—75—108—

Reservations .......ovviiie @ 0.00%
Guaranteed t] A
Kon-Guaranteed L] A e

—i— 22— af—75—100—

Projected Availability .. .... 9 ——— 188 e

Prajected Occupancy ... .. i A e

Current Ruerage Rate: A.08 Rew PAR A .08 Reu PAC a.a8

HOTSTATS

Vacant Rooms:
The current number of vacant rooms

Housek eeper:
The current number of rooms requiring housekeeping service

M aintenance Rentable:
The current number of rooms on maintenance block, but are ill rentable
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M aintenance Blocked:
The current number of rooms on maintenance block, but are not rentable

Ready:
The current number of rooms available for rent calculated by:
Vacant Rooms - Housekeeper - Maintenance Rentable - Maintenance Blocked = Ready

Occupied Rooms:
The current number of occupied rooms

Check-Out:
The current number of occupied rooms due to check-out today

Stay Over':
The current number of occupied rooms due to Stay over today

Reservations:
The current number of reservations scheduled to arrive today

Guar anteed:
The current number of guaranteed reservations scheduled to arrive today

Non-Guar anteed:
The current number of non-guaranteed reservations scheduled to arrive today

Projected Availability:
The system’s current projection of availability of roomsfor the day caculated by:
Ready + Housekeeper = Projected Availability

Projected Occupancy:
The system’s current projection of occupancy for the day cdculated by:
Occupied Rooms - Check-Out + Stay Over + Reservations = Projected Occupancy

Current Average Rate:
The current average rate of dl guests and reservations in the system for the day cdculated by:
total room rate of today’ s guests + reservations/ total number of today’ s guests + reservations

Rev PAR:
The current revenue per available room calculated by:
total room rate of al in-house guests / tota number of roomsin the hotel

Rev PAC:

The current revenue per adult count calculated by:
total room rate of al in-house guests/ total number of adults in occupied rooms
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7 Other

7.1 General Managers Menu

Reservations Guests City Ledger Utility Stats (K=

l 1 General Hanﬂ-Fr's Fenw :
e For

TNDEPEWDENT TEST PROP

Program Date: Q8/1057002 3
Shift: € User: GM

From the Main Menu, press the Right or Left Arrow key to highlight ‘Other’ and press <ENTER>. The
‘Other’ menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘General
Managers Menu’ and press<ENTER>. The‘'General Managers menu window will be displayed.

Reservations Guests Citw Ledger Utility Stats [

1 Maintain U=zer Logins

# Rebuwild Room Heailability
3 Rate Maintenance

L By=ztem Setlp Options

A0 EHE SNl 5 Close-Out Date Maintenance
& Change Spster Time

el IERGEGEFS RS 7 Automatic Report Generator
Shift: C  User: GM & Add Year To Availlability
9 Manager's Wenu #

Lon—Control Ver

Access to the ‘General Managers Menu’ is limited to users with an access level of 8 or higher, normaly
reserved for the General Manager only.
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7.1.1 Maintain User Logins

This option will dlow the addition, modification and deetion of User Logins for both onproperty and
off- property Users.

"'”'-'h'r'r' ] :_'|!'_|'i n '_'i T'.'_' Se L .' [% inte 1 P
User :
Humb  Login LD

=r

="
-

I :-

yid
i
i
M
"
y
Y

i "
I!'

Fa=lelete User Fi=Add U=zer Fa=Change Pazsword
Enter=Edit ESC=Enit

User Numb:
The number assigned to the User by the system

Login ID:
The ID, code, or name assigned to the User

Password:
The password of the User

User Level:
The access levd assgned to the User. Leved 8 is generaly used for Generd Managers, 7 for other high
level management and 6 or below for al other users.

Login Date:
The current date will display here, if the User is currently logged into the system.

Void Priv:
A “Y” isentered or displayed in thisfield if the User has permission to void transactions

Grp Chk:
A"Y” isentered or displayed in thisfidd if the User has access to the Group Functions menu

Audit Rights:
A “Y" isentered or displayed in thisfidd if the User has access to the Night Audit menu
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Non-Prop User?:
A "Y” isentered or displayed in thisfidd if the User is an off- property User with system access

Description:
The name of the User

Terminal Name:
The termind that the selected User has been assigned to

Default Charge Key Category (Blank for none):
Entering a charge key category into this field will redtrict the User to posting only charge codes assgned
to the specified charge key category. Leaving thisfidd blank will alow the User to post any charges.

Allow Refund / Adj?:
A “Y” isentered or digplayed in thisfidd if the User has permissons to post refunds and adjustments

Allow Rate Override?:
A *Y” isentered or disolayed in thisfidd if the User has permissonsto override reservation rate

Tender Cash Balance?:
If a “Y” is entered or displayed in this fied, when the User posts a Cash payment an Amount
Tendered/Change Due pop-up window with be in effect

Allow TAG Edit?:
A "Y” isentered or digplayed in thisfield if the User has permission to add or edit Travel Agent records

Verify Payment Method ON Check-Out?:
A “Y” is entered or displayed in this field for the User to be prompted with a message during guest
checkout to verify the payment method

Edit Hotel Accounts?:
If a“Y” is entered or displayed in this field, the user has permission to add, edit, or delete Hote Guest
Accounts

Allow Individual Folio Close-Out?:
If a*“Y” is entered or displayed in this fidd, the user has permisson to close out individual folios on a
guest with multiple folios.

<F2> Search
Pressing <F2> will dlow asearch for aUser by Login ID.
<F6> Delete User

Pressing <F6> will dlow you to delete the selected User. Answer “Yes’ to delete the User, or “No” to
return to the User list.
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<F7> Add User

Pressng <F7> will dlow the addition of a new User. A new User can be assgned to one specific
termind or multiple terminds. Answer “Yes’ to the question ‘Add Login(s) for a user? to continue, or
“N0" to escape without adding a new user.

Refund/Adijust 1 F
H:.E ] sl ] Tﬂl'-'; F-J'I 17 4k

_ Hot Installed |

ESC=Exil

Continue to enter the fields as defined above. Press <F10> to save the record when complete or <ESC>
to exit without saving the new User.

<F8> Change Password
While highlighting a User, pressng <F8> will dlow you to change the password of the selected User.
Answer “Yes’ to change the password, or “No” to return to the User list.

<Enter> Edit
While highlighting a User, pressing <ENTER> will alow you to edit the User information.

<ESC> Exit
Pressing <ESC> will exit the ‘User Login File Setup / Maintenance’ screen.

7.1.2 Rebuild Room Availability

SHecting this option will rebuild your room availability in the event that inventory or room daus seems
to be incorrect. Answer “Yes' as prompted to rebuild the room availability, or “No” to return to the
Generd Manager’s Menu.
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7.1.3 Rate Maintenance

Rezervations Guests Citw Ledger WUtility Stats [IHCH

1 Maintain User Logins
He K I ci [

J Rate Maintenance
£ sy=tem setlp Uptions

A0 EHE SN 5 Close-Out Date Maintenance
B Change System Time

el RIERGEGHES R 7 Automatic Report Generator
Shift: C  User: GM 8 Add Year To Availabilaty
9 Manager's Wenu #

| Li?n,_.' |_.‘|_:-|n|::-|_4 |_|_':]_

Sdlecting this option will dlow you to manage your property rates.

7.1.3.1 Standard Rates

Reservatior £ doer  Utility

1 Maintain lUser Logins
& Rebuwild Room Aeallability

3 Rate Maintenonce
IHDEFEMDEMWT TES

Program Date: B8/10/20
Shift: ©C  User: G——

The standard rates are any rate types that are not associated with Group bookings.
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r Rate Types
RATE TYFE HELF

Select the Rate Typs You
would like to nnrt with

and press the Enter Kou.

ENTER=5elect
Fa=R-Fer ESC=Emit

[ Lo CLEAR 1

Rate Types
Inthisbox you will seealigt of rate types, including a description and the rate type code.

] T2 11k
RACK RATE ROOH TYPE HELP

Select the Room Twpe You

would like to work with
for thix Rate Type and
press the Enter Heu.

EHI)

ENTER=New
Fi-Seazonz ESC-Exit

<ENTER> Select
While highlighting a rate type, pressng <ENTER> will dislay the room types window lising rooms
associated to the selected rate type.
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r Rate Tvpes

RATE TYPE HELF

Select the Rate Typs You
would like to nnrt with
and press the Enter Kou.

[ Lo CLEAR 1

<F9> X-Per
Pressng <F9> will dlow you to set the extra person, children 12 and under, and children 13 — 17 rates.
Enter the gppropriate rates into the designated fields in ddd.cc format and press <ENTER>.

<ESC> Exit
Pressing <ESC> will exit the ‘Rate Types' screen

ate [wpes
RACKE RATE ROOM TYPE HELP

Room Type= Select the Room Twpe You

would Like to unrt with

for this Rate Tvpe and

? DOUBLE BEDS /N HOD1 | press the Enter Kew,

? KING BEDS/M HEE1
K11l

1 KING BEI Mk1

1 QUEEM BED/E/M EH1

ENTER=Mew
Fo=Seasons ESC=Exit

Room Types
In this box you will see a description of the room types associated to the selected rate type, as well as the
room type code. Press <ESC> to exit this screen.

<ENTER> New

While highlighting a room type, pressng <ENTER> will dlow you to enter a new date range and build
anew season for the seected room type.
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RACK ROOM TYPE HELP

Select the Room Twpe You

would like to work with
for thiz Rate Twpe and
prezs the Enter Kew,

ENTER=Mew
F9=Saazons ESC=Exit

Enter a “To” and “From” date in mm/dd/yyyy format into the desgnated fields of the pop-up window
and press<ENTER>. The *Rate Amounts window will display.

RACK RATE AMOUMT HELP

Room Tup — - Enter the rate amounts for

2 QUEEH B ] the selected Rate Type,

- Foom Twpe and Date Range
Selectad

F3=Copy Sunday ESC=Enit

In the Sunday fidds, enter the 1-Person, 2-Person, 3-Person and 4Person rates in ddd.cc format, and
press <ENTER>. If the same rates will apply for adl days of the week during the specified date range,
you may press <F9> to copy the Sunday rates into dl days of the week. If there will be different rates
for certain days of the week, continue to enter the rates in the appropriate fidlds. To exit without saving
any changes, press <ESC>.
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ROOH TYPE HELP

Select the Room Tupe You

would like fo work with
for this Rats Tvpe and
nress the Enter Kew.

1 KING BF ri'
1 QUEEN BED/H

ENTER=New Fo=Dailv Rates
Fi=% Off Raclk Fa=% DFf Rack
Fo=Seazons FSC=Emi t

[ LOG CLEAR

<F7> % Off Rack

While highlighting a room type for a Rate Type other than Rack, pressng <F7> will alow you to define
rates that are a percentage amount off of Rack. All room types associated to the sdected rate will be
changed for the date range.

r ﬁuie l)pe‘
I E F ROOH TYPE HELP

Select the Room Twpe You

would like to work with

for thiz Rate Type and
pross the Enter Key.

03/02/2002 - B4&/02/7

Percent OFf: |

Enter a “From” and “To” date in mm/dd/yyyy format. Enter a whole number percentage amount into
the Percent Off field and press <ENTER>.
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ROOH TYPE HELP

Select the Room Tupe You

would like fo work with
for this Rats Tvpe and
nress the Enter Kew.

1 KING BF ri'
1 QUEEN BED/H

ENTER=New Fo=Dailv Rates
Fi=% Off Raclk Fa=% DFf Rack
Fo=Seazons FSC=Emi t

[ LOG CLEAR

<F8> $ Off Rack

While highlighting a room type for a Rate Type other than Rack, pressng <F8> will dlow you to define
rates that are a dollar amount off of Rack. All room types associated to the selected rate will be changed
for the date range.

& lﬁpe- -
ER RATE &1 ROOH TYPE HELP

Select the Room Tupe You

would like fo work with
for this Rats Tvpe and
nress the Enter Kew.

B3/0252002 - B
Dollar OFF: $ 10 06_

[ LOG CLEAR

Enter a “From” and “To” date in mm/dd/yyyy format. Enter a dollar amount in ddd.cc format into the
Dollar Off and press<ENTER>.
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r Rate Typez ———

RACK RATI ROOM TYPE HELP

Select the Room Twpe You
would like to work u_i_ts
[ o i DE_dn

s
: o1 & QUEEM BEDS/SH
Rate Type: RACK  RACK RATE

60 00|l 65, 00
ENTER=Hew A 08| 95, 00

F9-Seaszons

F2=8aarch Enter=Edit Esc=Ewit

[ L0 CLEAK ] CORAL

<F9> Seasons
While highlighting a room type, pressng <F9> will alow you to view the rates by seasons.  You may
press <F2> to search for a specific date.

gie _E‘ Ly ?F_f'E e —————_ :
RACK RATE Rck | RATE AHOUNT HELP
R Roow Types ———y Enter the rate amounts for
G| & DUEEN the selected Rate Tupe,
If Room Tywpe and Date Rangse
Selected

- B8/11/2002

ounts

L
+
£
LY
%
%
S
%

F9=Copy Sunday ESC=Enit

[ LG CLEAR 1 CORS

<Enter> Edit

Pressng <ENTER> on a highlighted rate season will dlow you to edit the rates for those same season
dates. Press <ESC> to exit without saving changes. To exit the ‘Rate Seasons window, press <ECS>
again.
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7.1.3.2 Group Rates

iwests Citw Ledger Utility Stats (S

1 Maintain User Logins
¢ Rebuild Room Awailability

3 Rate Maintenance

INDEFEMDENT TESTH o Close-Out Date Maintengnce
& Change Spst i
Program Date: B8/18/20 Aurt om H EMErT

Lon—Control ¥e

Sdecting Group Rates will provide access only to rates and rate seasons associated to Groups that have
been built under the Group Functions menu.  This option provides the ahility to customize Group Rates
by roomtype and person at the same level of detall as Standard rates, if desired. See the Standard
Rates section for more detall.
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7.1.4 System SetUp Options

Sdecting this option will dlow you to enter generd property information for guest receipts and
reserveions, as wel as set certain transaction options in the sysem. The ‘Property Information File
Maintenance Screen 1' will be displayed.

Your Prompt Pavme

=t Falio ©

Computel '

F=Previous Screen Fli=Next Screen Fli=Save Changes ESC=Fxit

Company Namel.:
The name of the hotd that will appear on guest receipts, reservation confirmations and invoices

Address #1.
The address of the hotel that will appear on guest receipts, reservation confirmations and invoices

Address #2:
An additional address of the hotel that will gppear on guest recepts, reservation confirmations and
invoices

City, ST Zip:

The city, state and zip code of the hotel that will appear on guest receipts, reservation confirmations and
Invoices

Telephone:

The teephone number of the hotel that will gpopear on guest receipts, reservation confirmations and
invoices

Fax:
The fax number of the hotel that will appear on guest receipts, reservation confirmations and invoices

Manager Name:
The name of the Generd Manager of the hotdl
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I nvoice Comment:
A comment to be printed at the bottom of invoices

Reservation Comment:
A comment to be printed at the bottom of reservation confirmations

Guest Folio Comment:
A comment to be printed at the bottom of guest folio receipts

<F7> Previous Screen
Pressing <F7> thiswill display the previous screen

<F8> Next Screen
Pressing <F8> thiswill display the next screen

<F10> Save Changes
Pressing <F10> will save any changes made to the fields on the screen

<ESC> Exit
Pressng <ESC> will exit the ‘ Property Information File Maintenance Screen 1’ screen
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rProperty 1 n File Mainte
Print Vo : | Confirmations = (W/HD
Print Chec [ e e e
Require tr ion de ) s Postings 7 ¥ (Y/N)
Dizplay available rooms ; 7 (W)

Hsk to book iture Fes = Fimete 1Y/H)

ch Transactions 7-—————————-——-—— N {¥/H]

Verify Credit Card Mumber Entry - ——— ¥ (¥/H)
Do HOT Automatics { heck-In P-————--- [¥/H)
Ask if The room is v to rent after Check-Out 7 (¥/H)

F1=Previous Scresn Fi=Hext Scresn Fli=Save Changes ESC=Enit

Print Void / Refund Confirmations?:
Enter a“Y” into thisfidd to print avoid / refund verification dip after avoid or refund is processed.

Print Check In/ Out Time on Guest Folio?:
Enter a“Y” into thisfield to print the check-in and check-out times on the guest folio receipt.

Requiretransaction description for Miscellaneous Postings?:
Enter a“Y” into thisfield to require a User to enter adescription for amiscelaneous item posting.

Display availableroomsin Check Out Date Order?:
Enter a “Y” into this fidd to display available rooms by order of check out date. Enter an “N” or
leaving the fidd blank to display available rooms in room number order.

Ask to book futurereservation at check-out?:
Enter a“Y” into thisfield to display a question during check-out that prompts for future reservations.

Print Vouchersfor all Cash Transactions?:
Enter a“Y” into thisfield to print a cash verification dip after a cash transaction has been posted.

Verify Credit Card Number Entry?:
Enter a “Y” into this field to enable the sysem to verify the proper number of credit card number digits
and credit card number format for the credit card type entered on areservation or guest record.

Do NOT Automatically post Room / Tax upon Check-In?:
Enter a“Y” into thisfield so that the system will not auto-post room and tax upon checking in a guest.

Ask if Theroom isready to rent after Check-Out?:
Enter a"Y” into thisfield to prompt the User to answer a question at checkout.
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‘Property Information File Maintenance Screen 3 is only avalable if the option to print regidration
cardsis set up on the system.

rProperty Inforwation File Maintenance Screep 3———————

RESERVATION CHRD SETUP INFORMATION:

FT-Previous Screen Fi=Hext Screen Fl8=Save Changes ESC=Ewit
[ LOG CLERR |

Check Out Time:
The check out time for guestsin hh:mm military time format that will print on registration cards

Omit printing of guest name on Regcard?:
Enter a“Y” into thisfield to prevent the guest name from printing on registration cards

Reservation MessageLine 1:
Enter afree form text message to print on guest registration cards on thisline

Reservation Message Line 2:
Enter a second free form text message to print on guest regidtration cards on thisline

Reservation MessageLine 3:
Enter athird to print on guest regigtration cards on thisline

Reservation Message Line 4:
Enter afourth free form text message to print on guest regidtration cards on thisline

Reservation MessageLine5:
Enter afifth free form text message to print on guest regigtration cards on thisline,

Disclaimer Lines12 3 4:

If your property is usng pre-printed regigtration cards with disclamers incuded, these fidds will not be
avalable for edit. If your property does not use pre-printed regidration cards, you may use these fidds
to add your own property disclamers.
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7.1.5 Close-Out Date Maintenance

SHecting this option will dlow you to input Period End Dates for Accounting Periods. These are the
dates on which the system will run month ends, if you do not wish to perform them on the traditiond 12-
month cadendar ending dates.

lut Date Maintenance

d Date Year End (Y¥/N)

Each entry marked w
Year End the YTD to

F2=8garch Fé=Delets

Period End Date:
The period end date in mm/dd/yyyy format

Year End (Y /N):
Enter a“Y” inthisfield to designate the sdected period to be the last period of the year.

<F2> Search
Pressng <F2> will dlow a search for a specific period by date. Enter the date in mm/dd/yyyy format
and press <ENTER>.

<F6> Delete
While highlighting a period, pressng <F6> will delete the selected record. Answer “Yes' to delete the
period, or “No” to return to the list.

<F7> Add
Pressng <F7> will alow the addition of anew period.

<Enter> Edit
While highlighting a period, pressing <ENTER> will dlow modification of the selected period.

<ESC> EXxit
Pressng <ESC> will exit the ‘ Periodic Table Maintenance’ screen.
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7.16 Change System Time

CHANGE PROGRAM TIME

Enter Mew Time: 10:20 AM (AM/PM)

se=Ahort
[?Ehdnua Tima? 1

|
[

Sdecting this option will dlow you to change the time on the sysem. Enter a new time in hh:mm time
format, then enter ‘AM’ or ‘PM’ and press <ENTER>.

7.1.7 Automatic Report Generator

:'.]?Eeu (Description

IRUDLT TRIAL EA E ! [ 2
\GUEST LEDGER A — .
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=y
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=
=

-

=
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=

Fi1=Help Fi=ReNumber Fld=%awe EF5C=Fwnit
AREPORTS

This menu sdection contains a window listing reports that can be automaticaly printed during the audit.
Some reports are required to be generated, for tracking purposes, but whether or not the reports will
print and how often, can be set as desired. There must be a“Y” entered in ether the “EOM” field or one
of the days of the week for a report to print. A report can be set to be stored in higtory without being set
to print.
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Req:
This fidd is display only and indicates which reports are required by Night Audit. Any report marked
with a“Y” will be gored in history even if you choose not to print it.

Description:
Thereport title

Order:
This field indicates the print order of the reports. Using the Renumber option will dlow you to change
the order.

EOM:
A “Y" entered here will indicate which reports will be printed at the end of the month

SMTWTES.
These fidds indicate the days of the week. Enter a “Y” under which day of the week that you wish for
thereport to print. To print areport daily, enter a“Y” under ever day of the week.

History:
Enter a“Y” inthisfiddif thisreport isto be stored to history

Current Business:
This fidd is disgplay only and indicates the highlighted report is being generated for the current business
day

Next Day’sBusiness:
This fidd is digplay only and indicates the highlighted report is being generated for tomorrow’s business

day

<F1> Help
Pressing <F1> will display the help window, with an explanation of the report.

<F4> ReNumber

If you wish to change the order in which the night audit reports print out, press <F4>. The numbers will
be reset s0 that there is one space between each report.  The missng numbers can then be reassgned to
any report you wish to move. The renumbering process can be repeated as many times as necessary

<F10> Save
While highlighting areport, press <F10> after making any changes

<ESC> Exit
Pressing <ESC> will exit the user out of the Report Generator screen.
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7.1.8 Add Year to Availability

This option will dlow you to add another year to the current avalability. By doing this, you incresse
your hotd availability display as wel as booking capability. Answer “Yes' to continue to add the
avallability, or “No” to return to the menu.

7.1.9 Managers Menu #2

Reservations Guests City Ledger Utility Stats

1 Maintain lUser Logins
Z Rebuild Room Availability

3 Rate Maintenance
== Ml L Confirmation Nessages  J|ce
! ges
Program Date:; 05
Shift: L User:

™
oad Hudit

InnControl Version 4.11 ‘owerad By Computel

Sdecting this option will present you with more Generd Manager options.
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7.1.9.1 Confirmation Messages

This option will dlow you to creste messages to be printed at the bottom of guest reservation
confirmations. 'Y ou will be able to select amessage to print at the time of printing the confirmation.

STANDARD THAKE YOu
WIP GUEST ARRTWAL MWESSAGE

CONFMESS

M essage #:
The number of the message assigned by the system

M essage Description:
A description of the confirmation message

<F6> Delete
While highlighting a confirmation message, pressing <F6> will ddete the sdected messsge  Answer
“Yes’ to delete the message, or “No” to return to the confirmation message display.

<F7> Add
Pressing <F7> will dlow the addition of a new confirmation message.

<F8> Edit
While highlighting a confirmation message, pressing <F8> will dlow you to edit the sdected message.

<Enter> Select

This key will exit the user from this screen. When printing a confirmation, you will press <ENTER> to
select the message and exit the * Confirmation Message Maintenance’ screen.
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Firmation ine Maointena T

LAGE 1 HOK GTD ARRIVAL TWFORMATLOKW

iE HELD LIN
E UHABLE ToO : E
WAL WITH A CRED = NE YOU FOR CHODST -PEMDENT HOTELS

Uze Arrow Keys, Function Eeus

Fe=Delete Enter=Edit

CORFDET

<F9> Add Message Lines
Pressng <F9> will display the ‘Confirmation Message Line Maintenance screen, which adlows you to
add, edit or delete additiond lines of text for the sdlected confirmation message.

<ESC> Exit
Pressing thiswill exit the * Confirmation Message Maintenance' screen.
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7.1.9.2 City Ledger Dunning Messages

This option will dlow you to creste messages to be printed at the bottom of city ledger invoices. You
will be able to select which message to print at the time of printing an invoice.

oice Hessase Malntenance——— :
Hessage # Message Description

I HLL INYOICE DUE 38 DAYS LII]I"I HECEIFT
HHME YOU H OUR COWTINL HESS

kevs, Function Kews

Fo=Delete Fi=Add Record Fa=Edit Record
F¥=Irput Meszage Lines Enter=5a]ect ESC=Fwit

M essage #:
The number of the message, assigned by the system

M essage Description:
A description of the invoice message

<F6> Delete
While highlighting an invoice message, pressng <F6> will delete the sdected message. Answer “Yes’
to delete the message, or “NO” to return to the invoice message display.

<F7> Add Record
Pressing <F7> will dlow the addition of anew invoice message

<F8> Edit Record
While highlighting an invoice message, pressing <F8> will dlow you to modify the selected message.
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seage Line Maintenance

i HLL IWVOLCE FAYMENITS DUE 3@ DAYS UPON RECELFI

Line Dezcription

PLESSE CALL &8 i~ IF THERE ARE ANY OQUESTIONS BEOUT THIS CE
HHY BILLING OWS HUST BE RESOLVED WITHIN 28 DAYS UFON HECETFT,

Use Arrom Kevs, Function Kews, or 'ESC' 1o Emat

Fo=lelete F =Rl Enter=Edit ESC=FEm1t

<F9> Input Message Lines
Pressng <F9> will digplay the ‘Invoice Message Line Maintenance’ screen which dlows you to add,
edit, or delete additiond lines of text for the sdected invoice message.

<Enter> Select

This option is not active from the Generd Managers Menu.  While in the process of cregting a City
Ledger Invoice, <ENTER> will sdect and insat the specified invoice message into the City Ledger
Invoice.

<ESC> Exit
Pressing <ESC> will exit the ‘ Invoice Message Maintenance’ screen.
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7.1.9.3 Create History Merge File

This option will corvert the name and address
fields in guest history to a file that may be
imported into a word processing program.

(Clurrent Historw or {(Plurged History: =Ce

Enter the desired filename For this output:
FileMame: = .

Frocess: <* (Yies / (No

MERGHIST

If this option is inddled, it will dlow you to cregte a file from your guest higtory records that you can
use to import into other word processing programs for the purpose of mailing letters, etc. If you do not
see this option and wish to have it indaled, contact Computel support

You must have a diskette available to use this option. Enter a “C” or “P’ to indicate whether you are
using the current month's history or purged history. Enter a filename for your output file, whether or not
you wish to include email and web addresses, and then enter “Y” to process. The system will prompt
you for adiskette. Press any key to continue.
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7.1.9.4 Cleaning Codes

Sdecting this option will dlow you to set the legend that prints on the Weekly Housekeeping Report for
extended stay guests.

i Cleaning Codes
Clearn

Day # Legend
M SERVICE
TOYELS
RASH
HO SERVICE
TOKELS

TRASH
NO SERVICE

e

Day 2
Day 3
Day &
Day 5
Day &

For each day, enter a cleaning duty into the Legend field and press <ENTER>. Press <F10> to save the
entries. Press <ESC> to exit the ' Cleaning Codes’ screen.
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7.1.9.5 Room Number Options

Setup Maintenance

#beds Last Checl Out

B.00 YTD Rew A, B0
¥: SH.AA

Fi-Descriptions Enter-Edit ESC-Exit

This option accesses the Room Master Setup Maintenance screen. You can modify room base
descriptions, # beds, room descriptions, owners and owner percentages (for time-share tracking) from
this sdlection.

<F4> Descriptions

When a room is highlighted, pressing <F4> dlows editing of two additiona lines of detailed description
to be added for each room number. It alows addition or editing of an owner's name and percentage
amount or time-share tracking.

<Enter> Edit
When a room is highlighted, pressng <Enter> will dlow you to edit the Base Room Description and #
of bedsfor that room.

<ESC> Exit
Pressng <ESC> will exit the user out of the Room Number Options screen
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7.1.9.6 Download Audit Report

Reservations Guests City Ledger Utility Stat=s

1 Maintain User Logins
g Eehui]d_ﬂuuu Auailability

ate Maintenance

INDEPEMDEN | 1 Conf

Program Date; @8
Shift: C U=er:

This feature adlows a remote termina to download a previous audit’s reports for a seected date onto
another PC. The current location of the report and the degtination for the download must be set up for
you. Please contact Compute Support for more informeation.
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7.2 Supply Order Form

Sdecting this option will print a Compute Computer Systems products order form. Listed on the form
are products that can be ordered through Computel. Enter a quantity next to the “X” and enter a tota
price for the sdected product(s) in the space provided. Enter your Subtotal, State Sales Tax percentage
and Grand Totd.  Provide your sgnature a the bottom of the form, and fax the order form to the fax
number shown, or mail to the address provided.

7.3 Reset Modem

Sdecting this option will run the process of resetting the internd modem. If this process is necessary,
you will be instructed by Computel support.

7.4 Emergency Reports

Sdecting this option will print out two mgor reports that will alow you to manage the hotd for a short
period of time in case of an emergency where the computer cannot be used. The two reports are: the
‘Complete Hotd Room Liding’ report containing room number, room description, check-out date,
current balance and method of payment for each room, and the ‘Vacant Room Ligt’ report containing
room number, description, room type code, number of beds and room status of al vacant rooms.
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7.5 Hota Arealnformation

eserualions  bussls L1TY Ledjer Tl

‘5 Menu

Program Date: B8/10/2002 &

Shift: C  U=zer: GM

Iiv—Control Yersion 4.11

Fl-Hot Hey= MEHLICLIR

From the Main Menu, press the Right or Left Arrow key to highlight ‘Other’ and press <ENTER>. The
menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Hotel Area Information’
and press<ENTER>. The ‘Hotel Area Information’ screen will be displayed.

ormation
Description

LUBS MTGHTCLUBS
MOVIE MOVIE THEATERS
REST RESTRAURANTS

F2=8earch Fi=Change Lookup Fe=lelete
Fi=Add Record F=Edit Record Enter=Select
ESC=Ewit

This screen will dlow a User to add, modify, or delete types of Hotel Area Information categories. For
example, a User may build categories such as Restaurants, Movie Thesaters, Attractions, etc.

Sort Code:
A category code created by the User for sorting purposes
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Description:
A description of the category code

<F2> Search
Pressing <F2> this will dlow a search for a specific category by sort code

<F3> Change L ookup
Pressing <F3> will toggle the search method and the display order between Sort Code or Description

<F6> Delete
While highlighting a record, pressing <F6> will give you the option to delete that record

<F7> Add Record
Pressng <F7> will dlow the addition of anew Hotel Area Information category

<F8> Edit Record
While highlighting a record, pressng <F8> will dlow modification of the item

<Enter> Select
While highlighting arecord, pressng <ENTER> will display the next ‘Hotel Area Information’ screen

<ESC> EXxit
Pressng <ESC> will exit the ‘Hotel Area Information’” screen.

Address Phone Hil

123-456-7890 5 |

HRCHHONL GRILL L2345 MILLTARY ThRAI Ghb-oou-bbbb 2.0

A STYLE FOOD
UHCH AWD DIMMER

Enter=5elect Fa=Delete FT=RAdd Fi=Fdit ESC=Exit

This screen allows a User to add, modify and delete specific items for the selected category type.

Selected Type:
The description of the category selected on the previous ‘ Hotel Area Information’ screen
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Name:
The name of the place

Address:
The address of the place

Phone:
The phone number of the place

Mil:
The digance in miles from the hotd

Bdow the address information is a free-form text box where further information about the place can be
entered as desired.

<F2> Search
Pressing <F2> thiswill dlow a search for a place by Name.

<Enter> Select
While highlighting a line item of informaion, pressng <ENTER> will display a third screen where
further address information and other items helpful to the guest can be entered.

r LUBY 3 ——

— | ADDRESS [
«1736 MAIN STREET = «P.0. B0

Press <F4> and <ESC> to print this page for a guest and return to the previous screen.

<F6> Delete
While highlighting a line item of information, pressng <F6> will ddete the item. Answer “Yes' to
delete the information or “No” to return to the list.
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<F7> Add
Pressing <F7> thiswill alow the addition of a new place.

<F8> Edit
While highlighting a line item of information, pressng <F8> will dlow modification of the sdected
item.

<ESC> Exit
Pressing <ESC> will exit the ‘Hotel Area Information’ screen.
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7.6 Hotel Guest Accounts

Reservations Guestzs City Ledger Utility Stats

THDEFEMDENT TEST PROP é

FProgram Date: B8/18572002 &
Shift: ©  User: GH !

MEHLICLIR

From the Main Menu, press the Right or Left Arrow key to highlight ‘Other’ and press <ENTER>. The
‘Other’ menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Hotel Guest
Accounts’ and press <ENTER>. The ‘Guest Accounts Lookup’ screen will be displayed. This function
is used to track guests that stay a your hotel and alows you to retrieve these guests when booking
reservations.

™= Bueast Boccount=s  F11 ir.'r HOME
| Last Hame First Hame
OAVISUOH KELTH

a1 ALl

HATH STF
LAMDD

Fi=Change Lookup =i1an ABococount
Fi=Add Rccount i i t|=I|:|:~:.u||r|1

Enter-Select

Guests may be manudly entered here, or this screen will display dl guests stored automaticaly by the
sysem if st up accordingly a time of ingalation. Cal Compute support if you wish to change your
option.

Last Name:
The last name of the guest
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First Name:
The firg name of the guest

Company Name:
The name of the company the guest is associated with

Last Check Out:
The date this guest last checked out of the system

Addr1:
The address of the guest

Addr2:
An additional address of the guest

City:

The city of the address
ST:

The state of the address

Zip:
The zip code of the address

Group:
The hotel account code the guest is associated with

Ytd Revenue:
Thetotal amount of year-to-date revenue generated by this guest

Total Revenue:
The totd amount of revenue generated during the last Stay for this guest

CC Numb:
The credit card number of the guest used during the last stay

<F2> Search
Pressing <F2> will dlow asearch for a specific guest by the Current Lookup method.
<F3> Change L ookup

Pressng <F3> will toggle the Current Lookup method and the display order on the screen between Last
Name, Company Name and Account Number.
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M Gueest Accounts 3 Filte ME
Ha T T

Last Hame |

1111111

F2=Search Enter=Select
ESC=Esit

Fi=Select Filter

<F4> Assign Account

Pressing <F4> will display the ‘Hotel Accounts Sort Codes window. Select a hotel account to associate
the guest to by pressng <ENTER> with the desired code highlighted. The sort code is a category the
guest will fal under for tracking purposes. By setting the Display Warning field to “Y”, you may dso
choose to display a message during the booking process that indicates the Guest Account type. Pressng
<F2> will dlow you to search for a specific hotel account code.  Pressing <ESC> will exit this window.

<F6> Delete Account
While highlighting a guest, pressng <F6> will ddete the sdected guest information. Answver “Yes' to
delete the information, or “No” to return to the guest list.

<F7> Add Account
Pressing <F7> will dlow you to add a new guest account into the system.

<F8> Edit Account
While highlighting a guest, pressng <F8> will alow you to edit the sdected guest’ s information.

<F9> Select Filter/Remove Filter

Pressing <F9> will digplay the ‘Hotel Accounts Sort Codes window. Highlight the sort code you wish
to view and press <ENTER>. The list of guests will now be limited to only guess with the sort code
you sdected. Pressing <F9> when it shows Remove Filter will bring back the full list of guests.

<Enter> Select
This key only functions during the booking process in order to sdect a Guest Account. From this
maintenance option, pressing <ENTER> will return to the menu.

<ESC> EXxit
Pressing <ESC> will exit the ‘Guest Accounts Lookup’ screen.
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7.7 Hotel Guest Account Types

e, Guestz City Ledger Utility Statz  Other

INDEPEMDEMT TEST PROPERTY
Program Date: B8/10/2002 252 pm

Shift: C  User:

Fl-Hot Hey= MEHLICLIR

This option will alow you to add hotel account sort categories to further track your guests by type

m Hotel Accounts Sort Twpes g

Sort Tepe Dezcription

BHSKET GIFT BASKET
E [0 HOT RE ] [5 BUEST
1 =k ENT Gl

il

Sort Type:
Enter the code you wish to use to identify this type of guest

Description:
Enter a description of the Sort Type code
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Display Warning?:
Enter a “Y” in this fidd if you wish to disilay a message box during the booking process that will
indicate the type of gues.

<F2> Search
Pressing <F2> will dlow you to search for a specific hotel account

<F3> Sort
Pressng <F3> will toggle the display and the lookup method to sort in order of Sort Type code or
Description

<F7> Add
Pressing <F7> will dlow you to add anew Hotd Account Sort Type and Description.

<Enter> Edit
While highlighting a hotdl account code, pressng <ENTER> will alow you to modify the sdected hote
account type.

<ESC> Exit
Pressing <ESC> will exit the ‘Hotel Accounts Sort Types' screen.
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7.8 Lostand Found Log

Reservations Guests City Ledger Utility Statx

INDEPENDENT TEST PROP
Program Date: 08/16/2002 & EEES

Shift: C  U=zer: GM I:'l'i|'|1-::|' festination Henu

MEHLICLIR

From the Main Menu, press the Right or Left Arrow key to highlight ‘Other’ and press <ENTER>. The
‘Other’ menu window will be displayed. Use the Up or Down Arrow keys to highlight ‘Lost & Found
Log and press<ENTER>. The‘Lost & Found Record Log’ screen will be displayed.

. i ::_Ei.r'; Found [ ok 1on of Iten F-'_:|J|'|-:i-i.';'r,:1r‘ ks ~' ad .

<MATH

AEOURD {EE
<5MALL RTP TH

[ OFF-LIKE t 1 LOSTEHD

This screen dlows you to enter lost and found information into the system and generate reports of lost
and found items.

Room#:
The room number the item was found in
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Date Found:
The date the item was found

Description of Item:
A brief description of the item found

Found By:
The name of the person who found the item

Retrieved:
The date the item was picked up. This fidd is automaticdly populated by the sysem when the sdected
itemismarked as ‘Retrieved'.

Last Name:
The last name of the guest

First Name:
The firg name of the guest

AddressLinel:
The address of the guest

2.
An additiond address line of the guest

City:
The city of the guest address

ST:
The two- character state of the guest address

Zip:
The zip code of the guest address

Home Phone:
The home phone number of the guest

Business Phone:
The business phone number of the guest

Comments:
2 free-form text lines to write any comments about the item
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<Enter> Edit
While highlighting a logt and found item in the list, pressng <ENTER> will dlow you to edit dl fidds
of the sdected item.

<F4> Print

Pressng <F4> will display a pop-up window from which you will sdect the type of report you would
like. You may print a report on one item, al un-retrieved items, dl retrieved items, or dl logt and found
records.

<F6> Delete Record
While highlighting a log and found item in the lig, pressng <F6> will dlow you to ddee the sdected
item.

<F7> Add Record
Pressng <F7> will dlow the addition of anew logt item into the system.

<F8> Mark Retrieved

While highlighting a lost item in the list, pressing <F8> will mark the sdected item as retrieved. The
item will move from the Un-retrieved Items lis to the Retrieved lig.  The Retrieved column will be
automatically populated with the current date.

<F9> Active/Retrieved
Pressng <F9> will dlow you to toggle between viewing the Un-retrieved Items lis and the Retrieved
[tems screen.

<Esc> Exit
Pressing <ESC> will exit the‘Lost & Found Record Log' screen.
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7.9 Printer Destination Menu
Sdecting this option will dlow you to route print jobs to a specific termind printer.

Reservations Guests Uity Ledger WUtility Stats (1EGEE

IHDEPENDENT TEST P

Program Date; B8/03/200
Shift: C Uzer: GM

I Control Version 4. 1g

From the termind you are on, sdect this option and highlight the termind to which you wish to have the
print jobs sent to. Press <ENTER>. All print jobs from your termina will continue to be routed to the
selected printer until the selection is changed.
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