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10 Front Office 10.7.16
1 OVERVIEW
1.1 Introduction

The Starfleet programs described here are the result of many years work and effort. Around 1984, the

first Property Management System (PMS) and Tour Booking and Ticketing packages were written for a

client in Central Australia. Now our software is in use with clients in all states of Australia, New Zealand,

Papua - New Guinea, Vanuatu, Bali, Laos, Japan, South Africa, and Zambia.

In mid 2000 the decision was taken to conwvert our software to a fully Windows based system, and this

documentation represents the current results of that decision. Most users from before that time are

astonished at the ease of use and the features of the current software, compared to what they have been
using.

Our software currently includes the following packages:

e Property Management System (PMS), comprising Front Office, Back Office, Reports, Accounts,
Conference Manager, Tour Desk, PABXlinks, Channel Managers, Internet Data charging links, Owner
Accounting module, POS links to third parties and a range of setup programs.

e Touch Screen based Point of Sale software with Stock Control, tightly integrated with our PMS
system.

e Tour Booking and Ticketing with seat control.

This documentation covers the Property Management Software.

Starfleet Business Solutions, PO Box 6143, Hawthorn West, VIC 3122 ABN 37 617 580 733 Phone

03 9428 4333 Fax 03 8640 0446 E & O E Subject to change without notice.

1.2 GST

This version of our software has GST capabilities. GST rate and start date are user defined allowing the

flexibility for possible changes in GST rate in the future. User can also designate which transaction type

is to have GST applied and which is not. Currently, all revenue transaction types will have GST applicable
by default.

Whenever a rate/transaction amount is entered, the system will calculate, display & store the amount of

applicable GST for it. All rate/ transactions amounts displayed are GST inclusive. Throughout this

manual the system uses the GST inclusive amount as the input amount, and computes the amount of

GST included (if any).

1.3 License Agreement

Before installing this software package, you should read the terms and conditions of the
following License Agreement. If you do not wish to comply with these terms, you must return
the media and all accompanying material to Starfleet Business Solutions for a full refund of the
price of purchase. For on going software support see the support section.

This legal document is an agreement between you, the end user, and Starfleet Business Solutions.
Installing and/or using the software package constitute an acceptance on your part of the terms of this
agreement. In this agreement, program refers to the original Starfleet Business Solutions software
products and all copies thereof, whether whole or partial. For the purposes of this agreement, the
program shall be considered as “running” when any portion of it is loaded into memory, whether real or
virtual.

LICENSE TO USE

This license to use is granted to you as part of the purchase price of this Starfleet Business Solutions
software product and is valid until such time as it is terminated by either yourself or Starfleet Business
Solutions. You may terminate the agreement at any time by destroying all copies of the program and
accompanying documentation belonging to yourself, or returning such to Starfleet Business Solutions.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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In the event of your volating this agreement, Starfleet Business Solutions reserves the right of
termination, at which time you will be required to return the program, all copies made and the
accompanying documentation to Starfleet Business Solutions. You shall also be liable to Starfleet
Business Solutions, in the event of a violation of this agreement, for any damages incurred as a result.

This license to use grants you the right to concurrently run this Starfleet Business Solutions software
product as many times as specified in the documentation accompanying this package. You may make
one backup copy for the sole purpose of protecting the program from corruption. The manual and any
other documentation supplied with the program are copyright and may not be reproduced, transmitted or
stored in any manner in a retrieval system, whether electrical, mechanical, optical, manual or otherwise,
without the express written permission of Starfleet Business Solutions.

RESTRICTIONS

You may not attempt to disassemble, reverse engineer or de-compile the program; neither may you
make any alterations. You may not place the program in a software library, hire or rent it out or grant
sub-licenses, leases or any other rights to any other users. For other conditions relevant to this
document please refer to our terms and conditions of sale, a copy of which will be supplied on request.

WARRANTY AND EXCLUSION OF LIABILITY
It is understood that it is your responsibility when selecting the program for purchase to ensure that it is
suited to your particular requirements.

Starfleet Business Solutions will, within a period of thirty (30) days from the date of purchase, replace
any media on which the program is provided which, under normal conditions of use, prowes to be
defective in materials or workmanship.

Starfleet Business Solutions does not guarantee error-free or uninterrupted operation of the program.
Under no circumstances shall Starfleet Business Solutions be liable for any form of loss or damage of
any type, whether direct or indirect, including loss of data, profits and/or savings, arising from the use of
the program.

Software supplied, and not created by Starfleet Business Solutions, or where Starfleet Business
Solutions rely on other suppliers and manufacturers, is only warranted to the extent of that product’s End
User License and/or Warranty.

Starfleet Business Solutions also reserves the right to request an on site hardware maintenance
agreement be sought by you, from an approved hardware support company, should this be deemed
appropriate for stable operation of computer equipment.

Starfleet Business Solutions are not liable for any on site problems such as power variations or failures
thereof or equipment located in situations beyond its specifications for reliable operation, or any senices
provided by third parties such as telephone connections, or the quality thereof.

SOFTWARE SUPPORT

Support is available only for software products created by Starfleet Business Solutions, subject to the above
conditions, and payment made in advance for the quoted sum for the appropriate software purchased by you.
Support is available ONLY if you have a support agreement. On site visits and travel related expenses are
excluded from this agreement and are charged at our current charge out rates.

Standard telephone support for software products created by Starfleet Business Solutions is available during
business hours, 9.00am to 5.30pm EST. Extended telephone support is also available, including 24-hour
support, 7 days a week.

Support agreements are quoted for periods of 12 months and begin from the agreed date. If payment for the
quoted sum is not received by the due date, Starfleet Business Solutions reserves the right to charge for any
supporton a time and materials basis. Included in all support agreements is the supply of standard patches
and standard updated programs, including documentation, if available.
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1.4

Support of software products not created by Starfleet Business Solutions, hardware and on site attendance are
not included. Anyrequests for alterations to the purchased program or support for products not created or
manufactured by Starfleet Business Solutions are charged on a time and materials basis, and are not covered
by the support agreement.

Starfleet Business Solutions reserves the right to request additional training for software products purchased
from Starfleet Business Solutions ifitis deemed your knowledge of these programs is inadequate. Important:
Support calls cannot exceed 50% of the cost of the support agreement, and if so, any excess time will be
charged at the current applicable rate for that excess.

Paid Support Agreements or part thereof, are Non-Refundable. Support Agreements can be transferred to a
new owner/operator at no charge. The new owner will be required to sign the existing Support Agreement.
Clearing of old data for new owners is subject to additional charges.

GENERAL

Some provisions of this agreement may be unlawful or woid under some legal jurisdictions such as state,
territory, province or country. Those portions which shall be unlawful, void or otherwise unenforceable in
the legal jurisdiction in which you acquired this Starfleet Business Solutions software product shall be
sewered from this agreement, while not affecting the validity or enforceability of the remaining portions. It
is agreed that this Agreement and all matters arising out of it or relating to it shall be construed and
governed by the laws of the State of Victoria, Australia.

Starfleet Business Solutions, PO Box 6143, Hawthorn West, VIC 3122 ABN 37 617 580 733 Phone
03 9428 4333 Fax 03 8640 0446 E & O E Subject to change without notice.

Support

After the 30 day initial support period given with on site installation, an ongoing Software Support
Agreement is available for software products created by Starfleet Business Solutions. User installation
does not hawve the 30 day initial support but instead incurs training costs if requested from date of
installation. This is also subject to the above conditions of the STARFLEET BUSINESS SOLUTIONS
END USER LICENSE AGREEMENT, and further that payment has been made in full for the quoted sum
for the appropriate software module(s) purchased by you, and also any other installation, training or
related costs.

The standard telephone support agreement for a software product created by Starfleet Business
Solutions is available during business hours, 9.00am to 5.30pm Australian EST. This includes telephone
support, and standard software upgrades and patches when available. Extended telephone support
agreements are also available, including 24-hour support, 7 days a week.

Support agreements are quoted for periods of 12 months and begin from the agreed date. If payment for
the quoted sum is not received by the due date any support agreement automatically is terminated at the
option of Starfleet Business Solutions. Clients not on support are liable for an extra initial charge to go
back onto a support agreement. Also, Starfleet Business Solutions reserves the right to charge for any
support on a time and materials basis for clients not on support or to decline to offer support. Included in
all support agreements is the supply of standard patches and updated programs, including
documentation, if available.

Support of software or hardware products not created by Starfleet Business Solutions, hardware and on
site attendance are not included. Any requests for custom alterations to the purchased program or
support for products not created or manufactured by Starfleet Business Solutions are charged on a time
and materials basis, and are not covered by the support agreement, and are done on a best effort basis.

Starfleet Business Solutions reserves the right to request additional training for software products
purchased from Starfleet Business Solutions if it is deemed your knowledge of these programs is
inadequate. Starfleet Business Solutions also reserves the right to request an on site hardware
maintenance agreement be sought by you, from an approved hardware support company, to ensure that
the hardware does not compromise the reliability of the whole system to function efficiently.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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1.5 Login

Double click on the Starfleet icon from the desktop to open the log in screen Enter your User ID and
Password, then <tab> once to get to the Shift field. Then enter the number 1 for the morning shift, the
number 2 for the afternoon shift, or 3 for the night shift. Smaller properties often do not need to hawve
different shifts, and in this case, Shift 1 can always be entered.

Also see the Transaction List[18) section for further information about shifts, User ID and reconciliation of
each shift.

StarFleet Software - User Login

STARFLEET
A

software Version 10.7.16R31012014

User ID: | Password: Shift [1-3): ]_

After you login, the following menu appears.

a 30/10/13 Starfleet Shift:1 User:SBS (00015) - O

File Front Office Back Office Beports Debtors Setup  Comrmunication Userbail Conference BPOS Tours Owner Help

‘_

5=

Mg e =

© |@llE

F %
i [
h—]
o=

SRS EBERF

2

Select the appropriate menu option with a single click on the mouse to the one you want. You can
mouse ower the icons to see what each of them does.

The most commonly used screen will most likely be the Room Allocation screen. This displays the
calendar of bookings in a spreadsheet style format. Refer to Room Allocation[ 781 for detailed information.

2 File

[~ 30/10/13 Starfleet Shift:1 User:SBS (00015) - o IEN|

Flle FrontOffice Back Office Repods Debtors Setup Cormmunication  UserMail Conference POS Towrs Dwner Help

Backu EN.- - = 3 = pry— re———
| = BREaRBE 8 < AE < w s D0 =
Utility »
Change user password
Exit Alt+E

The file menu has the above sub menus.
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2.1 Backup

?‘;

Follow the steps shown in the diagrams below to do a backup.

\FrchDatay'
———

Enter the file or folder to backup. Alternatively click on the browse button and the window below will be
displayed.

DATA,
PDF
Resources

Double click on the DATA folder as shown in the diagram above. Make sure the right drive has been
selected. Then click on the OK button. The window below will be displayed.

YFschDatat*
“FachD atahs

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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Enter the file to backup to. Browse to select the file path if the external HDD, USB memory stick or re-
writable CD has already been configured. If not configured setup first. We recommend backing up to an
external HDD, USB memory stick or re-writable CD drive for a external backup. It is strongly
recommended that you use more than one device to back up to in case of hardware failure.

Then type in DATA.zip or the date eg 290311.zip. Alternatively name the file for the day of the week.

Starfleet Backup procedure = =

s

= Warning: It is strongly recommended that you back up to an
external hard drive/medium. Storing back up on the same
local drive as the working data. will make the backup obsolete
when the drive is no longer accessible/corrupted ™™™

File/Folder to Backup: |\FSC\D atahs

T
_Bone_|

File to Backup to: |E:\Fsc\8tarfleetBacku Browse

Backup Exit

NOTE: .zip must be on the end of the File to Backup to or the backup will not work and generate an
error message.

Then click on the Backup button. When backup is complete the message below will be displayed.
Backup Completed

I . ) Backup completed without errors
Total files backed up 234

9

If Back Up is not completed without errors as above refer to Troubleshooting|2s3 -> Back Up Errors for
the error explanation.

Click Ok to continue. As you can see, when backup is completed, the blue line will show 100%.

Starfleet Backup procedure S

i

= Warning: It is strongly recommended that you back up to an
external hard drivefmedium. Storing back up on the same
local drive as the working data. will make the backup obsolete
when the drive is no longer accessible/corrupted ™™

File/Folder to Bakup: [\FscDatah”

_govee |
_Bone_|

File to Backup ta: |C:\FSC\StarfleetB ackup.zip Browse

10

Click on Exit to exit from Backup.
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2.2 Data
2 30/10/13 Starfleet Shift:1  User:SBS (00015) ==
File FrontOffice Back Office Bepods Debtors Setup Comrmunication UserMail  Conference BOS Tours Dwner Help
Backup = = S = K e ‘ = ‘ S ‘ | ‘ Py i | =
| | = | 3] < L e =
Utility + Cross Reference Rebuild
Change user password Cross Reference Rmtype
Exit Alt+E Clear Credit Card Data
11
The data menu has four sub menus. For more information about them refer to the following topics.
221 Recovery

To access this feature, click on the File -> Data -> Recovery. The window below will be displayed.

Click on Continue to run the Data Recovery. Please ensure ALL users are logged out of Starfleet before
proceeding. This process must be allowed to complete, DO NOT INTERRUPT. Should any of the data

files be shown in red with an error message contact Starfleet.

1 Data Recovery = =

Please close all Starfleet programs on all computers before continuing! It is
strongly recommended that a separate data backup is done first.

Depending on data size recovery program may take a while to complete.
Allow recovery program to run to completion or risk data loss!

This utility is designed to be used only in an emergency. If you have to use it
often. you have computer or network problems that must be corrected.

i Esit

FPrint result | |

12
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222

2.2.3

224

Cross Reference

If unable to find a guest name when there are multiple entries of the same surname in Guest Information,
run Cross Reference Rebuild.

To access this menu, got to File -> Data -> Rebuild -> Cross Reference.

7 Cross Reference Reb... — © 7 Cross Reference Reb... — ©

Cross Reference Rebuild ‘ REBUILD HAS FINISHED

E xit E xit

20 21
Select Run Rebuild, the message will be displayed once the rebuild is complete.

Click on the Exit button to exit program.

Cross Reference RmType

If changing the Room Type of a room to another type this Cross Reference must be run to ensure all
reservations with the room number are updated with the new Room Type. Please ensure ALL Users stop
processing resenvations until Process Complete.

4 Cross Reference Room Type = = -3 Cross Reference Room Type = =
Please stop all reservation processes while running Please stop all reservation processes while running
this program. this program.

Exit Exit

13 Process Completed. 14

Clear Credit Card Data

Credit Card details previous to a certain date date can be deleted. Enter the date you wish to clear these
details up to and including. Select the Clear system account to delete Credit Card details from system
accounts such as POS accounts and RestG accounts.

] Clear credit card details

Warning: Thiz will remove all credit card details from
guestz departed up to & including thiz date

Enter date:

Clear system account I

Lontinue | Exit |

24
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2.3

2.3.1

Utility

|

W Ele =

25
Printer Set Up

This allows you to set printers to carry out different tasks. There are up to six options that can be
changed. Click on Change.

The Windows print setup / selection window below will be displayed.

e
S
o
o [

o [
B
o [

Lo |

126

Select the printer name in the drop down arrow. Then click the OK button.

EPSONFB2DSC (WF-7520 Series)
Status:  Ready
Type: Epson ESC/P-R V4 Class Driver
Where:  WSD-b614a23%-cab8-4c24-83bc-c /6380 57682.0036

Comment:

 Paper Orientation

sz A4 ~| _ © Porai
Source: [ Automatically Select | " Landscape

27

As an example, the printer for the Debtors Statement is different from the other printer selections. Click
Save & Exit after making the changes. Click Exit to exit this window without saving changes.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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2311

2.3.2

a Setup Printers = e
Front Dffice Receipt Printer

Chenge | |EPSONFB2DSE [wF-7E20 Seriss)

Front Dffice Receipt Printer Single Line

Change |

Registration Slip Printer

Change | |EPSONFB2DIE (WF-7520 Serie:)

Debtors Statement Printer

Change |F'D FCreatar

Report Printer

Change |EPSDNFBZDSC [wF-F520 Series)

Hight Audit Report Printer
Change | [EPSONFB2DSC [WF-7520 Series)

Youcher Printer
H |EF‘SDNFB2DSC [wF-7520 Series)

Shared Cashdraw

Change |

Save & Exit | Exxit

28
Set up Window Default Printer

NOTE: Some of the Starfleet reports will use the windows default printer irrespective of the
printer settings. In Windows:

1. Click on Start on the toolbar (at the bottom left hand side of the screen).

Click on Devices & Printers.

Then click on Printers and Faxes.

Then right click on the printer that you want to set as the default printer.

Then click on set as default printer.

arpODN

Note: The above might be slightly different depending on the version of Windows you are using.

Runtime Set Up Tool

DO NOT ACCESS WITHOUT SUPPORT HELP.... STARFLEET WILL TALK YOU THROUGH
CHANGES IF REQUIRED.

B4 Run-time Environment Setup Tool ESHEEEL X

File Environment Help

File Name

Thrzad Mode
= [

Ervironment Variables

Section Common } Section I

[

Wariable Name:

Yariable Value:

Bl | :

29
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2.4 Change User Password

o Password change - = HEM

Fazzword must be at least ¥ characters long and alphanumeric

Enter Old Password: ||
Enter Mew Pazzword:
Re-Enter Mew Password:

Contirwe Cancel

Refer to the section Other/Securitylzﬁto select to operate Starfleet as fully PCI DSS Compliant. In this
case, it is recommended that passwords are changed every 90 days for full compliance. This allows the
user to change their password that has previously been generated by an administrator level user. This
system generated password can then be changed by the user to a password they wish to use at any
time. It must be alpha-numeric and at least 7 characters in length, and contain both letters and
numbers.

30

24.1 PCIDSS Compliance

If you store, process, or transmit credit card payments from your customers, you, as a merchant, are
responsible for the security of that information. To ensure consumers payment card data is protected
and secure the Payment Card Industry Security Standards Council maintains the PCI Data
Security Standards (This is known as PCI DSS). It should be noted that failure to comply with the
standards could lead to a security breach resulting in significant fines as well as suspension of
facilities. See www.pcisecuritystandards.org for more information on this subject.

PCI DSS password requirements:
This option causes Starfleet to enforce a higher level of security for PCI DSS requirements.

All user login's are recorded in the active users list.
Passwords must be at least 7 characters in length and contain both letters and numbers.

Passwords must be changed every 90 days and the new password must be different from the previous 4
passwords.

The user is rejected after 6 consecutive failed login attempts.
Disabled users can be reactivated by an Admin lewvel user.

To use Starfleet Software as PCI DSS compliant tick the option Apply PCI higher level security. Refer to
the screen for Other/Security| 207

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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< System Configuration = =

Invoice ] Housekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAX/Cunrency ]
Reservation ] Conf Letter ] Youchers/5MS ] Daily Update Modules ] Reg Slip ]

Other Options
P e Foom Allacation with index ]
Track Statistics for Area I
Track Statigtics for Segments 12 I A A ]ﬁ
Disppina et Rt ee Counts v Show Day Uze in Availability Screen v
O Cloerric Cb Crane Fited r Show Pax line in Availability Screen v
Display booked by in daily info report B Dizplay First Mame on Room Allocation S creen o
| Apply PCI higher level security I | Merge Mame on Room Allocation Screen v
Do not store credit card details I Foom Allacation Screen - Toal Tip on Click v
Change encryption key |
- | ?
e TTA[TT2| 773 TT4| T15] 176 iEYEr Sl Bl ek
1} DEFALLT [cannot change] 1 Fecaver
2| ACCOMMODATION ACC
3
4
5 Setup System Accounts
Clear Sys Accounts

Email Setup | Spztem Counters Mame Setup System Setup | Save and Exit | Exit | a1
2.5 Exit
This menu exits the Starfleet program.
3 Front Office
[~ 30/10/13 Starfleet Shift1 User:SBS (00015) - o

File | FontOffice  Back Ofice Beports Debtors Setup Communication  Userbail Conference BO3 Tours Dwner Help

£“Q & Guest Information  Alt+G = | ‘@‘ % ‘.@
g Quick Availability  Alt+Q 113
L 4 Room Allocation Alt+L

Housekeeping [z

Reg Slip/Allocate Rooms
£ Group Information
1 Unallocated Bocking

32

The Front Office has the following sub menus:
Guest Information

Quick Availability

Room Allocation

Housekeeping

Reg Slip/Allocate Rooms

Group Information

Unallocated Booking
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3.1 Guest Information
~ 30/10/13 Starfleet Shift1 User:SBS (00015) - -
File FromtOffice Back Office Beporns Debtors Setup Comrmunication  Userbdail Conference POS Tours Dwner Help
G - % b N = = 4 i =)
LEes 2 BaRFE = < RAE W2 D =
Guest Information
33
2 Guest Information = &
Account : |:| ﬂ @ Foom: 4| » Balance:
Surname: | Title: | First Mame: ﬂ J Last Activity:
AR Fay Method: | ﬂ Uszer:
Compary: | Commission: - Credit Card I
Address 1: | Contact: | Carlz]:
Address 2 | Phane 1: |
Country: - Phone 2: |
Suburb: | J Mobile: | [ Ok toreceive SMS
State/Region: Fax: FF Mo |
Postcode: J E-mail: |
Comment; | Status | j
| Mews: | ﬂ
Statistics
Stays Mights Day Use Cancellation Ma Show Lazt Rate Tatal Spend Fioom Revenue
| | I | | | | I
Account | Beservations | Tranzactions | Aurivals | Departures | Chargez/Pmt | Exit |

34

The Guest Information screen is where all guest information is captured. On this screen, there are
options to allow you to add, change, delete or duplicate the guest details. Notes, mail and credit card
details can also be added. There are other guest information screens (accessed by the buttons across
the bottom) where you can make reservations, view guest transactions, arrive, depart guests and post

charges and payments.

Next to the suburb and postcode fields are the postcode lookup icons. Depending on the country
selected in the country field the suburb, state and postcode can be selected from the postcode lookup
screen. For more information click on this postcode Iookuggsﬁ link, or click on the postcode icon next to

the suburb or postcode fields.

Guest Information

The system generates the Guest Account numbers automatically. Multiple reservations can be made for
an existing Guest Account. This will create a new reservation number for each new reseration and
attach it to the existing account number. When a returning guest makes a new resenvation type their
surname in the Surname field. A list of names will drop down. Click on the name you are searching for.
This eliminates duplicating guest details and creating multiple guest accounts for regular guest bookings.
Select Book Room to enter a new reservation on the guest account.

Room

Use the arrow buttons to go forward or back to display the Guest Information for current In House guests

by room number.
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Balance
Any outstanding balance on this account is displayed automatically for an existing reservation. This
balance will not be transferred to a new reservation.

Surname, Title & First Name
Displays the guest name. Enter in if new guest booking.

Last activity
The date this account was last altered is displayed automatically for an existing account, and as this a
new account nothing will be displayed.

User
The system stores the last person to modify and to create a guest's account. Therefore, m12c12 was
created by user number 12, and last modified by user number 12.

AR

Enter the Accounts Receivable (Debtors) code. As you key in the alphabetical A/R code, a list of
Debtors will be displayed for you to select from. When a valid Debtor account code is selected, the
system will ask if you would like the address in the Group account updated to correspond with the
address in the Debtor account. Select Yes to update the address or No to fill in the details manually.

If a Debtor account is entered, any comments associated with the Debtor account will be displayed at
the bottom of the screen. Comments on Debtor accounts are a useful way of storing and displaying
information such as rates to be charged, or any other special notes.

Company name

Enter the Guest's Company Name if applicable. Otherwise leave blank and press <tab> to mowe to the
next prompt. It is recommended that a company name is entered, where applicable, for statistical
reporting and company searches. There is also the option on Room Allocation screen to display
resenations by Name or Company. For a casual booking this field can also be used to enter the Guest
ID number such as passport number or YHA number to enable searches by this number.

Address 1
Enter the Guest or Company address linel.

Address 2
Enter the Guest or Company address line2.

Suburb, State\Region, Postcode

Enter the Guest suburb, State and Postcode, or double click on the icon next to the suburb or postcode
fields to display the postcode lookup window. Depending on the country selected in the country field the
suburb, state and postcode can be selected from the postcode lookup screen. For more information click
on this postcode lookupl 251 link.

Pay method
Press <tab> for 'Cash' , or select the down arrow key to enter an alternate payment type.

Commission

Click on the down arrow to select from a list of commission % for the amount you wish to apply to the
account. If the reservation is linked to a Debtor account then the commission applied on the Debtor
Information will apply to the reservation and no further entry is required. There are two options where the
commission will show. One is on the guest account, the other is if the balance is transferred to a Debtor
account. The setup in System Configuration -> Debtors will determine where the commission is
displayed. Refer to Debtors |21

If the commission is to be applied on the guest account the 'DAILY UPDATE' will post an
accommodation charge and then post a commission depending on the commission associated with the
code entered in the account. E.g. if the account has a commission of 10.00% the transactions posted on
the guest account by the Daily Update will be:




24 Front Office 10.7.16
DATE DESCRIPTION AMOUNT BALANCE
28/01/10 3 ACCOMMODATION 35.00 135.00
28/01/10 O COMMISSION 3.50 121.50

When a Commission is applied on an account where the balance is to be transferred to a Debtor account
then the Commission amount is setup in the Debtor Information, refer to Debtors -> Debtor Information
-> Add New[:s7. Refer to Setup -> Pay Types/Discounts -> Discounts/ 17 to add new % amount.

Contact

Enter a contact name or a card number, if this client is a discount card holder (some properties use this
as a means of indication that some of their guest's have a privilege card). This field can also be used for
comments or any other useful information, as it is displayed when performing a name search.

Phone
Enter a contact telephone number. Up to three phone numbers can be entered.

Mobile
Enter mobile / cell number to send SMS confirmation.

OK to receive SMS
Tick this check box if the guest wishes to receive a confirmation by SMS message.

Fax
Enter a contact fax number.

FF No
This has been used for a Privilege Card number.

Email
Enter an email address.

Credit Card

Click on the Credit Card button to enter the guest's credit card number. This field is only applicable if you
entered a credit card, (for example VISA) as the payment method. When there are details saved there is
an orange tick to show there are details here.

Car
Enter up to three guest car registration numbers.

Comments

Enter any comments you would like displayed on this account other than those to be entered when
making a reservation. Remember comments entered here will be displayed whenewer future reservations
are made using this account. (eg: prefers Courtyard Room, Lights on prior to arrival, etc).

Status

This field is used to state whether this account is a Normal, Bad, Exclude and VIP. If a B-Bad Account,
when entering the guest name in a booking then a warning will alert you that they are a Bad account.
You can then decide if you wish to continue with the reservation or refuse the booking. E-Exclude
Account, then do not send this guest any mail outs. These status's, including VIP can be selected or
omitted when using the Guest Mailing List, see Mailing List[ 2,

News
If setup, select the Newspaper your guest has requested. See Daily Updatel 208
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3.1.1

Statistics:
Stays
Number of times the guest has stayed at the property.

Nights
Total number of nights guest has stayed at the property.

Days use
Number of times the guest has used the property for day use.

Cancellation
Number of times the guest has made a booking then canceled.

No show

Number of times the guest has made a booking and then not showed up.

Last rate
Last reservation rate applied to the guest.

Total spend
Total revenue spent by the guest for all reservations.

Room revenue
Total accommodation revenue spent by the guest for all reservations.

Postcode Lookup

The postcode lookup window depends on the country. There are three different countries: Australia, New
Zealand and South Africa. This window below displays the Australian postcodes. If the country selected

is South Africa, then the South African postcodes will be displayed.

e Postcode Look Up - AUSTRALIA

Suburb State Postcode A|
HAWKESDALE .. |[WIC .. |3287
HawKING CREEK .. [QLD ... 4850
HawKSEURN WIC L3142
HAWKWOOD QLD ... | 4626
Haw/LEY BEACH .. |TAS

.| 7307 e

Ha\Ww THORM 2
HaWwWTHORM S ... |hOEZ
HaWwWTHORM EAST .. |WIC .| 3123
HaWwW THORKDENE T ... | 505
H&WTHORME .. |QLD i
Hay M5 . |2
Hay i, .. |B333
Hay POINT QLD .. |4740 j
Bt e o | e |

|35

Type in the suburb or select the suburb and click the ok button. The suburb, state and postcode will be

entered in the form as displayed following.

Address 1: |23 GREENSWAY DRIVE Cortact; | Credit Card |
Address 2 | Phaonelz): |9988 5623
Country: W Carlz]: ’W
Suburb: [HAWTHORN ] Fac [ [ ]
State/R egion: ’\;"Iti FF Mo | ’7
Postcode: W J E-mail: |helen@email.com

25

36
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3.12

Credit Card Validation

To validate a Guest's credit card number click on the Credit Card button. There is the option to store two
Credit Card details, Primary and Secondary. The guest name will be default, this can be edited to your

selection of name.

2 Guest Information = B

Account: | 0000564 ﬂ @ R oo 4| p Balance:
Surnarne: |H.&F!F|IS ar Title: |5 First M arne: |HELEM ﬂ J Lagt Activity: 3041042013

#/R: Pay Method: |yISAMC -l User. [m15c15
Company: | Commigsion: | 0.00% -
Address 1: {23 GREENSWAY DRIVE Cortact: | Credit Card .
Address 2: Phone(s): {3388 5623 .

| | 37

This will open the following window. Enter the credit card details and select the card type ie. VISA and

then click on Check No.
If the card number is invalid then a warning will be displayed. If the card number is a valid number then

the last window will be displayed.

Credit Card Details

l Secondany ]

Use Card Reader: |

Card Mo: | | | |

Card Type: %
E=piry D ate: 'ﬁ f’ﬁ | \.:I Invalid Card Number!

Mame On Card: |HELEN H&RRISON

Check No. Save | Exit |

38 39 40

@B valid Credit Car

***Please note that this Validation only validates the card number NOT the Expiry
date***

© 1983 -
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3.13

Guest Reservation

The new Guest account is complete when all details have been entered. Before leaving this screen, to
create a reservation or reservations attached to this Guest Account, proceed as below.

To make a new reservation, click on the Book Room button on the completed Guest Information screen.
This brings up a blank reservation screen. If there are multiple guests in the room who will each be
responsible for the account refer to Multiple Guests in Room Paying Separatelyl?ﬁ on how to set up the
resenvation.

You will notice across the top of the screen that there are five tabs. In this section only the Reservation
tab is covered. Refer to Guest Folios[34), Guest Extras| 32), Guest Deposit Plan[ 3%, Housekeeping/Travel
Agent/Guest Special Requestl?ﬁ for further information.

The following screen layout displays a completed guest reservation.

HINT: using the <tab> button on your keyboard will take you to the next required field to enter
information. If a required field is not completed you will be prompted before saving the
reservation.

5 Update Reservation [HARRISON, MS HELEN] - O
‘ Acc: | 0000564 Fes#: | DO00596 Booked: |30/10/2013 Changed: [30/10/2013 Statuz: |Naot Arived
Reservation detail lFoIio ] Entraz ] Deposit pIana’Comments] Houzekeeping/Travel Agent]
Arrival: |ENITENE Wight(z]: | 2 Charge type
&+ Daily
Departure; |01/11/2013 Foom Type: | 2-HOTEL SPA hat " wheekly
bt | 2 Children: [ 0 Infants: [0 € Manthly
Rate Cd [HSP Rate: | 110.00  High/Low Rate: 11000
I r
Booked By: |SBS Woucher: |
Comment: | Source: |A
ETA: |032.00FM ETD: |10.004M Area: |ﬂ
A Method: Dep Method: I Seq: |A
Faom f: |04 I SoleUse I Unconfimed
[~ Donotmove [ Pre-#wtharized [ 1,000.00
Available rooms
Bed Config:
k55 -
< >
Aoailability | Beleaze Allat |
Attach/Remove Calc Total | Update rates | Duplicate | Save | Delete | Exit |

41

Reservation #
The system generates the reservation number automatically.

Arrival
Enter the arrival date in 'DDMMYY" format. You may also double click on the field where you would enter
the date and a calendar will pop up and you can select the date by using the calendar.

When entering the number of nights, departure dates and room type, the room availability screen will
appear so you can see which rooms are available for the dates requested. Any days that have been
marked as 'Event”, 'Stop sell' or 'Peak period' will show an 'E', 'S’ or 'P' respectively abowe the day and
date line.
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Nights

At this prompt you can enter the number of nights a Guest is staying and the departure date will be
calculated automatically and entered into the next field. You can also <tab> past this field and enter the
departure date. If number is not entered then the arrival and departure dates will remain the same. This
will make the reservation a '‘Day Booking'. The system will recognize this and a prompt will appear
asking 'ls this a Day Booking?'. Select Yes or No.

NOTE: A Day Booking when arrived and departed will disappear from the Room Allocation

%een. This is because the reservation has not been in house overnight. Refer to Day_Bookings
4

Depart

Enter the departure date in 'DDMMYY' format. You can double click on the field where you would enter
the date and a calendar will pop up and you can select the date by using the calendar, then click on
accept or exit. If the period of stay includes a Stop sell and/or Peak period, the system will prompt you
to confirm the dates entered.

Room type
Enter room type from the list of room types displayed including conference room types.

Adults
Enter the number of adults. If the number exceeds the maximum allowed number, a prompt message is
given.

Children
Enter the number of children (if any). Press <enter> for the default value of zero.

Infants
Enter the number of infants (if any). Number of infants will need to be manually selected to enter.

Package
If a package code is entered the system will automatically calculate the rate based on the number of
adults, children and infant entered in the reservation.

If the package you select is a non-repetitive package. (ie: different transactions are posted automatically
on the days you specified when the package was created). The system will check to ensure the total
number of room nights on the reservation, is equal to the number of room nights specified in the package
setup.

If the number of nights entered for this reservation is out of the range of the package, you will be
prompted to re-enter the departure date.

Rate

The rate entered is the GST inclusive amount. The system calculates the rate depending on room type,
the number of adults, and the number of children. If rates include GST then in a property which provides
predominantly long term (28 days or more) accommodation, this rate depends on the Guest's length of
stay, as a long-term rate will have a different GST rate (please refer to Tax/CurrencylZsﬁ in System
Configuration). This depends on rates being entered for the current season in the Package/RateI?eﬁ
option on the SETUP menu. At this point you have 3 options;

1. Enter the desired room rate to over ride the rate displayed.

2. Press <enter> to accept the rate displayed.

If your property is providing predominantly long-term accommodation, please make sure you enter a
correct long-term rate (which includes the reduced GST) for bookings that are 28 days or more. Refer to
Long Term Accom Transaction type@ to setup.

Booked by
The logged on operators initials will automatically default.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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Comment
Enter any comments regarding the resenation that are applicable.
Note: The Booked by or Comment line can be displayed on the housekeeping report.

ETA
Enter the estimated Time of Arrival if known. This is a free field type either 24hr clock or am/pm times.

ETD

Enter the estimated Time of Departure if known. This is a free field type either 24hr clock or am/pm
times.

If standard check in and check out times are set in the 'System Configuration' then these times will be
displayed at the ETA and ETD prompt respectively, then you can just press <enter> to accept them or
modify them for different times. See Resenvation[zo:)

Room #
Use this field to allocate a room to this reservation. A list of available rooms and their attributes will be
displayed at the bottom of the screen.

Do Not Move
Check the box if you want this reservation to stay in a particular room allocated. This will show up on
room allocation as light blue and will disable the Change room and Swap room functions.

Unconfirmed
Check the box if you have requested a Advance Deposit and haven't received it. This will show up on
room allocation as pink and allow you to easily see what bookings need to be followed up for
confirmation.

Room preferences
Enter room preferences to designate whether this room is going to be a Male/Female/Neither room (M/
F).This is usually used at Backpacker properties. This is an option System Configuration.See

Backpacker|z:2)

Source
Select the appropriate Source for this reservation.

Area
If enabled, select the appropriate Area for this reservation.

Segment
If enabled, select the appropriate Segment for this resenvation.

Reservation Maintenance

If you need to change any details in a resernvation simply go to the account details and to the reservation
window and double click on the reservation you are needing to change. You may change details on a
resenvation prior to arrival, however an Arrival date can not be changed to a date prior to the system date
if the resenvation has already been checked in. Or go to the guest name on the Room Allocation screen,
right click on the name then select Resenvation.

Pre-authorized
If you are using the Starfleet POS module, tick this option to allow the guest to charge back to their
room from POS. Enter in the pre-authorized amount.

Bed Config
Refer to Bed_Configuration Codes[:ss). This will allow for a selection of bedding configuration to be
selected, i.e. 1 King or 2 Singles.
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Availability
Click to display the total number of room types available.

Release Allot
Refer to Guest Reservation / Releasing Allotment[ 32

Attach/Remove
Refer to Attach/Remove Group Booking[ 38\,

Calc Total
Use to calculate the total to be charged.

Update rates
Use to Update current In House rate when there is a Season or Rate change. See Seasons[:7 and
Package Rate -> Update In House[17s)

Duplicate

Duplicates the resenvation for a regular returning guest. Will keep the same information, no of guests,
rate, Source, Area and Segment codes, as the current reservation is being duplicated, edit the arrival and
departure dates.

Booking Confirmation slip
If booking slip option is enabled in system configuration, the system will ask user whether they want a
booking slip printed upon saving reservation details. See Printinglzﬁ

For a Walk In click refer to this link Walk In's[ 78
For Multiple Bookings refer to this link Multiple Bookings|[ 791
To review any changes made to a Reservation refer to Reservation History/[ 5]

3.1.4 Guest Reservation - Quick

A new guest resenvation can be created directly on the Room Allocation screen. Right click in a blank
cell on the date and the room type required. Select Book Room.

! Room Allocation = =

4| »| (3041052013 T ! |DiSD|a_'r' & Mame  Compary “ Q0ays © 14Daps © 21 Daps  30D0aps © 90Daps

Events 2 2 E ~
Tue Wed Thu Sat Sun Mon Tue Wed

Room | Room Type Aw (291003 (3000013 (311013 oy (o3 [e3fiz (o3 [osiun3 | osf1is

01 1-KING SPA

02 1-KING SPA T T

03 1-KING SPA PARKER k‘ Rm: 02 - Wed

04 2-HOTEL SPA :

05 2-HOTEL SPA Allocate Room

05 2-HOTEL SPA

o 35TUDIO DELUXE Book Room

[ 3-STUDIC DELUXE T ; 122

In this reservation screen enter all the relevant details by using the <tab> button on the keyboard. This
information can be updated and edited on arrival. When entering the guest surname a drop down screen
will display the surnames of previous guests. If the guest has stayed previously click on their name to
select. Their account number, address and contact details will then display so they do not need to be re
entered, select Save. This will keep all returning reservations on the same guest account. This option
can be used for new guests where a new guest account will be created. For Walk In's click on Check In
and the reservation will be saved and checked in.
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"1:3 1

Book Room
Fieservation details | Travel Agent |

ND.Bkgs:I 1 Solelse [ Rm Type: I‘I-KING SPA vI Slctment Bka [ I

Ignare Room Tppe/bvailahbiity tllncate nest available room W Starting Room 3 |02 Donotrove [

Arrival: ISIJ.-"I 072013 Might(s]: I Departure: I
Adulls'l 1 Childres I Infants'l

Rate Ed:l Rate: I H/L Hata:l
™ First night disc. ™ Every right disc.
Booked By: ISBS Woucher:
Comment: I Source: I

ETa: [02.00PM ETD: [10.002M Area |
At Method: I Dep Method: I Seq: I
[~ Unconfirmed ™ Presfutharized I 1,000.00

~ Guest detail
Suname: I Title: I First Mame: _"I
ASR: I Coms: I ;I Pay Method: I LI

Belease Allot

Compary: | Comtect | Credit Card ||_| —
Address 1 | Phone 1 |
Address 2: | Mobile: l— [ Ok ta receive SM3
Country: Iﬁ Email: |
Suburb: | _I Car Ii

State/Fegion | Postcode:l _I Use acc: I _):I Create new acc v Cancel
: 122a

When a new reservation is made for a returning guest if there are any notes there will be the orange note
icon highlighted.

r~ Guest detail :
Sumarne: ITAYLDH Title: IMH First M ame: ITDM— ﬂJ
AR | Coms: | 0.00% v| PayMethod: |CASH =] S
Company: | Contact: I— Credit Card ||_| : =
Address 1: | Phane 1: | | |

Address 2: | Moabile: I V' Ok to receive SMS Checkin |
Country: - Email: |
wiid 1w m

State/Region; I Postcode:l _I Use acc: | 0000209 5| Create new acc [

122b

Click on the icon to display notes.

3 Guest Notes/Mail - O
Starfleet Business Solutions
P.0. Box 6143 Hawthorn West 3122
sales@starfleet-software.com.au
_/_ Ph:+61 3 9428 4333 Fax:+61 3 8640 0446
Mail | Phone Callz |
Accounth: 209 Narne: ITAYLEIH MR TOM
Display by: % Alnotes ¢ Diary Datel " Reservatior ID vl
Line: | Mote | Diary | Date
1 | Prefers room Facing courtyard. AA0203 HA02003
2 NA02013 302003
< >
Add Frirt | Delete |
E it |
122c
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3.1.5 Guest Reservation / Releasing Allotment

If entering Allotments for Company or Web Booking you may wish to put all room availability on
Allotment. Therefore when there is a direct or walk in booking all the availability will be on 'Allotment’. By
using the Release Allotment option when entering the booking the room can be 'released from an
Allotment. If more than one room is required to be released from Allotment, in the case of a group refer
to Allotment[7d) on how to release a block of rooms.

NOTE: The following screen is when selecting Book Room on the Room Allocation screen. See previous
screen for Release Allot button when booking room in Guest Information.

L Book Room = =
R egervation detail: l Travel Agent]
Mo, Bkgs: | 1 SclelUse ™ FmType: [3:5TUDIO DEL | Alatment Bkg [
Ignore Room Typeddsailability Allocate nest available room W Starting Room #: |07 Donotmove [
Amival: [01411/20013 Might(z): | 3 Departure: |04/11/2013 -Charge twpe
& Dai
Adulks: | 2 Children: Infarnts: Daiy
" weekly
Rate Cd: [DST Rate: | 100.00 HAL Rate: | 50.00 £ Monthly
I 2
Boaoked By: |SBS Woucher:
Comment; | Source: & ASK GUEST
ETa: |02.00PM ETD: |10.008M Area: |A ASKE GUEST
A Method: Dep Method: | Seq |4 ASK GUEST
[ Unconfimed [ Pre-Authorized 1.000.00
Guest detail
Sumame: [NEWTON Title: [MR First Mame: [T0OM ] <
A/4R: Coms: % w| PayMethod: -
| i | D'DD/J =it | J Releasze Allot
Company: | Credit Card |:|
Address 10 |58 MAIN ROAD Contact: | Calc Total
Address 2: | Fhenels; | Check In
Cauntry: [AUSTRALIA - Ernail. |
Suburt: [RICHMOND o] car w
State/Region: |\u"IC Postcode: |31 21 J Use acc: J Create new acc v Carcel

41b

Enter the resernvation and guest details. When Save is selected there will be a prompt that the Room
type is not available/overbooked.

Reservation Detail

Room type 3 is not available/overbooked
Continue

41c

Select No to Continue and then click on the Release Allot button. (If selecting Yes and there is no
availability the reservation will save and this will then overbook the room type).

There is an option to prevent over booking a room type, refer to the Resenvation|zo tab in System
Configuration, tick ‘Do not allow over booking a room type'. The following prompt then displays. This
will force the user to release the room type before continuing.
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3.1.6

Reservation Detall

Reom type is not avaiable!
! % Please check availability for this room type!

41cc

When the next screen displays enter the arrival date, number of nights required for the reservation. The
room type will display. Click in the Off Allotment box. If there is more than one Allotment there will be a
list displaying for you to select which Allotment you are going to release the room from, select the
number of rooms to be released. Click Release.

2 Release Allotment = =
Start date: |01/11/2013 Might{z]: | 3
Room Type: [3 -STUDIO DELUXE =l

Off &llatment: §|5TAR Mo of rooms: | 1

Cancel ‘

41d

The reservation is now completed and saved.

Sole Use (Interconnecting Rooms) Reservation

Adjoining rooms that are interconnecting can be set up to be booked as one reservation. The same
resenation details, guest account and reservation nhumber are displayed on both rooms. Details can be
updated or added on either room.This eliminates the need to havwe two separate reservations for one
booking. Manual charges and payments can be entered on either room. The same applies with printing a
guest account, arriving and departing the guests. Refer to Sole Use Set Upl 19,

When making the reservation the 'Master Room' is selected. The option 'Sole Use' must be ticked, this
will attach the second room that is linked to the 'Master Room'. If this is not selected at first when
creating the reservation the option can be ticked after to attach the interconnecting room. This
interconnecting room must be available.

L Book Room = =

Rezervation details ] T[avel,&gent]

Mo, Bkgs: | 1 SolelUse [ | Rm Type: |4-SUITE 2 BE J : ; [=
a

41
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3.1.7

Guest Folios

Every Guest account has five folios available.
default, and the other folios are not used.

If folios are not selected, all charges go to folio 1 by

.-'.1

Update Reservation [HARRISON, MS HELEN]

- o

Acc: | 0000564

Fieservation detail  Folio

Rest: | 0000595

] Extraz

Booked: [30/10/2013

Changed: [30/10/2013

] Deposit plan/Comments ] Houzek eeping/Travel Agent

Falic

Drescription

Trans1| Trans2 | Trans3 | Transd | TransG | TransB

Rm

1

DEFALILT *

ACCOMMODATICN]

ACC

| s ||

Type

Drescription

ACC
ADR
Al
BRE.
CAN
COA
COM
DIM

HOR

ACCOMMODATION
ADY DEFOSIT REFUND
AD CAMCELLATION FEE
BREAKFAST
CANCELLATION FEE
COFFEE/TEA
CONFERENCE

DINNER

HORSE RIDING

Statuz: [Mot Arived

v

Availability | Beleaze Allat |

Qttachfﬁemove| Calc Total | deaterates| Duplicate | Save | Delete | Exit |

42

By entering a description in other folio names, these folios can be activated. For example, you could
have Accommodation in folio two, and all other charges in folio three, called EXTRAS. This would apply
if the Guest was able to charge the accommodation component to a company, but had to pay all other
charges as extras.

By entering a transaction type in the six transaction type columns forces that transaction type to be
automatically allocated to that folio. These columns are called Trans1' through Trans6'.

With the above example, accommodation could be put as a default transaction type in folio one
transaction columnl, and other transaction types like Telephone, Mini bar, Dinner etc could be put in the
transaction types for folio three.

If a folio is removed during a Guest's stay or after their departure, any transactions posted to the deleted
folios will be automatically transferred to folio one, which cannot be altered.

If a transaction code is mowved or removed within folio setup, any transactions posted to the
corresponding folio are automatically transferred to the new folio, and if this transaction type is not
present, to the default folio.

You also hawe the ability to split the accommodation charges between folios. The last column on the
table 'Rm%'’, allows you to enter a percentage of the accommodation charges to each folio. If no
percentages are entered, it will default to 100% and charge to the default folio one.
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3.1.8

Guest Extras

Predetermined extras can be put to a Guest's account if required. These are then charged to the
Guest's account with the Nightly Audit room charges. These entries can be any valid revenue
transaction. Guest Extras are can also be used in Group accounts and Conference accounts if using
these modules. The entries are made in Start (the day) and Sequence (the order) format.

5 Update Reservation [HARRISON, MS HELEN] - O
Acct: | 0000564 Festt | 0000535 Booked: [30/10/2013 Changed: [30A0/2013  Status: [NotArived
Resenation detail] Falia Extras l Dieposit pIana’Comments] Housekeeping/Travel Agent]

A [30410/2013
Mo | Start |Seq| Tran | Qty T otal At G5T Comments Falia | Print | Sign | »
1 1 1| IS 2 20.00 1.82 | MISCELLAMNEOUS 1 HE
2 1 2| MAS 1 65.00 5.91 | MASSAGE 1 HOUR 1 i
3 2 1
4
5
B
7
3
g
10 v
Type | Description -
CaM  CAMWCELLATION FEE
COA  COFFEEATEA Total: 85.00 Bemove
COM  COMFEREMCE
DIN DINMER Do not change entry that has been posted
HOR  HORSE RIDING [lowlighted entries)
LUM  LUMCH
MAS  MASSAGE 1HOUR
| MEE  MEETING
MIS  MISCELLANEOUS hd Bwailability | Release Allot |
Qttachfﬁemove| Calc Total | Update rates | Duplicate | Save | Delete | Exit |
43
No

This is the line number of the extra, and is set in the system.

Start
This is the starting day of the extra, and is applied to the start day of the reservation to give the date on

which that entry is charged automatically during the Night Audit.

Seq
Within the abowve start number, this gives the sequence of the entries on the nominated start day. If
there were several entries on the one day, then the earliest would come first. For example, morning tea

would be entered before lunch.

Tran
Transaction type to be charged to the Guest's account. This can be any valid transaction type.

Qty
Number of times that entry applies to. For example, for a small conference of 10 persons having morning

tea, the quantity would be 10.

Amount
Total charge amount to be put to the Guest's account. Includes GST.

GST
Automatically displays amount of GST included in Guest's account. GST amount cannot be manually

entered.
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3.1.9

Comments
Transaction description shows automatically here, and can be over typed if desired.

Print

Automatically, each entry will print unless this is not required. (Default is to print).

On completion of entering extras, you can go to any of the other tabs (Reservation detail, Folio, Deposit
Plan), or select the Sawe button to save.

Advance Deposits

When a deposit or full payment is required before arrival this is an Advance Deposit. This transaction is
part of the Advance Deposit Ledger. In the Starfleet system there are three transactions in this Ledger,
ADV - Advance Deposit, ADR - Advance Deposit Refund, ADX - Advance Cancellation Fee. The Advance
Deposit will be in the ADV Ledger until the guest arrives and the first Night Audit has been run.
Technically, Advance Deposits (also known as Security Deposits) are not the property's money and are
held in trust until the Guest's arrival.

Once Accommodation has then been charged on the Guest Account, at Night Audit, this amount is then
‘absorbed' in to Accommodation revenue from the Advance Deposit Ledger. If a reversal or cancellation is
to be made before arrival then the transaction MUST be either ADR - Advance Deposit Refund or ADX -
Ad Cancellation Fee. This will then 'balance out ' the Advance Deposit Ledger. Do not post as Payments
on Guest Accounts before arrival as the Guest Account Balances will be incorrect. To view the Advance
Deposits held in Starfleet refer to in Reports -> Guest -> Advance Deposits| 1]

When an Advance Deposit is posted to a guest account use the transaction code ADV - ADV DEPOSIT,
select the payment type, enter the amount and select Apply.

Room balance: 110.00-|  Skatus: | Mot Airived Transgaction: |.£\D\." -ADY DEPOSIT Falia: | 1
Date | Description F'kg| PT | Amount | GST Fay Tupe:
30/10/2013 ADY DEPOSIT Y 110,00 0.00 amount: | 000 | GST: 00
Comments: |
K| |
o+ Allfolios " Foliol ¢ Felo2 ¢ Folio3 ( Folie4 [ Folio5 B al Query | Daily Update| é Apply | Cancel |
Account | Beservations | Tranzactions | Aurivals | Departures | Charges/FPmt | Exit |

a4

If an Advance Deposit is to be part refunded with a Cancellation Fee applied use the ADR - ADV
DEPOSIT REFUND transaction type. Enter the amount to refund, minus the cancellation fee amount.
Enter the cancellation fee amount in the AD Cancel Fee field. This will then apply the refund and
cancellation in one process.

An Advance Deposit Cancellation Fee is posted by using the ADX transaction type - AD Cancellation
fee. This reverses the Advance Deposit.

Room balance: 000 Status: | Mot Arived Transaction: |ADF| - A0 DEPOSIT REFUND
Diate | Diezcription F'kg| FT | Armount | GST Fay Type: |VISA£ME ﬂ
30M0/2013 ADY DEPOSIT W -110.00 0.0c Brmn || 100,00 | GST: | 0.00
30M1042013 ADY DEPOSIT REFUND W 100.00 B0
4 Comments: |
30M0/2013 AD CANCELLATION FEE 10.00 IR}

A0 Cancel Fee:| 10,00 | GST: | 091
K 2

@+ Alfoios ¢ Foliol  Folo2  Folio3 ( Folio4  Felio5 Bal Query | Daily Update| é

Cancel |

Account Reservations | Tranzactions | Arivals | Departures | Charges/Prmt | Exit |

45
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3.1.10 Guest Deposit Plan

With some properties (usually in seasonal areas such as ski areas), a payment plan for that Guest's
booking is entered, and updated whenever a payment is received. This is so that all money due is
known to have been received before the Guest arrives.

With this, you would enter the date received and amount of receipt, and the cheque or voucher number.
Additional comment lines are available for printing on custom booking slip comments.

5 Update Reservation [HARRISON, MS HELEN] - O
‘ Acc: | 0000564 Fes#: | DO00596 Booked: |30/10/2013 Changed: [30/10/2013 Statuz: |Naot Arived

Resenation detail] Falia ] Extraz Deposit pland/Camments l Housekeeping/Travel Agent]

Security Deposit Payment Plan:

,W | Date | Amount | Youcher
E| | |

[ | |

[3] | |

Booking slip additional comments:

|LINE 1

|LINE 2

Confirmation D ates

Confirmation 1:
Confirmation 2:
Confirmation 3:
Aoailability | Beleaze Allat |
Qttachfﬁemove| Calc Total | Update rates | Duplicate | Save | Delete | Exit |

46

3.1.11 Housekeeping/Travel Agent/Guest Special Request

Housekeeping

If a special housekeeping setup is required, for say a lower rate for reduced senicing, then change this
screen to reflect the major and minor cleaning requirements for this reservation. You can also select the
option to say if the room is to be cleaned on the weekend. If there is no special setup then the default
will apply. Refer to Setup->System Conﬁguration->HousekeegingEﬁ to set default setting.

Travel Agent

If this booking is from a travel agent, all you have to do is select the appropriate travel agent code. See
Accounts->Travel Agent Information to setup the Travel Agent. Click the Agent Code: to select the Trawel
Agent for this reservation. Refer to Travel Agent Information[ 7l in Accounts for setup information.

Guest Special Requests

If a guest requests to have wine or flowers on arrival the details can be entered here. The codes must first
be setup, refer to Guest Special Request[223)in System Configuration. A report can be printed to display
the requests required, refer to Reports -> Summary Reports -> Guest Special Requests| 123
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3.1.12

= Update Reservation [HARRISON, MS HELEN] = =
Acct: | 0000564 Restt: | 0000598 Booked: 3041042013 Changed: [30/10/2013 Statuz: Errived
R eservation detail] Folio ] Extras ] Deposit plan/Comments i Housekeeping/ Travel Agent§|
Houzekeeping Detail Travel Agent Detail
Major Clean eveny: | 4 dayps Agent Code:
Minor Clean eveny: | 1 days Agent Mame: |
Clean room on weekends W Contact: |
Guest Special Hequests Commission
On Aurival Daily " % of First Might Accommodation
" % of Total Accommadation
(" % of Total Amount Spent arnount:
(™ Flat Rate amount per night
" Flat Fate amount per stay Amount:
Availabiliey | Beleasze Allat |
attachfﬁemove| Calc Total | Update rates | Duplicate | Save | Delete | Exit |
47

Note: If the Travel Agent is not setup, finish the booking then go to Debtors -> Travel Agent Information
[761 on the menu bar, setup the travel agent code and information then go back to the resenation and
update the booking so the information is cross referenced in your records.

Attach/Remove Group Booking

To attach a Guest to a Group Account click on the Attach/Remowve button. The following screen will
display.

Attach To A Group Bkg

Enter Group Account Mumber: ||

Continue ‘ Cancel |

48

Enter the Group Account number you wish to attach the Guest to and the following screen will display.
Click OK to proceed, the Guest's reservation is now attached to the Group selected.

Attach To A Group Bkg

E nter Group Account Murmber: ’W
Group Bkg Details
Group Name: [STARFLEET
Armival: M Departure: ’m
Grp Rate Cd: li Rate: liﬂl}l}

Click '0K' to proceed.

Guest Reservation is added to a Group!

& [ =

49 50

If the Group account number entered is a invalid account the following error screen will display.
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3.1.13

51

Remove a Guest's Reservation from a Group Booking

To Remowve a Guest from a Group Account click on the Attach/Remowve button. The following screen will
display, click Yes and the Guest will be removed from the Group.

P Areyou sure you want to continue?

_"\-.I Remove this guest from group STARFLEET

Guest Reservation is removed from Group!

Mo

52

53

Click here to see Remove a Guest from a Group Booking[031in Group Information.

Guest Confirmation Letter

To email or print a confirmation letter, right click on the reservation in the room allocation screen then
select Print and Guest Conf Letter. If there is more than one confirmation letter setup the code will
display, select the desired one.

pi]

[N 2-HOTEL SPA
L2 | 2-HOTEL 5PA
13 len SAPELER,

| 3-5TUDIO DELUXE |
[ -5TUDIO DELUXE

[E00 +SUITE 2 BED

| 5-SUITE 1 BED
4.SUITE 2 BED

+— R ’

E Change Room

Charges/Payment
CheckIn

Check Out
Extend

H Guest Info

| Groupinfo

Reservation

Encode Door Card

Swap Room Guest Conf Letter

Movielink G

il [

Guest Account
Guest Registration

Guest Voucher
Guest SMS

I I 54

The confirmation letter can then be emailed or printed. Refer to Setup -> System Configuration ->

Conf Letter[ 203 to setup. To setup a standard email message (other than the default) please also refer to

the section in Setup -> System Configuration -> Email Setup. The email address will be picked up if
entered in the Guest Information screen and the confirmation letter will be automatically attached as a
PDF before sending from your default email. Click on the preferred Confirmation Letter to send, there can
be more than one of these created. The Confirmation Letter will display, this can be edited at this stage
before sending.
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2 Letter Selection - U R
Code Drezcription |
Carfirml Canfirmation Letter
'w'elcomel “welcome Letter 1
Selected Code:
E mail | FPrrint |
54a
The Confirmation letter can be individually edited before printing or emailing.
**Please note 'DO NOT REMOVE' text**
2 Confirmation Letter =s
Booking Details
Armival: 28032014 ET&: |[D3.00PM
Departure: 1042014 ETD: [10.008M
Guest: | 2adults 0 Children Total |4 704.00 [incl. GST)
Foom Type: | 1= FING 5PA REF: [[Acc/Res. 0000012/0000635)
Package: lBED & BREAKFAST ~ =z D0 NOT REMOYE the line
M "¢</lnsent BookingD etails above/>"***
Deposit; |
28/03/2014 A
MR TOM GREEN
12 FRED STREET
ABBEYWOOD QLD 4613
Dear MR TOM GREEN
Thank you for your booking which I'm happy to confirm as below.
=linsernt Booking Details aboves= - **Do not remaove/change this ling™*
Please note that all cancellations must be done 48 hours prior to arrival.
Otherwise cancellation fees may apply. Should you have further enquiries
or wish to alter your reservation please contact us on +61 3 9428 4333,
Your reference number will assistin finding your reservation quickly. o
Email Address: ]tgreen@email.com Email | Exit |
| 54b
The name at the bottom of your confirmation letter defaults to the user that is logged in at the time. If
you need to change the user name or add a new one see the section on User_Maintenance 2201 in the
setup menu and add or change the password information (You must be an admin user to do this). You
can setup a password for each person or just the company name.
3.1.14 Guest SMS

An SMS message can be sent to the guest to confirm arrival time. On the Guest Information screen
select the option Ok to receive SMS. There must be a mobile / cell number entered in the Guest
Information Mobile phone number field for this option to work. Please contact Starfleet to set up your
account before using this option.
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Country: vl Phaone 2 I I
Suburb: I _I | Mobile: I |||_ Ok to receive SMS‘
State/Region: Fau: I FF Ma: I
Posteode: _I E-rnail: I 55a

Click on the Reservations tab and select SMS.

1-KING SPA

Tranzactions

Amivals

Change Roem

1-KING SPA

1-KING SPA

2-HOTEL SPA

Charges/Payment
Check In
Check Out

2-HOTEL SPA

2-HOTEL SPA

4-SUITE 2 BED

4-SUITE 2 BED

4-SUITE 2 BED

4-SUITE 2 BED

5-SUITE 1 BED

Extend
SIMPSON Guest Info

. Group Info
PAINTING Print/SMS

Reservation

Swap Room
FLINSTONE

Encode Door Card

ﬁ

Proforma lnv

&= |

]

Charges/Pmt

GROUP
GROUP

GROUP

Guest Account
Guest Registration
Guest Conf Letter
Guest Voucher

GROUP

I GrouP

GROUP
GROUP

55b

FLINSTONE Movielink Bl Guestsms

LA GROUP

4-SUITE 2 BED

A list of SMS messages will display, select the relevant SMS to send if there is more than one set up.

A SMS - O

Please click to select sms to be sent to the guest

| Guest:
MR DAYID REYMOLDS

Mobile:
0444 BE5 777

1
2
3
4 Res:
5

|8

Description

rrival Confirmation

0000577
3041013 - 0241743

Res. 0000577 A, 3041013 Dep. 02/11./13. Your booking iz confirmed with Starfleet kotel.
e look forward to your arrival

Send SMS

~1 55d

A confirmation prompt to show the SMS has been sent successfully will display.

Send SMS

@ Message has been successfully delivered to your SMS gateway!

55e

Enter your SMS account details in Communication -> SMS_Setupl[ 2. Contact Starfleet for details
to set up your account.
Set up the SMS message template text in Set Up -> Conf Letter/SMS/Voucher ->SMS 195
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3.1.15 Guest Registration Slip

To print an individual registration slip, right click on the reservation in the room allocation screen, select
Print -> Guest Registration. Or to print for all arrivals on a particular day select Front Office -> Reg
Slip/Allocate Rooms. Select the date of arrival and the option of One slip per room, One slip per
guest or One slip per group. A Blank Reg slip can also be printed to keep on hand.

There are three setup options for the Guest Registration slip, Standard (as shown below), Standard

with Terms and Standard Long, refer to Set up -> System Configuration -> Reg Slip[ 0 for setup.

< Print Registration... — ©

Frint zlips for all amivals on:

* One slip per room
(" One slip per guest

™ One slip per group
[For group bookings. print slip
for the master rezeryation only]

" Blank Reg slip 1

Print | Exit |
56

Check In — - Booking # Room —

3011013 Starfleet Business Solutions 0000564/0000596 ‘ 04

— P.0O. Box 6143 Hawthorn West 3122

Check Out f am— info@starfleet-software.com.au Guests Room Rate —

011113 Ph:+61 3 9428 4333 Fax:+61 3 8640 0446 2 110.00
Guest Name and Address Company Name and Address

HARRISON,MS HELEN

29 GREENSWAY DRIVE

HAWTHORN

VviC 3122
Telephone # Company Telephone #

9988 5623
Account Instructions Other Car Reg No

[ ]cicArRD EXPIRY DD/DD UTY 589 —‘

LITTITT T T TIET T ]| Emen

[ ]coMPANY [ ]CASH [ JCHEQUE [ |VOUCHER || helen@email.com
Comments Signature Date

THIS PROPERTY WILL NOT BE RESPONSIBLE FOR VALUABLES LEFT IN ROOMS OR CAR PARK.
57
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3.1.16 Changing & Deleting a Guest Reservation

Select the Guest's account that you wish to change. Then select the Reservations button. Double click
on the resenvation line you want to change. The following screen will be displayed. Select any of the
tabs you want, and add or amend any details as required. Click on the Save button to sawe.

= Update Reservation [HARRISON, MS HELEN] - O
| Acctt: | 0000564 Restt: | 0000536 Booked: [30/10/2013 Changed: [30./10/2013 Status: Mot Arived
Feservation detail ]Folio I Extras ] Deposit pIanx’Comments] Housekeepingz’TravelAgant]
Arival: [E 13 Mightis]: | 2 iharge type
+ Daily
Departure: |1111/213 Room Type: | 2-HOTEL SPA 54  wWeekly
Adulis:| 2 Children. | 0 Infants; [0 " Morthly
Rate Cd: |HSF Rate: 11000 High/Low Rate: 110.00
& [=
Booked By |SBS Woucher: |
Comment: | Source: |A
ET4: |03.00PM ETD: |10.004M Hiea |A
At Method: Dep Method: I Seq: |A
Room #: |04 I~ Sole Use [™ Unconfimed
™ Donotmove [ Pre-futhorized [ 1.,000.00
Auvailable rooms
| | | | | | | Bed Config:
e e e e | Lo L2l
< >
Lvailability | FRelease Allot |
étlach#HemDve| Calc Total | Update rates ‘ Duplicate | Save Delete | Exit |
58

Deleting a Guest Reservation
If you wish to delete a reservation, select the desired reservation as described above. Then click on the

delete button to delete.

ONLY reservations that have NO transactions, or have a ZERO balance, can be deleted. If a
resenvation is 'arrived’ it cannot be deleted. The following Delete Status will appear over the reservation
screen, select the status and add comment or user initials, this must be completed to delete the
resenvation. The reservation status will then be marked as Deleted.

Delete Statuz

" Operatar alteration " Mo show
" Bocking denied [ Booking declined

Comment: |

ak. Cancel

59

Extending a Guest Reservation
Select the desired guest, and reservation as previously described.
Double click on the departure date, and amend the date. Please note that the departure date cannot be
less then the arrival date. Or right click on the Guest name on the Room Allocation screen, select the
Extend option, enter the new departure date and Continue. The reservation will now be extended to the

required date.

Note: If the reservation is for a non-repetitie package (ie: different transactions are posted
automatically on the days you specified when the package was created) the system will not allow an
extension. This reservation will need to hawve the rate changed first or have the arrival date changed as
well to add up to the correct amount of nights for this package.




44

Front Office 10.7.16

3.1.17

Allocating a Room

Select the Guest's reservation as previously described. This applies irrespective of whether a room was
previously allocated or not. Click once on the room desired from the list, and the 'Room #' will be
updated, then save the reservation.

Search for Existing Guest Details

Open a new Guest Information screen. Next to the Account box is a yellow coloured icon. Click on this
to display the following screen. Select the search by option from Name, Company, Arrival Date,
Departure Date or Contact/ID. If you do not select anything, name is the default.

Then either leave Select Status unselected, or select the desired option.

If selecting by Name or Company, only key in the first couple of letters. This gives a range so that if you
miss-spell the name you can still see it on the screen. This also allows for the possibility that the name
is phonetically different to what you think it is. Then select Start Search.

An alphabetical list of the Guest names, starting from the first one that meets the search criteria, will be
displayed, (see following screen 61). The list consists of the Booking Name, an Account Number, Group
Account Number, a Contact/ID, the Arrival Date, the Departure Date, the Room Number, the status of the
resenvation and the Company Name.

o Search By Menu = 2
Search by
= Mame Enter Sumame
" Company ’7
" Anival date
Select Status

" Departure date 7 Not Arrived
" Contact/ID " Anived
" Reservation Mo. " Checked Out

[™ Exclude unconfirmed group member

[T Exclude individual bookings

Start Search | E it ‘

60

Note: you can click on the column headings to sort that column in ascending order.
If the reservation you are looking for is on the screen, double click on the Guest's name to show the
Guest information screen.

Merge Acc refer to Merge Guest Accounts| 63)

i Search By Name =l
Booking Mame Acc Mo | Group ... | Contact 10 | Arrival Departure | Hooml S..l Cormpany |
Merge Acc Previous End
61
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3.1.18

3.1.19

Walk In's

Refer to following section Room Allocation, Walk In's[48) for information.

Day Bookings

A resenvation can be entered for a 'Day Booking'. This is a reservation that is only required for day use.
Enter the reservation details as normal refer to Guest Resenation[ 27\, The arrival and departure dates will
be the same with 0 in the room nights field. The following prompt will display to confirm Yes for Day Use
only.

Reservation Detail

'e' s this a Day Use only?

6la

This Day Booking will display on the Room allocation screen with a ~ in front of the guest name

~STARFLEE gy Nty day booking the same as the usual reservation. When departing the day

booking this will then 'disappear' from the room allocation screen (this then allows another booking to be
made on the same day). The guest and resernvation details can be found by searching using the Guest
Information screen, refer to Search for Existing Guest Details[ 44 or by entering the guest surname in a
Guest Information screen.

NOTE: If there is already a reservation in the room arriving later in the day, a new Day Booking can not
be entered. A resernvation can be made on the room after a Day Booking has departed.

Use the Day Use button on the Room Allocation screen to display 'Today's Day Use Guests'.

Room TYPE1*'A" j Day Use| Events ‘ Inhouse ‘ Stat | Refresh | Legend | Print ‘ Arrivals | Exit |
61b
] Today's Day Use Guests = =

Foom | Acc# Res # Guest Name Status |

RES Q0005e0 oooosa1 STARFLEET Arived

61c
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3.1.20 Guest Check In

On the Room Allocation screen find the guest reservation, right click and select the option Check In.

7t Room Allocation
Events E
Tue Wed Thu Fri Sat Sun Mon Tue Wed
Room | Room Typs Anr 29/10/13 IN0E | 3110013 01/11/13 021113 | 031113 0411113 051113 | 06f11/13
[ 1-KING SPA !
02 1-KING SPA Change Reom
LGS R * Charges/Payment
2HOTEL SPA r
05 2-HOTEL SPA DOOR LOCH Check In
[ 2-HOTEL SPA
3-5TUDIO DELUXE 5 Check Out
[ 3-STUDIO DELUXE Extend
[ 35TUDIC DELUXE Cueting
10 35TUDIO DELUXE
11 3-5TUDIO DELUXE Group Info
2 [NG SP : Ps—
13 1-KING SPA Print/SMS 4
14 1-KING SPA Reservation
i5 2-HOTEL SPA
16 2-HOTEL SPA Swap Room
Z ZenSATELEl, — Encode Door Card
4-SUITE 2 BED HOGAN o
13 4-SUITE 2 BED PAINTING Movielink »
2 | 4-5UITE 2 BED i i

62

Use the Check In screen to edit or add any guest details such as address, email, phone numbers, Credit
Card details. Click on Check In and the guest will now be Arrived.

=

Flg Rate: I 200,00

™ First night disc.

Room 1t: lEi | [T Sole Use

Arrival:|3Dx’1 /2013 Night[s]:l 3
Departure: |D2.-"1 142013 Rate Cd: IBB‘I

I~ Every right disc.

- o

Check In
Account: IUDUDBEEI i
Source: |A
Area: IA
Seq: IA

[ Pre-futhorized

Booked By: |SBS

Comment: I

Freferences
@ Neither

Woucher: I

" Male

I 1.000.00

" Female
Sumame: [REYNOLDS Title: [MA FistName: [DAVID
Y State/Prov: [wié Postat [714 |
Eompany:l Fhone 1: I Credit Card ||:|
Address 1: |85 KIRKWOOD DRIVE Mabile: | [~ Ok to receive SMS
Address 2:| Email: I
Country: lm FF Mex I

CitySuburb: I GAP RIDGE

_I Car: I

Check In

LCancel

62a

Alternatively go to the Guest information screen, and select the desired Guest by entering the Guest's
account number, or searching for the Guest surname. Then select the Arrivals button. This gives you the

screen shown below.
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4 Guest Check In - o

Account : I 0000550 a S?J Room: I 4 | Dl Balance: I 600.00-
Surname: IHEYNDLDS Title: |MF First Mame: IDAVID ll :I Last Activity: |2B.-"1 042013
AsR: I Pay Method: I vl Uszer |m15c:15

—~ Reservation

T

Festt | Amval | Depat | GST | RateCd | Room Type | Adult| Chid| Inf| | RMB |  Status | F| -
0000577 30M10/2013 0241172013 1818 BE1 KIMG SPA 2 [ij} Wt Arived

B

I Select room to check in: I [11] Pre-Authorized o Check In | Calc Tatal |

oot | Besevatons ||| Trensacos | | Depatyes | chogespm | Et |

-/ 63

Important: All reservations 'Not Arrived' attached to this account number will be displayed, so be sure to
select the correct one (It will then be highlighted in yellow).

When a reservation is selected, you are presented with a choice of room numbers that are currently
vacant and correspond to the room type in the reservation. If any of the rooms are dirty, it will be
displayed in low light and the first attribute will also be displayed above the room number.

Click on the room number you want. If a room has previously been allocated to this reservation, the
system will display this room number in the 'Select room to check in:' box, as well as displaying other
available rooms in the bottom window. Click on the Check in button to check the Guest in.

Or if an arrival today you can select the blue button marked Todays Arrivals and the following screen
will appear. Double Click on the reservation you would like to check in to bring up the details. Then Click
on the Check In button which will check the guest in.

7x Arriving Guests For Today = &
Mo Mame Room ETA Commett
1| BURNS MR GEORGE 14 03.00Pk
2| HOOD MR ROBIM 10 03, 00Ph
3| JOMES BILL 02 03.00Pk
4| KIDMAN M5 MICOLE 28 03, 00Ph
5| REYNOLDS MR DAVID m 03.00PH
6| SIMPSOMN MR HOMER 17 03, 00Ph
7| SKYWALKER MR LUKE 03 02.00Pk
&| TUCK . FRIAR 11 03, 00Ph
< >

|Pleasze click to select/de-zelect guests from the check

in list O double click to go to the guest's account. Check Allln Eit

64
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If you attempt to use a room which is currently occupied a message will prompt you to enter another
room. The system will also alert you if the room you are using is not clean. Select Yes on the prompt to
continue.

If you have selected the wrong reservation (ie: one which has an arrival date greater than today) the
program displays a warning message and prompts you whether to continue or not.

Check In

Arrival date not today
i l"\ Ceontinue?

65

If a reservation has been mistakenly checked in it can be reinstated back to 'Not Arrived' status.

Refer to following section Reinstate Checked In or Out Resenation| 501

For a GROUP check in refer to Group Check_In[ 991 This allows you to check in ALL group members at
the ONE time (If they are arriving at the one time).

For Backpackers fast check in refer to Backpacker Bookings| 641

3.1.21 Guest Check Out

From the check out window you can:

Print invoices without checking out if required (see following Guest Account Inwoice).

Print invoices for individual folios, or all folios (see following Guest Account Invoice).

Select which transactions to print on the inwice.

Print invoices for checked out reservations.

Make Payments and enter charges on Guest accounts.

Amend availability and reservation files if departure dates are incorrect.

Display the individual folio transactions, or all transactions in the folios.

Get a Balance Query on what is owing after ALL Night Audit charges.

Post a Daily Update, which will charge the accommodation charges for this Guest only. This is used
when a Guest wants to settle their account the night before and Night Audit has not been run.
Accommodation will not charge again at Night Audit.

On the Room Allocation screen find the guest reservation, right click and select the option Check Out.

0 1-KING SPA f

o4 2-HOTEL SPA ! Change Room i
i AT SEA ix Charges/Payment

[3 2-HOTEL 5PA | e

o7 3-5TUDIO DELUXE | Checkin

[ 3STUDIO DELUXE [

[ 3-STUDIO DELUKE ]

10 | 3-5TUDIC DELUXE || Beend

11 3STUDIO DELUXE B =i

12 | 1KING 5PA []

13 1-KING SPA [ Group Info

14 1-KING SPA i

15 2HOTEL SPA PR ,

15 2-HOTEL SPA i Reservation

17 2.HOTEL 5P N

18 4SUITE 2 BED g epoim

1% 4-SUITE 2 BED R Encode Door Card

20 4-SUITE 2 BED A— ,

21000 +GUITE 2 BED 0 vioviElh 66

Alternatively go to the Guest information screen, and select the desired Guest by entering the Guest's
account number. Select the Departures button by clicking on it. Both options give you the next screen.
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Process any payment due or transfer the balance to a debtor if required. Once the account balance is
zero click on the Check Out button. There is an option to check out guest with balance owing, this will
apply to ALL resenations. See Set up -> System Configuration -> Resenvation[z0:] and untick the option
"Force Payment before Check Out". If a Guest Account is required this can be printed or emailed before
or after checking the guest out.

Pl Guest Check Out = E
Account: | 0000559 ﬂ@ Room: 4| » Balance: 990.00
Surname: |JAEKSDN Title: |MF| First Mame: [KEVIM j J Laszt Activity: [29/10/2013

AR |0AN Pay Method: |CHIG BACK. User: |m15c15
" Mot Arrived {* Inhouse (" Chedked Out (" Deleted Todays Departures
Festt |  Arival Depat | Rate | Rate Cd | Room Statuz | Foom Type
00oossy 27042013 3041042013 33000 PEMT4 28 Arived PEWMTHOLIE Room to check out: 28
A2
Guest Account |
Room balance: | 990.00  Status: | Arived Transaction: | Folic: | 1
Date | D escription F'kg| PT | Amount | GST Pay Type: | j
2710/2013 ACCOMMODATION 330.00 30.00 Anains | 0.00 | GST: | 0.00
28A10/2013 ACCOMMODATION 330.00 30.00
Comments: |
29410/2013 ACCOMMODATION 330.00 30.00
| 2
o Allfolios ¢ Foliol  Folo2 ¢ Folio3  Folio4  Folio5 Bal Query | Daily Update| é Apply | Cancel |
Account | Beservations | Tranzactions | Arivalz | Departures | Charges/Pmt | Exit |
66a

Note that if a guest is departing early, you will get a warning that today's date is not the same as the
Guest's departure date. If you choose to proceed, the departure date will be adjusted to today, and the
guest checked out.

In the Departures screen click on the blue tab Today's Departures, this will show you all today's
Departing Guests. The highlighted yellow guests can be checked out with the Check All Out button as
the accounts all have a zero balance. The remaining guests have a balance therefore payment will need
to be taken for the account balance.

2 Departing Guests For Today = &
&+ List by name " Ligt by room no.
No Marmne Ruoorm ETD Roarn Bal Cornrnert
1| HOGAM MR MICK 18 10,004 0.00
2| JACKSOM MR KEVIN 28 10.008M 530,00
3| PARKER MR STEWEM 03 10,004 0.00
< >

Pleasze click to zelect/de-zelect guests from the check

out list OR double click lo go to the guest’s Check A1 Qut ‘ Exit |

67

If a reservation has been mistakenly checked out it can be reinstated back to Arrived status. Refer to
following section Reinstate Checked In or Out Reservation[ 53}
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For a Group check out refer to Group Checkout[102] This allows you to check out ALL group members at
the same time.
For Backpackers fast check out refer to Backpacker Bookings| 641
3.1.22 Reinstate Checked In or Out Reservation

If a reservation has been mistakenly arrived or departed the status can be reverted back. Or if a guest
has been departed but then decides they would like to stay on for another day or two then the reservation
can be changed back to arrived. This eliminates having to create another reservation. The same if the
incorrect reservation has been arrived the status can be changed back to Not Arrived.

DAYS DEPARTURE OR ARRIVAL CAN NOT BE CHANGED.

NOTE: THIS CAN ONLY BE DONE ON THE DAY OF DEPARTURE OR ARRIVAL. A PREVIOUS

To re-instate a checked in or out reservation, go to the Departure button in the Guest Information. Select
the In House or Checked Out button above the reservation line to display the reservations, select the
resenvation to be re-instated, click on the back arrow icon beside the guest account button.

B Guest Check Out = c
Account: | 0000564 E@ Roorm: |04 4| Balance:
Surname: |HAF|F|ISDN Title: M5 First Mame: HELEM jJ Last Activity: (304102013
AdR: Pay Method: |4W]SamC User: |m15c15
" Mot Arrived {+ Inhouse " Checked Out " Deleted HEs es
Festt Arrival Depart Rate Fate Cd | Room Statuz Foom Type
0000536 3041042013 0141142013 110,00 HSP 04 Arived HOTEL 5P Room to check out: 04

2

Guest Account |

69

[

d|Re-in5tate checked in reservation

Reinstating an Arrived reservation back to Not Arrived will display a Undo Check In prompt. If there have
been any transactions posted to the account whilst in Arrived status then the transactions must be
woided or reversed manually. Changing the reservation status will not automatically do this.

Undo Check In

WARNING: Any transactions that have been posted since this check in
! % must be reconciled manually. Mo transaction will be reversed by this

process.

Areyou sure you want to continue?

=

70

Reinstate the Check Out reservation back to Arrived if the guest decides to continue their stay, this will

eliminate creating a new reservation.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.



Front Office 51

3.1.23

A Guest Check Out = =
Account: | 0000557 ﬂ @ Roorn: 4| Balance:
Surname; |PAF|KEF| Title: |MF First Mame: |STEYER ﬂ J Last Activity: |30/10/2013
AR WOTIF Pay Method: User |m15c15
" Mot Arrived (™ Inhouse o " Deleted Todays Departures
Resf Arrival Depart Fiate Fate Cd | Room Statug Fioom Type
0000585 271042013 30410/2013 90,00 KSP 03 Check Out KING SP4 Fioom to check out: 03
A2
Check Out | Guest Account | l}

_| Re-instate checked out reservation

71

Guest Account Invoice

Click the Guest Account button to print an inwice. The following window will be displayed. If the
accommodation is being transferred to debtors and the guest is paying for any extras, highlight the
transactions the guest is NOT paying for. These transactions will be excluded from the account when
printed. An account can then be printed with the guests charges and payments.

2 Print Guest Account = =
Reservation: Date TType D ezcription Folio ArnoLnt GST
| 0000587 2710/2013 |ACC | ACCOMMODATION 2 330,00 30.00
i 28/10/2013 |ACC | ACCOMMODATION 2 330,00 30.00
nclude
Narsachiors 29/10/2013 |ACC | ACCOMMODATION 2 330,00 30.00
from Rest: 3010/2013 |PAY | PAYMENT WISA/MC 1 990,00- 0.00
Folio Selection Summarize By Transaction to summarize Total Includes GST 0.00
v 1- * Trans T
L1 Defoult ! réns uE mACC Flease click & highlight any transactions
[V 2-ACCOMMODA || © Folio to be excluded fram the guest invaoice
" Date [ Highlight &1
5 : Guest/Group Hame On Invoice
urnmarize Lup to
,7 |MR KEVIN JACKSOM |
: ¥ Print Guest/Group Address
Date Selection
Bk Eig Send Frint 2 ;
& 4 L email copies Bl

72

From this window you can select to:

Print invoices without checking out if required.

Print invoices for individual folios, or all folios.

Select which transactions to print on the inwice.

Print invoices for checked out reservations.

All Transactions on the invoice.

Print Guest Account by Date range, refer to Transfer to Debtors Long Term Guest[ 57

You also have the option to print any of the names attached to the reservation and if the address is

to be printed also. (ie If more than one guest are sharing the room, you can print a separate inwice

for each of the guests.) Select the drop down box for Guest/Group Name On Inwoice).

* Print the Debtor details with the guest nhame on the inwice, see Guest/Group Name On Invoice to
select the required information.

e Option to Email or to Print 1 or 2 copies of the Guest Account.
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3.1.24

Guest Charges & Payments

This option can be selected from the Room Allocation screen and right clicking on the guest, the
Departures window or search for the desired guest from the Guest Information screen. You can enter the
room number, the Guest's account number, or search for the Guest. Then select the 'Charges/Pmt’

button.

Highlight the reservation (if it is the only one, and you selected the room, it will be already highlighted).
Click on the box marked Transaction’, and select the transaction type you are going to use.

TIP: As you type, the list below will scroll with each letter typed. Once the correct transaction type is
highlighted you can then tab to the folio box. Alternately, you can scroll through the transaction types
using the mouse and click on the transaction you require.

4 Guest Charges/Payment = =
Account: | 0000553 ﬂ @ Room: |28 4| » Balance: 9590.00
Surnarne: |JAEKSDN Title: |MH First M arne: |FEWIR ﬂ J Lagt Activity: 3041042013

AR [0AN Pay Method: | CHG BACK = User. [m15c15
Reservation
+ Curent Al 1 rals
Fest Arrival Depart Fate GS5T Fate Cd | Room Type | Adult| Child | Inf RMB Status B A
0000587 27A0/2013 301042013 330,00 30,00 PEMT4  PEMTHOUSE 5 28 Aurived SE!
W
£ >
Room balance: 930,00 | Status: Amived Tranzachion: [ EETE Falio: | 1
Date | Description Pkg | PT | Amount | GST Pay Type: EIDNN -DEISHEIE!HENEE L]
27A0/203 ACCOMMODATION 330,00 3000 Amaunt: GIF - GIFT WOUCHER W
28M0/2013 ACCOMMODATION 330,00 30.00 - : TUUS -ITIUDNHCSI-IIE RIDING
omments: 2
23410/2013 ACCOMMODATION 330,00 30,00 MAS - MASSAGE 1 HOUR
MEE -MEETING
WIS - MISCELLAMEOUS
Py - PAYMENT L
KT | ﬂ
o Allfolios © Folol ¢ Folio2  Folio3  Folio4  Folio 5 Bal Query | Daily Update | é Apply | Cancel |
Account | Reservations | Transzactions | Anivals | Departures | Charges/FPrmt | E it |
73

If you are using folios, select the folio, refer to Guest_Folios[34). If you are not using folios, tab to the

next step.

If it is a payment, select the payment type from the 'Pay type' box. Click on the 'Amount’ box, and enter
the amount. The GST cannot be entered, as it shows the amount of GST included in that transaction.
Click on the 'Comments:' box, and enter any comments (if required).

If these entries are ok, select the 'Apply’ button, and the transaction will be applied to the account. The

folio number will be automatically selected.
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3.1.24.1 Multiple Guestsin Room Paying Separately

On the Guest Information screen, click on the button as shown below, ‘Display/hide other names’. Enter
in each individual guest name who will be accommodated in the room. Select Sawe at the bottom of the
screen when finished. The button will then display an orange color to indicate there is more than one

guest.
4 Guest Information = 2
account: | 0000564 ﬂ@ R oo 4| » Balance:
Sumare: [HARRISON Title: [MS First Name: [HELEN ﬂ;@@ Last Activity: [30/10/2013
SMITH M3 SUSAMN . 15:15
| | | |Di5p|a}r_a'hide other names|
| | 1
73a

In the Reservation screen select the tab for Folios. Enter the individual guest names as in the following
screen. Click in the Trans1 — Trans6 fields to allocate the transaction types to each guest along with the
percentage of the accommodation they will each be responsible for. If it is Accommodation then the
transaction type does not need to be entered as the Rm% column will know that ACC transaction
applies.

a Update Reservation [HARRISON, MS HELEN] = =

Acct: | 0000564 Fest: | 0000596 Booked: [30/10/2013 Changed: [30/10/2013 Status: Arrived

Reservation detail  Folio ]Extras ] Deposit pIan.-"Eomments] Houszekeeping/Travel Agent

Falia Drescription Tranz1| Trans2 | Trang3 | Tranzd | Transs | Trans6 | Rmi

1 | DEFAULT *
HELEM HARRISON 50
SUSAN SMITH 50

| ||

Type | [rezcription ~
ACC ACCOMMODATION

ADR - ADY DEPDSIT REFUND

ADx AD CANCELLATION FEE

ERK ~ BREAKFAST

CaN - CAMCELLATION FEE

CO4  COFFEE/TEA

CON  COMFEREMCE

| DIN- DINMER

HOR  HORSE RIDING &

Awailability | BeleaseAIIot|

Qttach.-"F!emove| Calc Total | deaterates| Duplicate | Save | Delete | Exit |

73b

The charges will then display as follows. The tab for All Folios will display all transactions (below left).
Click on the Folio number (below right) to display the charges for the individual guest. When posting a
payment first select the correct Folio.

Room balance: 110,00 | Status: Arived Folio balance: 55.00 | Status: Arived
Date | Description Pkgl FT | Amount ‘ GST Date | Diescription Pkgl FT | Arnount | G5T
30/10/2013 ACCOMMODATION 55.00 5.00 30/10/2013 ACCOMMODATION 55.00 5.00
3041042013 ACCOMMODATION 55.00 5.00
L | i Ll | 2
@ Alfolios | Foliol ™ Folio2 ¢ Folo3  Folo4  Folio 5 " Allfolos © Folio1 |+ " Folio3 ( Folio4 (" Folio5
Account | Besemvations | Tranzactions | Arivals | Account ‘ FReservations | Transactions | Armiyals ‘

73c 73d
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Payments

When posting a payment to the guest account, ensure the correct folio is first selected. If an account is
requested then this will display that the payment has been made against the correct guest charges.
Click on the Folio box to make the selection.

A Guest Charges/Payment = =

Arcount : I 0000564 ﬁ SJ Room: |U4 §:| ‘ﬁl Balance: I 110,00
Surname: IHAHHISDN Title: IMS First Mame: IHELEN il Last Activity: I30.-"1 n/2ma
AR I Pay Method: IVISA.-"ME vl User: |m15c:15

Reservation

& Curent Al

Res#t |  Amval | Depart | Rate | GST | RateCd | Room Type | Adult| Child| Inf| | RMB |  Status | P| -~
0000536 30A10/20013 0141/2013 110,00 10,00 HSP HOTEL 5P4 2 04 Arived Sh!

56.00 Aived P&y - PAYMENT

Description Pha[PT|  Amount I -l HARRISON
3041042013 ACCOMMODATION 55.00 i m l 3:SUSAN SHITH I}

Bal Query Daily Update Apply
Chages/F

73e

Printing the guest account in the Folio Selection, select the guest. Guest/Group Name On Inwice,
select the guest name.

2 Print Guest Account = = “
Feservation: Date TType Description Falio Amount GST |
0000596 30A0/2013 | PaY |PAYMENT VISAMC 3 55.00- 0.0
30A0/2013 |ACC |ACCOMMODATION 3 55.00 5.00
Include
tranzactions
from Fest:
~ Folio Selection Summarize BY —) Falin to surmmarize Total Includes GST 0.00
[~ 1-Default " Trans Type
¥ 3-SUSAN SMITH [ Highlight &1
< z Guest/Group Name On Invoice
ummarize up to
|MS SUSAN SMITH | I\
— Drate Selection
Start: End: I
73f
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3.1.24.2 Transfer transaction folio to folio

Click on the Transactions button in the Guest Information screen. This will bring up the following screen
then click on the Folio Detail icon, to bring up the detailed folio where you can transfer the charges
from one folio to another.

al Guest Transactions = =
Account: | 0000561 ﬂ @ Room: (18 4 » Balance: 29.00
Surname: |HDGAN Title: |MH First Mame: |FICE ﬂ J Last Activity: 13041042013
AsR: Fay ethod: Uszer |m15c15
Transactions
(* Current Al " Date Start: |30.-"1 042013 End: |30.-"1 0/2013 I Hide void transactions

Fest | Date | TransH | Eode| D escription | Comments | FT | H00m| Amount| GST |

0000552 26/10/2013 0002293 A0V ADW DEPODSIT .. WISAMC YWoo18 5E0.00- 0.00

00o0s52 2641042013 0002302 ACC  ACCOMMODATI.. 12 140.00 1273

0000582 2741042013 0002308 ACC  ACCOMMODATI.. 18 140.00 1273

0000582 2841042013 0002309 ACC  ACCOMMODATI.. 18 140.00 1273

0000552 29/10/2013 00023268 ACC  ACCOMMODATI.. 18 140.00 1273

00o0ss2 - 3041042013 0002354 ERK BREARFAST .. Bacon & Eoggs 12.00 39

0000532 3041042013 0002355 BRE  BREAKFAST .. Pancakes 3.00 082

0000552 3041042013 0002356 BRK  BREAKFAST .. Toast 1.00 0.03

0000582 - 3041042013 0002357 REC  RESTALURANTA.  Hotchocolate 3.00 0.27

0000852 3041042013 0002358 RBC  RESTALRANTS.  Late 4.00 0.36

< >

FEolio Detail | Frint |
Account | Reservations | Armivals | Departures | Charges/Pmt | E it |
74

FOLIO TRANSFER SCREEN FOR SAME ACCOUNT DIFFERENT FOLIO
This would be used if company is paying for Accommodation and guest paying all other charges or

similar.
g Change Transactions Folio e e
TEreesiny Fes #: 0000532 =] Folio: [1- Defaut |
2641042013 |0002293 | ADY | ADY DEPDSIT YISAME 18 560.00- A
261042013 [0002302 | ACC |ACCOMMODATION 18 14000 | 2
2710/2013 | 0002305 | ACC |ACCOMMODATION 18 14000 | 2
28/10/2013 [0002309| ACC |ACCOMMODATION 18 14000 | 2
29/10/2013 |0002325| ACC |ACCOMMODATION 18 14000 | 2
3041042013 | 0002354 | BRE. |BREAKFAST Bacon & Egos 1200 1
3041042013 |0002355 | BRK. | BREAKFAST Pancakes 900 | 1
3041042013 |0002356 | BRK. | BREAKFAST Toast 1.00 | 1
3041042013 [0002357 | RBC |RESTAURANT/BAR |Hot chocolate 300 | 1
NN INNNIRal RRC IRESTAIIRAMT /RAR | ata Ann 1 e
Feservation Balance: 29.00 Save E it
75

3.1.24.3 Transfer Transaction to other Account

This option allows for the transfer of charges and/or payments from one reservation to another reservation
on the same account, or from one Guest account to another Guest account, or from one room number to
another room number.

To begin the transfer, select the transaction from those shown on the Guest account, and highlight it. In
the transaction type box, select your transaction type TRA - Transfer Transaction, and then tab to get to
the Transfer To' box. Enter the reservation number you want to transfer this entry to. Then <tab> to the
Account field, this will be updated with the correct Guest account to transfer the transaction provided the
Res# entered is correct. Only enter the room number if the Guest is currently in house. If the room
is occupied then the charge will go to that room reservation. If the guest has departed then the Res#
must be entered. To complete this, click on the 'Apply’ button.
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- N

Account : I 0000561 E SJ Roam: |18 El El Balance: I 29.00
Surname: IHDGAN Title: IMH First Mame: IMIEK ll :I Last Activity: IBD.-"‘I 042013
AR I Pay tethod: I vl Uszer: Im‘l Bc15

Reservation

& Current Al

Fes#t | Amval | Depart | Rate | GST | Rate Cd | Room Type | Adult| Child| Inf| | RMB |  Statuz | F| ~
0000532 26AM10/2013 30410/2013 140,00 1273 SWNTE2 SUITE 2BE 2 1 18 Amrived SE

23.00 Arrived TRA - TRANSFER TRANS
Drescription Fkg| PT | Amaount _—
30/10/2013 BREAKFAST 12.00 | 0000000

304102013 BREAKFAST 3.00
00oa0oa
304102013 BREAKFAST 1.00 -

30/10/2013 RESTAURAMT/BAR 2.00
30410/2013 RESTALRANT/BAR 4.00

Chages/Pm

76

3.1.24.4 Transfer to Debtors

It is usual to transfer company accounts, travel agents and wholesalers to Debtors by using the
transaction type "XFR - XFER TO DEBTORS".

This sometimes is done without first allowing for any discount or commission that may be applicable.

Any discount or commission applicable can be taken off the Guest's account before doing a transfer to
Debtors unless management specifies otherwise. NETT or GROSS amounts owed by Debtors can be

transferred. Please refer to following sections Transfer_to Debtors - Agent Commissions| 59 and Debtors
[22) for specific setup information.

Arcount : I 0000559 E s] Room: |28 Ql Kl Balance: I
Sumname: IJAEKSDN Title: IMH First Mame: IKE\.-"IN _?I Laszt Activity: I30.-"1 042013
AR IQAN Fay Method: IEHG BALCK. vl Uszer: Im15015

Reservation

& Curent Al

Festt | Amval |  Depat | Fate | GST | Rate Cd | Room Type | Adult| Chid| Inf| | RMB |  Status | F| -
ooooseEy  27A0/20013  30410/2013 330000 30,00 PENT4  PEMTHOLSE 5 28 Armived SB

000 Aived #FR -<FER TO DEBTORS

[rescription Fka| PT | Amount

2710/2013 ACCOMMODATION 330.00 . 990,00 000
28A10/2013 ACCOMMODATION 330.00 .
23410/2013 ACCOMMODATION 330.00 .

30/0/2013 XFER T0 DEBTORS -390.00 . [ooser

-
Bal Query Draily Update Apply Cancel
Chages P
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If this following prompt appears this is because Charge Backs are not allowed on this Debtor. Refer to:
Debtors -> Debtor Information -> Add_New[s71 where this option has been selected on the Debtor
Information.

Charges & Payments

lel Charge back is not allowed to this debtor!

77a

The following Guest Transactions screen displays the XFR - XFER TO DEBTOR transaction on the
Guest Transaction screen. The guest account now has a zero balance and can be checked out.

ol Guest Transactions = =
Account: | 0000559 E@ Room: 4| ¥ Balance:
Surname: [JACKSON Title: [MF First Name: [KEVIN 2| Last Activity: [30/10/2013
[ROBERTSON [tR BRIAN User, [m15c15

Transactions
@ curent Al Date Stat [30/10/2013 End: [30/10/2013

ResH | Date | TransH | Eode| Description | Comments | PT | H00m|

0000587 27/10/2013 0002306 ACC  ACCOMMODATI.. 24

0000587 28/10/2013 0002311 ACC  ACCOMMODATI... 24

0000557 29/10/23 0002328 ACC ACCOMMODATI.. 24

0000587 30/10/2013 0002353 <FR XFER TO DEBT... 24 78

3.1.24.5 Transfer to Debtors Long Term Guest

A guest account balance can be transferred to debtors weekly or monthly if the guest is In House long
term. This is some times required by the company paying for the account or the property providing the
accommodation.

In the guest account inwice go to the Date Selection at the bottom of the account screen. Enter the
Start and End date required and OK. This will produce a specific Guest Account Tax Invoice number.
When this account has been printed then transfer the the balance of this account to debtors.

; Guest/Group Mame On Invoice
Summarize up to

— |BILL JONES -

[¥ Print Guest/Group Address

[ ate Selection

. b Send Print 1 Print 2 2
Stat [01/10/2013  End: [31102013 0k, i ‘ e e Exit ‘
Scr 78a
The Tax Inwice' number will then be specific to the Guest Account when printed.
Starfleet Business Solutions GUEST ACCOUNT
P.O. Box 6143 Hawthorn West 3122 |Tax Invoice 000059741548|
y ===m Sales@starfleet-software.com.au ABN 12 345 678 999
/ Ph:+61 3 9428 4333 Fax:+61 3 8640 0446
Date 30/10/2013
Room 02
Account 0000126
Reservation 0000597
Arrival 30/10/2013
Departure  79/12/2013
BILL JONES Guests 1
JONES TRANSPORT Voucher
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3.1.24.6 Transfer to Debtors Reversal

If an amount has been transferred in error or to an incorrect debtor, and needs to be corrected this must
be rectified from the guest account. Select the same transaction, XFR - XFER TO DEBTORS, with a

minus before the amount, so the original transfer to Debtors is effectively reversed.

When selecting Apply the following screen will display, select Yes to confirm is a rewverse entry. The
charge amount will then reverse back to the Guest Account. Then transfer the correct amount to

Debtors.

Room balance: 0.00 © Status: Anrived Transaction: |><FF| -#FER TO DEETORS Falia: | 1
Date | Description F'kg| FPT | Amaunt | GST
271072013 ACCOMMODATION 330,00 30,00 s I-SSD.DD I G5T: | oon
2BA10/2013 ACCOMMODATION 330,00 30,00
Comments: |
2510/2013 ACCOMMODATION 330,00 30.00
30A0/2013 XFER TO DEBTORS -990.00 0.00 “Youcher: |E!23B?
K| =
o Alfolios © Folol ( Folio2  Folioe3  Folio4 ¢ Folio 5 Bal Duery | Daily Update| é Apply | Cancel |
Account | Fiezervations | Tranzactions | Aurivals | Departures | Charges/Pmt | E xit |
79

ENTRY MUST BE DONE.

NOTE: if the error being corrected is due to transferring to an incorrect debtor, then the
debtor code MUST be the same as the first transfer to debtors when reversing. Once the
invoice amount is reversed then the debtor code MUST be changed to the correct debtor.

A XFER TO THE DEBTORS ACCOUNT CAN NOT BE VOIDED, A REVERSAL OF THE ORIGINAL

Charges/Payment

Is this a reverse entry transaction?

79a

When reversing an amount back from Debtors the incorrect transfer and the reversal amount MUST be
reconciled. Refer to the Debtor Information -> Reconcile_Debtor Account Payments|i. The

incorrect XFR will appear in the lower portion of the screen, the reversal amount will show in the upper
portion of the screen. Reconcile these two transaction just as if they were a payment and a charge. This
will balance the two and won't affect your daily banking or revenue. This prevents them from appearing on

the Debtor's statement.

This following screen shows the XFR - XFER TO DEBTORS and the reversal XFR - XFER TO

DEBTORS. The transfer to debtors has a -minus, the reversal does not.

o2 Guest Transactions = =
Account: | 0000553 ﬂ @ Room: |28 4| » Balance: 990.00
Surname: |JAEKSDN Title: |MF| First Mame: |FE'IMN ﬂ Last Activity: 3041042013

AR [0AH Pay Method: | CHG BACK =l User. [m15c15
Transactions
@ curent " Al Date Stat [30/10/2013 End: [30/10/2013

Rest | D ate | TranzH | Eode| Description | Comments | FT | H00m| .t’-\mount| GST |

0000587 271042013 0002306 ACC ACCOMMODATI.. 24 330.00 a0.00

0000587 28/10/2013 0002311 ACC  ACCOMMODATI.. 24 330,00 a0.00

0000887 291042013 0002328 ACC  ACCOMMODATI. 24 330,00 a0.00

0000587 3041042013 0002353 |<FR <FER TO DEBT.. 24 330.00- n.aa

00005287 3041042013 0002361 |<FR <FER TO DEET.. 24 330.00 n.ao

80
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3.1.24.7 Transfer to Debtors - Agent Commissions

There are two options that can be used to setup the XFR - Transfer to Debtors with or without Agent
Commissions.

Transfer Nett and Commission amounts to Debtors

Option 1: Transfer the gross amount (includes Commission) from the guest account to the debtor. There
will be two totals shown, one is the nett amount and the other is the commission amount. Go to Setup -
> System Configuration -> Debtors[ 2, tick the option 'Transfer the nett and comm amounts to
debtors'. If there is a commission amount selected for the debtor this is then calculated once the

amount has been transferred to the debtor account. This option will not show any commission amount on
the guest account.

! Payments Entry = B
Customer: |QAN |QANTAS TRAVEL Last Invoice: |30410/201:  Last Papment: |30/10/2013
Balance Current 30 Days B0 Days 50 Days 120+ Days 2.023.00-
[ 1.443.00 | 000 | £43.00 | 801.00 | 0.00 | 0.00
Amaunt; I Receipt: | Pay Type: |DIRECT CREDIT - Carmment:
Date Fiefno Woucher Inw Amt | Inw Comm | Mettlnv | P | Amt Paid | Cornm Paid| Disc App | Tot Paid Drescription |
31410412 | 0000542 830.00 -85.00 801.00{7 0.00 0.00 0.00 0.00|HARRISOM 1
31/01/13 | 0000570 720.00 -72.00 E48.00( 7 0.00 0.00 0.00 0.00|DUCK 2
30410413 | 0000587 | Q2367 930.00 -595.00 831007 0.00 0.00 0.00 0.00|JACKSON 3
81

Transfer Nett amount only to Debtors

Option 2: Transfer the Nett amount to Debtors. This will show the commission amount on the guest
account so only the nett amount is transferred to the debtor. Go to Setup -> System Configuration ->
Debtor, check the option 'Transfer the nett and comm amounts to debtors' is NOT selected.

When Night Audit has been run the guest account will then show an entry for COM — COMMISSION. The
balance on the Guest account will also only be the nett amount to be transferred to the debtor account.

A Payments Entry = B
Customer: |STAF| |STAF|FLEET BUSIMESS SOLUTIOMNE Last Invoice: |01/02/201:  Last Papment: |30/10/2013
Balance Current 30 Days B0 Days 50 Days 120+ Days 3.706.00-
[ 11,60250 | 2,800.00 | 3.960.00 | 484250 | 0.00 | 0.00
Amaunt: | Receipt: | Pay Type: | CHEQUE - Comment:
Date Fiefno Woucher Inv Amt | Inw Comm | Mettlnv | P | Amt Paid | Cornm Paid| Disc App | Tot Paid Drescription |
03/04/12 | 0000433 3.405.00 000 340500 0.00 0.00 0.00 0.00|STARFLEET 1
03/04/12 | 0000493 1.437.50 000 143750 0.00 0.00 0.00 0.00|STARFLEET 2
01/11/12 | 0000526 |STAROO.. | 1.530.00 000 153000 0.00 0.00 0.00 0.00|STARFLEET 3
0141112 | 0000546 2.430.00 000 2430007 0.00 0.00 0.00 0.00|STARFLEET 4
01/02/13 | 0000564 2.800.00 000 280000 0.00 0.00 0.00 0.00|STARFLEET 5 81
a
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3.1.24.8 Voiding or Reversing Guest Charges

The purpose of this option is to enable a Guest's account to have an entry removed so it is no longer
displayed on an inwice. For security purposes, transactions wided will still be displayed in the Guest's
transactions and can be viewed in the Transaction List. Entries can only be wided if entered on the
current date. An entry made on a previous day must be reversed.

For example, a Breakfast charge was contested by a Guest on check out, said that he definitely didn't
have Breakfast. To wid this entry go to the charges and payments screen in the guest account select
VID - VOID ENTRY code from the drop down box, highlight the item you wish to woid by clicking on it
once - then enter a reason as to why you are widing the entry. Select APPLY and the entry is now
woided. You wid the charge (say it's room 21) and check the Guest out. After he has gone you check
the dockets and realize that the charge was for a Guest in room 12 and a typing error has been made.
The transaction can then be manually entered on the correct account/room.

Room balance: E45.00 | Status: Anived Transaction: |VID -W0ID EMTRY
Date | Drescription F'kg| FT | Amaunt | GST

28M0/2013 ACCOMMODATION o000 2814

23410/2013 ACCOMMODATION 30.00 2811 C \/RONG AOOM CHARGED]

30/10/2013 BREAKFAST 25.00 2z S

K i
i+ Allfolios  Foliol ¢ Folio2  Folio3  Folo4 ¢ Folio5 Bal Query | Daily Update| é Apply | Cancel |
Account | Reservations | Tranzactions | Arivals | Departures | Charges/Fmt | E it |
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The wided transaction can still be seen on the Transactions screen, but with the transaction number
showing "Void". These transactions can also be hidden by selection the "Hide wid transactions" option
on the Transactions screen. All the transactions on the Guest account are displayed on screen. The
Trans#' is the number associated with each individual transaction. As mentioned abowe, the entry will
always remain. The balance will be amended

A Guest Transactions = 2
Account: | 0000347 ﬂ@ Room: |21 4 » Balance: 620.00
Surname: |FLINSTDNE Title: |M£M First Mame: |[FRED & 'w/ILka j J Last Activity: 129/10/2013

AR Pay Method: | &ME: User: |m15c15
Transachions
(* Current Al " Date Start: |30.-"1 042013 End: |30.-"1 0/2013 I Hide void transactions

Rest | Date | Trans# | Eode| Description | Comments | PT | Hoom| Amount| GST |
0000588 2810420013 0002310 ACC ACCOMMODATI.. 21 30,00 2818

0000588 2341042013 0002327 ACC  ACCOMMODATI.. 21 30,00 2818

000oses 304104203 BRE BREAKFAST .. WRONG ROOM CHAR.. A 25.00 227

83

Reversing Guest Charges

If a transaction has been posted on a previous day this can not be wided. The transaction must be
reversed. This needs a minus ( - ) before the amount is if you are reversing an entry. Always use the
same transaction type to rewverse the entry. This will then reverse the rewvenue from the correct
category. If the transaction is setup to be a credit (with a minus on it) automatically, then you do not
need to add the minus sign.
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3.1.25 Guest Mail & Notes

This option provides a facility for anyone to send mail or leave messages to any Guest. When a Guest
has mail, the envelope icon to the right of the room number box becomes highlighted. The guest notes
works along the same lines as guest mail. When there have been notes entered for a guest, the note pad
icon next to the envelope will be highlighted.

ol Guest Information = =
Account : | 0000564 ﬂ @ Room: 4 Balance: 101.00
Surmame: [HARRISON Title: [MS First Name: [HELEN ﬂ Last Activity: [30/10/2013

[SHITH [ms [sU5AN User: [m15c15
| | | Crect Card_ |
[ [ [ Carfs): [UTY 529
Address 2: | Phone 1: [3985 5623 [
Country: [BUSTRALIA - Phone 2: | [
Suburb: |HAWTHDF|N J Maobile: ¥ Dk to receive SMS
State/Region: |VIC Fau: FF Mo
Posteode: |3122 J E-mail: |he|en@email.com
Commert; | Status: |Norma| j
| Mews: | j
Statigtics
Stays Mights Day Lse Cancellation Mo Show Last Rate Tatal Spend Room Revenue
(] [ 0 (] | 0 (] | 0.0 | 156.00 I 11000
Dccount | Beservations | Tranzactions | Arrivals | Departures | Charges/Pmt | Exit |
84

Guest Notes
In the Guest Information screen, select the Notes/Mail button. Then select the Notes tab.(This is the
default selection).

To enter a new note, select the button marked Add. Select a reservation number to attach the note to or
leave as zero for all reservations, and also select a diary date for the note. You then enter the text and
Sawe.

Messages are displayed with a row of *** separating each note. By clicking on the different options you
are able to search for guest notes in a number of ways. You can display all notes for the guest (default),
by the diary date of the notes, or by a reservation number of the guest. A daily Guest Notes report for all
guests can also be printed by going to Reports -> Guest -> Guest Notes| 143

To delete a note, simply click on all the lines of the note to highlight them, then click on the Delete
button. To print the notes, click on the Print button once.
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1 Guest Notes/Mail =. =
Starfleet Business Solutions
P.0. Box 6143 Hawthorn West 3122
sales@starfleet-software.com_au
Ph:+61 3 9428 4333 Fax:+61 3 8640 0446
Mal | PhoneCals |
Name: |HAHHISDN 5 HELEN

Display by: * Alnates ¢ Diary Date " Reservatior |0
Line | Mote Diary Date

1 | Guests departing early Friday Abd. 304042013 3041042013
2 Wil finglize account Thursday PM 301042013 304042013
3 304042013 3041042013
< >

Add pit | Demte |

Exit

Guest Mail

In the Guest Information screen, select the Notes/Mail button.

To enter new mail, select the button marked New. Enter the
the mail. Then click the Ok button.

85

Then select the Mail tab.
appropriate prompts, and the body text of

Until the mail is printed, the system will notify you of the presence of mail in an account each time the
account is accessed, either in Reservations, Charges & Payments, Check In, Check Out or Guest.

I

Guest Notes/Mail =

o N

Starfleet Business Solutions
P.0. Box 6143 Hawthorn West 3122
sales@starfleet-software.com.au
Ph:+61 3 9428 4333 Fac+b1 3 0640 0446

Notes Mail Phane Calls 1

Date: [30/10/2013
Time [11:52

To: [Helen Harrisan
From: [work

[F’Iease contact Ken Brown at your office before 5PM today) ] 5

Frint

Delete

LCancel

b REEE

Exit

86
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3.1.26 Merge Guest Accounts

When a returning Guest has more than one account it can be confusing which one to use to make a new
resenvation. These multiple accounts can be 'merged' into one existing account you wish to keep. This
function is found in Search for Guests, refer to Search_for Existing Guest Details[44. Select the Merge
Acc button on he lower left of the screen.

= Search By Name = 2

Booking MName | Acc Mo | Group ... | Contact ID | Arival | Departure | H00m| S..l Compary |

Merge Acc Previous Mext End

87

Enter the account number that will be merged and enter. Then enter the account number of the account
to merge to. The details of the accounts will be displayed.

et Merge Accounts = O =1 2 Merge Accounts - O
Enter account number tomerge || Enter account number to merge 0000022
Enter account number to merge to Enter account number to merge to | 0000133
Account From Account To Account From Account To
[ [ |FRED FLINSTONE |FRED FLINSTONE
[ [ [ [
[ [ [24 BEDROCK ROAD [34 BEDROCK ROAD
[ [ [ [
[ [ [FaiLFORD 2430 [FAILFORD 2430
Merge | Bt | Esil
88 88a

Once Merge has been selected a warning prompt will display. This action once completed can not be
reversed.

WARNING ON MERGE

This procedure CAM NOT be undonel
l % Do you wish to continue with the merge?

89
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3.1.27 Backpacker Bookings

This facility is only available if the All Backpacker flag in System Configuration is enabled. To set this go
to the Setup -> System Configuration -> BackpackerlZ?I. Fewer details need to be entered when
creating a Guest account for a Backpacker booking.

The Room Allocation screen can be displayed with an Index down the right hand side of the screen.
Because Backpackers sell by bed and not room this creates more room' entries than the usual Motel or
Hotel. By using the Index rooms can be accessed quicker by clicking onto one of the number groups
that would include the bed number.

L Room Allocation = =
81| »|[30n0203 | T Display @ Name © Compary |  8Days  14Days ( 21Days [ 28Days [
Events E ~
Tue Wed Thu Fri Sat Sun Mon Tue
Room Room Type Anr 5/10/13 01013 31/10/13 011113 03 031113 0411413 05/11/13
001A | 34 BED HUDSON
018 3+ BED
ohic 34 BED
oLl 34 BED
oA 4-6£ BED
DDZE 45 BED P
4-£ BED P EAKER o)
[z 45 BED P
D2ZE 465 BED
DDZF &£ BED

D03A 34 BED
D03E 34 BED
03c 34 BED
003D 34 BED

[OOSER) &-DELTWIN

[OOSER 8-DELTWIN
0054 | &-DBUTWIN
D0SB | &-DBLTWIN
006A | 24 BED FEMALE

(JO0EE | 24 BED FEMALE
D0SC | 24 BED FEMALE
005D | 24 BED FEMALE

D07A | 34 BED CQLOSED FOR PAINTING
DI7E | 34 BED CLOSED FOR PAINTING |
DI7C | 34 BED QLOSED FOR PAINTING .
———— - ——— L
-l - DaylUse || Events Inhouze Stat Riefresh I Legend I Prirt I Ayrivals I E xit
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To enter a new booking, right click on a blank cell for the bed number and date of arrival, select the
option Book Room.

2-4 BED FEMALE P = SCHOOL GROUP

2-4 BED FEMALE oo crowp

3-4 BED CLOSED FOR PAINTING Allocate Room
3-4 BED CLOSED FOR PAINTING

Book Room

3-4 BED CLOSED FOR PAINTING
3-4 BED CLOSED FOR PAINTING

ey | Lo ||| e JL e || e

90a

The following screen will display. In here enter all the relevant information required, i.e. Reservation and
Guest details. Select sawe if the booking is for a future date. If the guest is a walk in then Check In can
be selected to arrive the guest.
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a Book Room = =
Reservation details ] Travel Agent]
Mo.Bkgs [ 1 SoleUse I RmType: [46BED =1 =]
Igriore Room Type/dwvailability [ Allocate next available room W Starting Room #: 0024 Dorotmove [
Arival: ’m Mights]: Departure: ’7 Charge type | -~ Preferences
Adults: "I_ Childrer: l_ Infants: ’_ © Bl 0 Al

i wWeekly " Male

Rate Cd: Fate: H/L Rate:  Monthly
| |

" Female
Booked By |SBS Youcher:
Commenit: | Source: |
ETé: |01.00PM ETD: [10.004M ez |
Arr Method: Dep Method: | Seq |

™ Unconfimed [~ Pre-twtharized 0.00
Guest detail

Surname: | Title: | First M ame: | jJ

AR | Cams: | j Pay Method: | ﬂ S
Pazzport | Contact: | Credit Card |:|
Address 1: | Phane 1: | Calc Total
Address 2: | Mobile: | I~ Ok toreceive SMS Check In
Country: ’—L| Email: | :
Suburb: | J Car: ’7 Save
State/Region: '7 Postcode: ’— J Use acc: l— J Create new acc v Cancel
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Arrivals

The Backpacker option has a fast check, this will allow you to post charges and receive payment
straight away from the guest. As you can see, only the bare minimum of information is required. To
check in a guest with an existing booking, right click on the guest name on the Room Allocation screen.
Go to Check In, check details are correct and make any changes required. Select Check In, select to
Post Charges Only or Post Charges & Payment.

ot Check In = B
Room #: I Account: ’M
Arrival: ’m Might{z]: '5_ Source: |A
Departure: ’m Fiate Cd: [4BED Area: |A
Rate:| 2700 High/Low: | 700 Seg |4
| | [~ Pre-tuthorized ’7000
Booked By: [SBS
Corrar]
oucher: | i Male i Wweekly
* Female i Monthly
Sumame:|FAHEY Title: (M5 First Mamne: ,KATE—

AfR:|BPT State/Prov: | Fostal: | J
Compary: |BAEKF‘AEKEF| TOURS Phone 1: | Credit Card |:|
Address ‘I:| HMabile: | [~ Ok ta receive SMS
Address 2:| Ernail: |

Country: ’—L] FF Mo |
Eit}u’Suburb:| J Car: |
Check In LCancel

92
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Backpacker Charges
Charges Amount
ACCOMMODATION 135.00

Total Deposit Amt 0.00 Grand Total including G5T 135.00

Pazzport AR |BF'T Woucher |BFT11889

Advance deposit held 0.0 Transfer Accom Amt to debtor 135.00
Total Payment Due 0.oo

Total 'CASH® Amt due [ Incl. Deposit ]
[ Use adv deposit held
Total ‘Other’ Amt due 0.00
Other Pay Type -

Follows On Booking | Post Charges Only | Post Charges & Payment |

93

Departures
To depart the guest, right click on the guest name on the Room Allocation screen. Select Check Out,

following screen will display. If there is a balance owing to be paid select the Pay Type, Post Trans &
Chk Out. A receipt will be printed by selecting Print Receipt before checking out.

2 Backpacker Fast Check Out —. 12
Room: [006B  Guest: | AMELIA BAXTER A/C Bal | 189.00
Please click to select/de-zelect depozitz to be refunded
| Amount

| Date | TType | Description

Total Depozitz to be refunded: 000

Check Out Charges  Amount

Other charges 183.00
Total "CASH' payment 189.00

Total Charges 139.00  Total ‘Other’ payment 0.00
Pay Type -

Follave On Booking | Print Receipt | Post Trans & Chik Qut | LCancel |

94
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3.2

Quick Availability

- 30/10/13 Starfleet Shift:1 User:SBS (00015) = =]

Eile FrontOffice Back Office Beports Debtors Setup Cormrmunication UserMail  Conference POS Tours Owhner Help
) R e . - L, =] 4 i1 ;
LRles2BEREREE® <« RE WS U0 =
Loz
Cuick Availability
95

Quick Availability is selected from the Front Office menu. Quick Availability displays a summary of the
current room types over any 2 week period. Also displayed is the number of arrivals, stays and
departures (both in rooms and people), Allotments, occupancy percentage and out of order rooms.

2 Quick Availability - O
4| »|[z0n0/2013 | T| [wed
20
1 | KING SPA 3 2 3 3 & 3 3 3 3 3 3 g g 3 3 3 3 3 3]
2 | HOTEL SPA 3 ] 3 2 3 3 2 3 2 3 2 3 3 3 3 2 3 3 2
3| STUDIO DELUXE 1 2 4 4 4 3 3 3 3 3 3 3 3 3 3 3 3 3 3
4 | SUITE 2BED 3 3 3 3 T 3 3 3 3 3 3 3 3 3 3 3 3 3 3
5 | SUITE 1 BED 3 ] 3 2 3 3 3 3 3 3 2 & 3 3 3 2 3 3 3
E | FENTHOUSE 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
7 | RESTAURANT G 1 1 1 1 1 1 1 1 1 1 i 1 1 1 i 1 1 1
8 | CONFEREMCE 6] 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
Day Use 1 -
Allatment 2 5 a 9] M 11 11 ik 11 11 11 11 11 11 11 11 11 11
Awailable R ooz 13 13| 16| 16| 17| 16] 16| 16| 16| 16| 16| 16| 16| 16| 16| 16| 16| 16| 18
Arivals [Rm] 9 1
[Pax] 12
Stayz  [Rm) 3| 10 5 3 2 1 1 1 1 1 1 1 1 1 1 1 1 1 1
[Pax) E|] 16( 10 4 2 1 1 1 1 1 1 1 1 1 1 1 1 1 1
Depart  [Fim] 3 2 E 2 1 1
[Pax) 10 2 7 3 2 1
v
| Dcoupied (%) [4s [ 43 2] 1] 7] 4] 4] 4] 4[] 4] 4] 4] a] 4] 4[] 4[ 4] 4] 4
| Out of order lz f « o of [ T T [ T [ [ T [ [ [ T | |
Everts ‘ Boom Alloc I Refresh J Allatrent | FErint ‘ E it J
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This defaults to the current date when selected from the Front Office menu, and displays the screen
shown abowve. To go ahead or back 2 weeks at a time, click the forward or back buttons on the top left
corner of the window. To select a different date, double click in the date window, and select a new date.
This shows a pop up calendar. If you click once, you can edit the date directly. To get back to Today's
date click on the T Button. Click on the Events button will take you to the following options. Once there
is information entered in these this will display under the date line on the Quick Availability screen.

Events
Enter upcoming local Events in your area.

Stop Sell
The Stop Sell will open a window which stop sell date can be set (refer to Stop Sell).

Peak Period
Opens a window where the Peak Period can be added or remowved (refer to Peak Period).

MLOS
Opens a window where the minimum length of stay can be set (refer to MLOS).
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Room Alloc

This button links directly to the Room Allocation program, which is detailed in the room allocation
heading.

Refresh

The Refresh button is used to refresh the information displayed on the screen with the most up to date
data.

Allotment
Takes you directly to the Allotment window.

Print
Click on the print button.

Exit
Click exit to exit the menu.

To Book a Room

Double click on the room type on the table and the Book Room screen will be displayed. A reservation
can be entered with out a room number allocated.

3.2.1 Events

Event dates and descriptions can be entered to alert staff of local events to advise guests. See Room
Allocation for information on displaying the description.

2 Event = =

Event Date Description | I— | ‘

1 Event ==
Hew Event
Event Stat Date: [01/11/2013  Event End Date: [02/11/2M3
Descriptior: [LOCAL EVENT]

0K LCancel
97 98

Add | Bemaove |

Remove Event date entries: tick in the box to select the dates to remove and select Remowe.

A prompt will appear to confirm Yes or No. This option also applies to Stop_Selll69), Peak Period[ 69
and MLOS[ 70

Event - 0O S

Event Date Description
0111/2013  |LOCAL EVENT
02/11/2013  |LOCAL EVEMNT
0311/2013  |LOCAL EVENT
04/11/2013  [LOCAL EVENT
05/11/2013  |LOCAL EVENT

=i iml

Event

| o=

<l

Remove selected Event Date
Are you sure?

Add Bemaove Exit ‘

98a 98b
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3.2.2

3.2.3

Stop Sell

Stop Sell and Peak Period are indicators to alert your staff that the reservation they are entering falls on
a restricted period. For example, you may have a special event in your locality over a long weekend.
You could then enter this period as a Peak period to show that you want to remind staff of this. This
could minimize the possibility of taking of a 1 night booking when you want only continuous bookings
over this period. (See also Minimum Length Of Stay).

A Stop Sell = =

Stap Sell Date Description i | |

A Stop Sell = =
Mew Stop Sell

Stop Start Date: |01/11/2013 Stop End Date: |04/11/2013

Description: |

ok | LCancel |

Add | Bemove |

100

Having entered a Stop Sell, then these dates will then be marked by 'S' or 'SP' accordingly if the same
date is chosen for both stop sell and peak period. Examples of both are below. The respective screens
appear when you select the Peak Period or Stop Sell buttons in the Room Availability screen. Click the
'‘Add' button to add a new Stop Sell period, or if you wish to delete an entry, click on that entry to select
it (the entry will be highlighted), then click on the 'Remowe’ button. The screen on the right is displayed
when you click the 'Add' button. Enter the new Stop Sell date and description and click OK to add it.

Peak Period

Stop Sell and Peak Period are indicators to alert your staff that the reservation they are entering falls on
a restricted period. For example, you may have a special event in your locality over a long weekend.

You could then enter this period as a Peak period to show that you want to remind staff of this. This
could minimize the possibility of taking of a 1 night booking when you want only continuous bookings
over this period. (See also Minimum Length Of Stay).

Having entered a Peak Period, then these dates will then be marked by 'P ' accordingly, or 'SP ' if the
same date is chosen for both Peak Period or Stop Sell.

2 Peak Period = =
Peak Period D... | Description Inll |
1 Peak Period =
New Peak Period
Peak Start D ate: |ER0 0= Peak End D ate:
Description:
e | = | R 0K | LCancel |
£ Femove it
101 102

Click the 'Add' button to add a new Peak Period or if you wish to delete an entry, click on that entry to
select it (the entry will be highlighted), then click on the 'Remowe' button. The screen on the right is
displayed when you click the 'Add' button. Enter the new Stop Peak Period date and description and
click OK to add it.




70

Front Office 10.7.16

3.24

3.2.5

3.2.6

3.2.7

MLOS

Minimum Length Of Stay is an indicator to alert your staff that the reservation they are entering falls on a
restricted period. For example, you may have a special event in your locality over a long weekend. You
could then enter this period as a Minimum Length Of Stay period to show that you want to remind staff of
this. This could minimize the possibility of taking of a 1 night booking when you want only continuous
bookings. In the Quick Availability screen, select the MLOS button and the following screen will appear.

= M.LOS - O

[ Start Date [Min Nights | Description { -3 M.LO.S = =
1| meizao] 2[LOCAL EVENT |

New MLOS

Min. Mights:

Start Date: |ERIIEIEE

Stop Date:

Description: |

| Ok | LCancel |

103 104

Click the 'Add' button to add a new Minimum Length of Stay period or, if you wish to delete an entry,
click on that entry to select it (the entry will be highlighted), then click on the 'Remowe’ button. The
screen on the right is displayed when you click the '‘Add’ button.

Compulsory Days

This option can be used by properties when minimum consecutive nights are required when booking, i.e.
Friday and Saturday nights or Sunday to Thursday inclusive.

= Compulsory consecutive days =

4 Compulsory consecutive days = &

Start Date | End Date | Drescription | Start Day | En

Compulsory days

Start Date: |ERILUZRE]

Draps: Stop Date:

Description: |

Open and Close day selection

Start day (Open:|S aturday - End day [Close]: |5 aturday -

Add | Remave Exit | oK | LCancel |

104a 104b

Room Alloc

Refer to Room Allocation| 781 for information.

Allotment

Allotments will allocate a number of rooms by room type for either Web Bookings or Group and
Company bookings. Once these rooms have been allocated Starfleet 'knows' these are to be held for the
client so these number of rooms can only be booked for the client.

Click on the Quick Availability screen to access the Allotment button (this is located at the bottom right
hand side of the screen), this will display the following screen. Then click in the client code and type the
first few characters of the client debtor code. These details will appear in a drop down screen, select the
client. These will first need to be setup in Debtors Information. Refer to Debtor Information[ =8 for
instructions.
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3.2.7.1

7 Allotment - C

Client Code:

Client Name: | Fax ‘

Contact: ‘

E-Mai |

Available allotment l Bookings made ]

et ,— 1 1 ¢ ¢ 1 1 ¥ & &1 ¢ & § [ 0 1 17 § 1 | | j;‘

Room Type

Release day:

1
2
2
4
5 Previous
&
7
a
]

Daps Only
]

Auto extend

r

Total allotment made:

Add |

1
2
3
4
& Felease
[
7
8
9

Exit

Double click on the cell to update the allotments

105

Add Allotment

To add an allotment click on the Add button, select the Start date and number of Night(s). By using the
<tab> button this will calculate the End Date. Alternatively if you know the End Date the you can enter
this date.

Click in to the No Req box, next to the Room Type description and enter the number of rooms required
for allotment. This needs to be for a future date (from tomorrows date onwards), once you have added the
rooms for the allotment and saved the details the rooms will be blocked until needed or released.

Release day: If the Allotment is to be automatically released then enter the number of days before
arrival date to release the rooms.

Release Previous Days Only: This must be ticked to hold Allotments for the current day. If not then the
Allotments will release for the current day after Night Audit has been run.

Auto extend: At Night Audit the allotments will automatically extend by one night. This is NOT to be
used when the Allotment is for a Channel Manager.

2 Add Allotment = 12
Nightfsk: [ 1 End Date: [06/11/2013 Felease day: [00

Tot Bm| MoReq Release Previous Daps Onlp v

Start date: | R AR

Foom Type
-KING SPA
-HOTEL 5P4
-STUDIO DELUSE
-SUITE 2 BED
-SUITE 1 BED
-PEMTHOUSE
RESTAURANT
-CONFEREMCE

Auto extend [

e e e R = A Y )

@0 |~ o on | | oo ra [ —

MNote: This process cannot allocate more rooms than you have available.

Save ‘ Exit

| 106

If the total number of rooms required are not available the following screen will display the information.
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B Add Allotment - O

Start date: lm A1/203 Night[s]: | 365 End Date: |01/411/2014 Felease day: |00

Fioom Type TotRm| MaReq Release Previous Daps Onlp v
HING SPA Auto extend [
-HOTEL 5PA
-STUDIO DELUSE
SUITE 2BED
-SUITE 1 BED
-PEMTHOUSE
-RESTAURANT
-CONFEREMCE

oo |~ o o | oo ra [ —
el e e £ A R oY )

Not enough rooms available on the following days. Allotment added upto max rooms available

Date Fioom Type | Rooms Requested | Allotments Added
orA12ms |1 3 2
o7A/2013 |3 3 2
0112013 |6 1 1]
021120013 |6 1 1]
07112013 |6 1 1]

Exit

| 107

The Allotment screen will now display the total number of rooms on Allotment for this client.

o Allotment = =
Client Cade: [STAR Phone: |+61 39428 4333 Contact: |
Client Mame: |STAF|FLEET BUSIMESS SOLUTIOMS Fau: |+E1 3 86400446 E - ail: |sales@starfleet-software.com.au
Available allotment ] Bookings made ]
Date: |31/10/2013 mm-mm e Jwed] Thu | Fri | sar]sunfmon] 1 - ]
Room Type (01 [ 02] 03 05 [osfor|oe|ogfof 1z 13[14[15][16[17[18[19]20]
1| KING 5P4 3| 3] 3 3 I EIEEE 3 T 3 e
2| HOTEL SP4. HEEREEEREEREERE 3 EEENEEREE 3 :
3| STUDIO DELU g R E T S 3 T E S 3 [o
4| SUITE ZBED 2l z] 2] 2] 2] 2l a2z 2] 2] = E 2l 2] 2] = z )
5| SUITE 1 BED 2 2 L R 2 EZ I 22 2 ZIEZILZ2ILE 2 Previous
£ | FENTHOLSE T[] 1] 1] 1] 1] 1 1 11111 ] Ll
7| RESTAURANT W
&| CONFERENCE Auta extend
-
Total allotment made:
1| KING 5P4 o1 T O ) T T T
2| HOTEL SP& sl a3l 33l alel 3l sl sl alalala]lalala]lalals
3| 5TUDIO DELU T ) I I = I e = I = T R
4| SUITE 2 BED sl el a2z 2l al el 2l 2l 2 2] 2]l 2] 2] 2] 2] 2] 2] =
5| SUITE 1 BED of [ e e e e e e e e e e e e e Beleass
& | PENTHOUSE RN RN
7| RESTAURANT
8| CONFERENCE
Double click on the cell to update the allotments
108

Go back to the Quick Availability screen and double click on the Allotment line to open the Allotment
information.
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KING SPA
HOTEL SP4,
STUDIO DELUXE
SUITE 2BED
SUITE 1 BED
FENTHOUSE
RESTALIRANT
CONFERENCE

]
2
3
1
B
[}
7

8

[l =
Allotrent
Awallable Rooms
Ariivals [Rm]
[Pax]
Stayz  [Am)
[Pax)
Depart  [Rm)]
[Pax)

Ocoupied (%]
Out of order

109

Day Use
Allatment

1-KING SPA & ]
2-HOTEL 5PA & 3
3-STUDIO DELUXE & 3
2 &
2 2

4-SUITE 2 BED
5-5UITE 1 BED
6-PENTHOUSE

Occupied [%)]
Out of order 2 1 11 11 71 | |

Events Boom Alloc Refresh Allatment

110

If the room type is overbooked this will show in RED with a -minus next to the nhumber to indicate how
many rooms have been overbooked. (This will apply even if there is no Allotment set up).

To awoid over booking the room type refer to Set up -> System Configuration -> Resenvation| zo4.
Select the option Do not allow over booking room type.

1=
1 [ KING 5PA 15[ ez, o 22 2 = ) 23 2 2 e 5
2 |[HOTEL 5PA 3 3| 3| 3| 3| 3 3] 3| 3| 3| 3| 3| 3| 3| 3| 3| 3| 3
3 [STUDIO DELURE I e e 2 I ) e ) I S O O
4| SUITE 2BED R I T I R
5 [ SUITE 1 BED S S 7 I
& | PENTHOUSE
7 | RESTAURANT B e e ) e o [ P ) e I T P s
"5 | CONFERENCE E 1] 1 11 1] 1 1] 1| 1 1] [ 1 1] 1 1] 1

111




74 Front Office 10.7.16

The Allotment screen will also show dates highlighted Red when owerbooked. This will indicate the
number of rooms on Allotment are not available, these rooms must be released from the Allotment.

5 Allotment =
Client Code: |08 Fhone: |+E1 39428 4333 Contact: |
Clignt Name: |STARFLEET BUSINESS SOLUTIONS Faw [+61 3 85400446 E-Mai, |sales@starfizst-software. com.au
Available allotment l Bookings made ]
Date: |01/11/2013 E!Ellmﬂ ri | sar|sunjuon| tue fwed) Thu | Fri | sar]sunjuon] « ,
Room Type o | oz o3 05 E ? 8 [T S ST 21 13 1 1 16 |17 |18 1 ZD 21
1| KING 5Pa Sa] dlaE 3 lide Bl ALY 3 A 3 38303 A i e
2| HOTEL 5P& 3l 3] 3| 3| 3| 3| 6] 3] 3] 3|3 3 |23 3 Fopi b
3| STUDIO DELU sl allEl el dE)l Bl gl E@l &l @ &) gl 8 = IU_
4| SUITE 2 BED 21 21 2| 21 2| 2] 4] 2] 2] 2] 2 2 21212 i :
5| SUITE 1 BED e e 0| 2| 2| 4] 2] 2] 2] 2 2 2| 2 i) DP[EVEUIS
§ | PENTHOUSE T a1t 1[1 1 T[1[1 1] 1 a”f_ i
7| RESTAURANT b
2| CONFERENCE Bt e 111a

3.2.7.2 Release Allotment

Release - PART

Click on Allotment button to display Allotment screen (see Screen 72). Select the client details, same
as Add Allotment. Click on the Release button to display the following screen. Select Part Option, enter
the dates to be released, select the room type (or All), enter the number of rooms to be reduced.

2 Release Allotment = =
Option Part Release Option
Start date: |01/11/2013  Might(g]): | 1
oAl End date: |02/11/2013
& Pat Foom Type: |AII ﬂ

Reducedby: | O rooms
Enter number to reduce by, Zero will remove the allotment.

E it |

112

Release - ALL

To release All of an allotment follow the above steps to selecting the All Option. Click on Continue and
the following prompt will ask to select Yes or No. Date range can not be selected with this option.
Releasing All will release ALL ALLOTMENTS.

Release Allotment = =

i

Option

Start date: |01/11/2013 Mightfz): | 1

] End date: [02/11/2013 Release Allotment
 Pat Fioom Type: |AII J

Feducedby: | 0 rooms
Enter number to reduce by, Zero will remave the allatment.

LContinue Exit e | Mo |

113 114

"-.I Release all allotments for this client
Are you sure?
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3.2.7.3

Company Allotment

Allotments can (for example) be made for a Company that will require regular bookings. The allotment is
created in the same way as the abowe Web Booking allotments. The difference with these type of
allotments is the booking is being created in the Front Office, not through a website link or Channel
Manager. Once again there must be Debtor Information created for the Company.

When the group confirms the rooms required then go to the group information icon and create a group
booking, refer to: Group Information[ 83

When the booking is created tick the Allotment Bkg in the reservation screen and type the Debtor
Information code in the blank field . This will then link the bookings made to the Company allotment.

hi

New Master Reservation [STARFLEET] - O

Acc: Fesh : Booked: |31A10/2013 Changed: [31/10/2013 Status :

Resersation detail l Falio ] Extraz ] Deposit pIana’Comments] Housekeepinga’TravelAgent] Running Sheet]
Arival (3141042013 Might[z]: | 1 Source: |
Departure: Total Rooms: Chargs type Area: |
Adults: Children: Infants: |— FOL: @ Daily Seq: |
Twin share: ’_ Single: ’_ Triple: ’_ O Weekly | voucher: |
Rate Cd: " Monthy
Rate: High/Low Rate: | Fim Type Booked| Used | =
Booked By [SES 1 JKING:SRA 0 [
" . | 2 |HOTEL 5P4, 1] 1]
s 3 |5TUDIO DELLKE 0 D
ETA: |03.00PM ETD: 10006 4 |SUITE 2 BED 0 0 b
A Method: Diep Method: 5 |SUITE 1 BED 0 0
| Allotment Bkg @ [STAR 6 |PENTHOUSE 1] 0
7 |RESTAURANT 1] 1]
=] CORCCDChWTT n n ﬂ
Room Availability Room Allotment | g
Releaze Allot | Update rates | Fiooming List Save Delete | Exit |
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3.3

Room Allocation

o 30/10/13 Starfleet Shift:1 User:SBS (00015} = =

i Eile FrontQffice Back Office Beports Debtors Setup  Communication UserMail Conference BOS Tours Cwner Help

| e o, e o 5 oy - £
SRQsBERBE =S <« BlE e U] =

Room Allocation

116
Select 'Room Allocation' from the 'Front Office' Menu. The screen will default to today's date. To change
this, double click on the date window, and select a new date.

If you have NOT given the Guest reservation a room number, there will be NO entry shown
here!

B Room Allocation = =
L] I 3 ||3UJ’1I]!2I]13 ;I'J Display * Mame ( Company I * 8Daps © 14Daps © 21Daps O 30Days O 30 Days |
Events 2 2 E '
Tue Wed Thu Fri Sat Sun Mon Tue Wed |

Room Typs Awr | 29/10/13 | 30/10/13 | 3y10013 | 01013 | 021413 | 031113 | 041113 | 05/113 | 0§/11f13
1-KING 5PA OLDS
1-KING SPA
1-KING SPA
2-HOTEL SPA
2-HOTEL SPA
2-HOTEL SPA
3-STUDIO DELUXE
3-STUDIO DELUXE
3STUDIO DELUXE
3-STUDIO DELUXE
3-STUDIO DELUXE
1-KING SPA
1-KING SPA
1-KING SPA
2-HOTEL SPA
2-HOTEL SPA
2-HOTEL SPA P
4-SUITE 2 BED
4-SUITE 2 BED PAINTIN
4-SUITE 2 BED
4-SUITE 2 BED A Of
5-SUITE 1 BED N
4-SUITE 2 BED
SSUITE 1 BED
4-SUITE 2 BED CHOLSO
S-SUITE 1 BED
7 SSUITE 1 BED
6-PENTHOUSE {
CON___| & CONFERENCE

PARKER

Ws q;mzcnmsssiﬁﬂssg
3

4

&

| RES | Z-RESTAURANT | | ARP | | v
HDD'T! Type: Ix'A" 'I_ Day Use | Events | Inhouse | Stat | Refresh | Legend | Print | Arivals | Exit |
: ! | |

117

Click the left or right arrows next to date to go forward or back a week

¢ Click on the T Button to get back to Today's Date.

You can also select one Room Type or All to display.

Select the Day Use button to display the Day Use Guests for the day, see Day Bookings [42).

Click on the Inhouse Guest button to show a list of current In house Guests.

Click the Refresh button to refresh the information displayed on the screen with the most up to

date data.

® Click on the Legend to see what the colors are assigned to.

® Click on Print to print the screen.

Click on the Arrivals button to show of list of the days arrivals. Guests can also be arrived with this

option. Refer to Guest Check In[ 48}

* Hower the mouse or click on any Guest name for Tool Tip details.

® You can also double click on the room number and go directly to room maintenance for that room.
From here you can place a room on maintenance. Refer to Room Maintenancel 79)

¢ If the screen is too small resize by clicking on the lower right hand corner and dragging to suitable

size. The screen will remain at this size when opening again.
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Right click on any In House, not yet arrived or departed guest for the following quick access.

14 1-KING SPA

15 | ZHOTEL SPA Change Room

16 2-HOTEL SPA q

- Charges/Payment

17 2HOTEL 5PA Hy

18 4-SUITE 2 BED Check In

19 | 45UITE 2 BED e e,

| o Check Qut

0 4-SUITE 2 BED

21 J| 4-SUITE 2 BED Extend

22 " S-SUITE 1 BED

bE] 4-SUTTE 2 BED Guest Info

24 S-SUITE 1 BED Group Infa

2SI <-SUITE 2 BED .

26 [EsurTE 1 BED Print/5M3 G

27 | 5-SUITE 1 BED | Reservation

2 ] 5-PENTHOUSE [ J JACKSON | KIDME .

CON | B-CONFERENCE Swap Room

B ELHESE AL Encode Door Card | | X
Room Type: I* - Al j Day Use || [ Movielink 2 Riefresh | Legend | PBririt | Airivals | Exit |

117c

Change Room: Enter the new room number in the to field and click on the ok button. If a different
room type a prompt will display to confirm.

Charges/Payments: Go to the Charges/Payments screen.

Check In: Select to Check In guest. If arrived this won't be highlighted.

Check Out: Select to Check Out guest. If departed this won't be highlighted.

Extend: Select to Extend reservation by entering the numbers of nights.

Guest Info: Select to go to Guest Information screen.

Group Info: Select to go to Group Info, will only be highlighted if guest is part of a Group booking.
Print/SMS: Select to print Guest Account, Guest Registration, Confirmation Letter and Guest Voucher
or send SMS.

Reservation: Select to go to reservation screen to edit details.

Swap Room: This is only available if the guests are arriving and departing on the same days.

Encode Door Card and Movie links are only available with the relevant modules.

Refer to Unallocated Booking[ 41 if there is the following warning on the Room Allocation screen.

e |

4| » |[30/10/2m3 L

[ 117b

To display statistics on today's date, click on the Stat button located at the bottom of the Room
Allocation Screen.. The following screen will be displayed. The statistics shown apply ONLY to the
Room Allocation date.

| 2 Room Allocation - B
'R RENTRTTEI ER N | Rooms Available Rooms Occupied ©On Maintenance Arrivals Not Arrived Departures MNot Departed||
L2l N S EARd B B e R |

| Events

| Tue Wed Thu | Fri | Sat Sun Mon Tue | Wed
Room | Room Type Aw [ 3910013 3001043 | 310013 01113 | 02113 | 03113 | o413 | 0513 | oef1y13

118

Room Allocation summary
Click on the date range views of 9 Days, 14 Days, 21 Days, 30 Days and 90 Days to view a summary of
the Room Allocation screen.
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331

3.3.2

Notes for a Day

In either Room Allocation or Quick Availability you are able to write a note for any day that is displayed.
All you have to do is double click on the day you wish to write a note for and the following screen will be
displayed. If notes exist for the day, they are displayed on this screen. To add a note, click on the Add
button and enter as may lines of text you need to. To delete or update a note, click on the lines you
need and click either Update or Delete.

sl Notes For a Day ==
Note Date [01/11/2013
Lime ‘ Mote Date
1 ‘ LOCAL EVENT 30042013

Update | Add | Delete | Print |

120

If there are notes for the day entered the ‘day" will be displayed as orange.

2 Room Allocation ¢ A
4| » | (301072013 T ! |Displa_'.' o Mame  Company | * 9Dapz  14Dayz ¢ 21 Daps ( 30D0aps [ 90Dayps
Events 2 2 E ~
Tue Wed Thu Fri Sat Sun Mon Tue Wed
Reom Room Tvpe Atr 25/10/13 01013 3110113 01/11/13 02/11/13 03/11/13 1113 05/11/13 DE11/13 121
L}
Walk In's

Refer to Guest Resenation - Quick[ 38 on how to enter quick reservation.

If the room is still occupied i.e the previous guest has not checked out yet then you will be presented
with the orange warning box at the top of the screen advising you that the previous guest has not
checked out yet. Select another room or check out the current guest if they have departed.

£t Book Room = 2
Reservation details ]Travel Agent} i R til Occupiel 1
Mo, Bkgs: ’1_ Solellze [ FRm Type: ’W‘ Alotment Bkg [ ’—
lgnore Room Typeddyailability Allocate next available room W Starting Room #: ’03— Donotmove [
Arriveal: lm Might(z]: |1_ Departure: l—
Adults: |1_ Children l_ Infants: ’_
Rate Cd: | Rate: | H/L Rate: |
gl I&
Booked By: [5BS Woucher: ’7
Caomment: | Source: |
ET&: [03.00PM ETD: [10.004M rea |
At Method: l— Dep Method: ‘ Seq: |
[~ Unconfirmed I~ Pre-fwutharized ’m
Guest detail
Suname: | Title: ‘ First M ame: '7 jJ
AR | Coms: | j Pay Method: ’—L| ks Al
Company: | Contact: Credit Card |:|
Address 1: | Phane 1: w
Address 2 | Moble: | [ Oktomeceive SMS i
Country: - Email: | .
Suburb: | J Car: ﬂ
State/FRegion, '7 Postoode: ’— J Use acc: ’— J Create new acc [+ Lancel

123
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3.3.3 Multiple Bookings

To enter multiple bookings for the one person or one company quickly. Refer to: Guest_Resenation -
QuicleO'ﬁ Insert the number of bookings you want to make in the top left hand corner. If more than one
room type is to be booked tick the Ignore Room Type/Availability option. This will book the next vacant
rooms available no matter what room type they are.

3.34

A Book Room = =
Fieservation details ] Travel Agent }
Ma. Bkgs: [ selelse [ FmTuoe IW‘ Alotment Bkg ’—
Ignore Roo Erfeptotabaumbepof-iooems g ailable room V¥ Starting Foom #: ’02— Donotmove |
Avrival: ’m Might[s]: Departure: ’—
Adults: ’1_ Children ’_ Infants: ]_
Rate Cd: | Rate: | H/L Rate: |
J=F 5]
Booked By: |SBS Woucher: ]7
Comment: | Source: |
ET4: |02.00PM ETD: [10.004M Aiza: |
Arr Method: l— Dep Methad: ‘ Seq: |
[~ Unconfimed ™ Prestuthorized ’w
Guest detail
Surname: | Title: | First M ame: ’7 jJ
AR | Coms: | ﬂ Pay Method: ’—L| e
Compary: | Gomact [ CreditCed | |
Address 1: | Phone 1: M
Address 2: | I obile: l— [ Ok to receive SMS Check In
Country: '—.L[ Email: | :
Suburb: | J Car: g
State/Fegion '7 Postcade: ’— J Usze acc: ’— J Create new acc [v Cancel

124

Enter the booking details as you would with any other booking and Save. Each booking will have it's own
account and reservation number. All bookings will have the same name and address details when
the booking is created. To change the guest nhame and address details on each reservation go to each
Guest Information and update details. These bookings are NOT linked to a Group Master account. If a
Group booking is required refer to Group Information| 85).

Room Maintenance

g Room Maintenance =

o

Room Mumber |02

Type |1-KING 5P4 |
Foom Grouping Cd ~| [ Sole use master oom  Status ’T Condition ’T
Attibutes

Wing ’_

Next Guest Fes # | 0000000 Mext Guest Name

Maintenance Description Start date

BedCorfig | K | 55 | [ [
Foom Facilities For
‘wieb Booking Only
Room Description KepCard Room Mum 0oonoooo
Account Code |0000000 Group [T/M]
Fesenvation # 0000000 GuestName |

Apply To

End date G

|AIF|EIDN NOT WORKING

[30/10/2013  [mAt/2m3

Completed

Completed

| |
Save

-
[ £l
-

| Completed
Exit

125




80

Front Office 10.7.16

3.4

To place a room on maintenance, double click on the room number in the Room Allocation screen.
Rooms are placed on and taken off maintenance automatically, according to the start and end dates
entered. All maintenance rooms are displayed on the Housekeeping Report.

To put a room out to maintenance, you must enter the following:-

e Maintenance Description: Enter a description of the maintenance required in this room. (Max 30
characters)

e Start date: Enter the date the maintenance period begins, in DDMMYYYY format.

e End date: Enter the date the maintenance period ends, in DDMMYYYY format.

This will take the room out of availability for the dates that have been entered. This room will show as out
of order in the Allocation Screen. Rooms on Maintenance are not calculated into Occupancy Statistic as
being occupied. To print a report by Current or History refer to Room_Maintenance Report[s?). To delete,
change or edit room refer to Room|:e:1in Set Upl 178

Housekeeping

Housekeeping is selected in the Front Office menu options.

2 Housekeeping Menu - = HESN

Pleaze enter the starting room
nurnber

Please enter the Finishing raom
number

Pleaze enter the ‘Wing number

Only show next guest if checking in today v
Housekeeping day
Today's I Tomorow's £

weekly ‘ LContinue | E it |

126

You hawe the choice of displaying a range of rooms or all the rooms. Leawe the starting room number
and finishing room number field blank to display all. You also hawe the choice to select which wing you
wish to print. Leaving this blank will display all the rooms.

Select Weekly to display the following report. This option will display each day for the following week. If
there is a Room Description entered in the Room set up, this will display over the Room Type, (i.e. the
room may be a Family Room but the description might be Magnolia Room).

- Weekly Housekeeping report ==

Roamn Pax Comments Clean Type 3

WEDNESDAY 301042013

03 -KIMG SPa 2 C - Check Out

28 -PENTHOUSE 5 C - Check Out

18 -SUITE 2 BED 3 C - Check Out

07 -STUDIO DELUSE 1 bt - Major

25 -SUITE 2 BED 1 D - Daily

21 -SUITE ZBED 4 D - Daily

THURSDAY 311042013

07 -STUDIO DELURE 1 C - Check Out

25 -SUITE 2BED 1 C - Check Out

14 -KING 5P& 1 [ - Daily

17 -HOTEL 5P 1 D - Daily

09 -STUDIO DELUSE 1 D - Daily

10 -STUDIO DELUKE 1 D - Daily

11 -STUDIO DELUSE 1 D - Daily o

< >

Print |

127

Selecting Continue will display the following daily report. The Print Option -> Brief will not display the
Rate when the report is printed.
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Guest Mame Aurival Departure
[ij] C
Mext: 03.00PM-REYNOLDS 550 2 3041042 02:1142
0z C
03 PARKER MR STEVEN 557 KSP 2 27042, 30A02. D 50.00
04 HARRISOM MS HELEM 564  HSP 2 oMo, mAt2. D 110,00
SMITH M5 SUSAN
05 *=D000R LOCK. BROKEM 291042, 3A02Z. €
06 C
07 CARTWRIGHT MRS LINDA .. 558 DST 1 2641042 AA0Z. D 80.00
08 C
09 C
Mext: 03.00PM-SKY'WALKER 554 1 002 A2
10 C
Mext: 03.00PM-HOOD 555 1 002, A2
1 C
Mext: 03.00PM-TLICK, 558 1 30042 A2
12 E
13 C
14 C
Mext: 03.00PM-BLIRNS 552 1 002 A2

el = bl T

128

Newspaper
If your guests can order a newspaper select the drop down option on the Guest Information screen to
choose the requested newspaper.

Comment: I Status: I ;I

I |News: I j|

Statistics
’7 Stays Mights [ETRNE Cancellation Mo Shaow Last Rate Total Spend Foom Revenue

Charges P

129a

The selected newspapers will display in the Newspaper Report to be printed.

1 ‘Newspaper Report - O

Mewspaper Report For : 301072013
Foom# Mewspaper FRoom# Mewspaper Foom#  Mewspaper Room#  Mewspaper  Room#f Mewspaper

J THE 5UM

FINANCIAL R

THE AGE [0 THE suM [ wEEKLY TIMES [ 0 FINANCIAL REVIE [ T

129

Refer to System Configuration->Daily Update (Daily Ugdateﬂ;éﬁ to setup Newspaper information. Update
Rms refer to Update Rooms| 82]
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3.4.1 Room Maintenance Report

Click on the Maint Report button and the following window will display.

i+ Current " History

[ate Hange——————————— ~Hoom Range

From: I Starting Foom: ||

Until: I Finizhing Foom: IZZZZ

LContinue | Exit |

130

In this window we hawe the option to print either a Current or History report by Date Range or Room
Range. Click on Print for a hard copy.

RmType | Description | Start D ate | End Date
2 DOOR LOCK BROKEN 2840/2003 3111052013
4 PAINTIMG 2810/2013 031172013

131

3.4.2 Update Rooms

This Screen enables you to change the status of individual or multiple rooms.
All room numbers, their type, status, and condition are displayed on the screen, when the 'Update

Rooms' button is selected.

Double click on the condition ('C column’) of the room you wish to change the condition. Click on 'Clean
All' to clean all.

V = Vacant, O = Occupied, C = Clean, D = Dirty, X = Maintenance
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e

Update Room Condition - O

Room# T Room# T C Foom# T S C Room# T S5 C FRoom# T

R e e ) S SN TR Y

O N O LT DN N ) e e R VR UPCR FACR FARR N [N (O] By B ey

—lm{{-{{{{{{{{ =

W

&5

| Maint Fepart | To change the condition of a raam pou carn click on the d | B | Claan 4l | Eni
condition box of that room or click A1 to clean all roomes.

132

To put a room on maintenance refer to Room Maintenance 79)

Registration Slips/Allocate Rooms

Select Print Reg Slip/Allocate Rooms from the Front Office menu. This enables you to print
Registration slips for any given date. Enter the date, One Slip per room is selected by default, change
the selection for your requirements and select the Print order: Reservation, Name or Room. To print a
registration slip for a particular guest, find the guest on the Room Allocation screen, right click and go to
Print -> Guest Registration, then click on OK once.

< Print Registration ... = &

Print zlips for all armvals on:

|28032U1 4
“* Reg SlipfAlloc.. = & " Ore slip per room
- " Ore slip per guest

[ One slip par group
[For group bookings, print zlip
for the master reservation only)

" Blank Feg slip I 1

 Print registration slip

" Pre-allocats rooms

 Arival List

Reservation @ Mame ¢ Room

"Plint order

Frint | E it |

133 134
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3.5.1 PreAllocate Rooms

1 Reg Slip/Allgc.. = F

" Prirt registration slip
" Pre-allocate raoms

" Arrival List

135

Enter the arrival date and click continue. You can then select each reservation and allocate a room to it.
The available rooms will be displayed.

e Pre-allocate Rooms = B
Armriving Guests on: EI]H 052013
Accolnt Guest Mame Departure Commant AT | Room [ SUse| A
1| 0000550 | REYMOLDS MR DaYID 0241172013 1
2| 0000551 | STARFLEET mA1/2013 %
3| 0000552 | BURMS MR GEORGE mA1/2013 1 (14
4| 0000553 | SIMPSOM MR HOMER mA1/2013 2 (17
5| 0000554 | SKYWALKER MR LUKE mA1/2013 3 (09
£| 0000555 |HOOD MR ROBIN m.A1/2013 3 (10
7| 0000556 | TUCK . FRIAR m.A1/2013 3 (n v
Available rooms for selected Guest
|Selecled room: ] [~ Donotmove Bor | De-assic | } oo |
E xpected Arrivals for: |30/10/2013 Frit E xit

136

3.5.2 Arrival List

The arrival List for a date can be export to .csv file. Enter the date required, select Continue.

i

Arrival List Export = 2

Export all arrivals on: |30/10/2013

E xit

136a

The location of the Output File will be displayed.
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b

Arrival List Export = =

Export all arrivals on: [30/10/2013

Output file is:
\FschData"ARRLIST301013.C8

Exit

Completed 136b

Browse to the Output File, use your default program to open the .csv file.

, TR — T E—— —— G ] e i -
Room Booked Surname Title Firstname Arrival Date Departure Date ETA ETD Adults |Children Rate Chg Type
[0 57 REYNOLDS MR DAVID 30/10/2013 02/11/2013 03.00PM 10.00AM 2 0 200D
3 | 478 STARFLEET 30/10/2013 01/11/2013 03.00PM 10.00AM ] 0 0D
4 | &79 14 BURNS MR |GEORGE 30/10/2013 01/11/2013 03.00PM 10.00AM 1 0 130D
| 5 | 5880 17/ SIMPSON MR HOMER  30/10/2013 01/11/2013 03.00PM 10.00AM 1 0/ 130D
6 581 9 SKYWALKEPMR |LUKE 30/10/2013  01/11/2013 03.00PM 10.00AM 1 0 130D
7 582 10 HOOD MR ROBIN 30/10/2013 01/11/2013 03.00PM 10.00AM 1 0 130D
. 8 | 583 11 TUCK 0FRIAR 30/10/2013 01/11/2013 03.00PM 10.00AM 1 0 130D
9 | 584 KIDMAN MS NICOLE  30/10/2013 03/11/2013 03.00PM 10.00AM 2 0l 220D
10| 596 4 HARRISON MS HELEN 30/10/2013  01/11/2013 03.00PM 10.00AM 2 0 110D
| 11| 597 JONES BILL 30/10/2013 | 29/12/2013 03.00PM 10.00AM 1 0 80D
136¢
Group Information
& 30/10/13 Starfleet Shift:1 UserSBS (00015) = =

File FrontOffice Back Office Bepors Debtors Setup Communication UserbMail Conference POS Tours Dwner Help

LRes REEERE =@ <« RE W=D 0=
Group Information
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Group Information is accessed from the Front Office menu, or the shortcut icon on the menu bar.

The Groups section is very similar to the single Guest Information screens. It is suggested you become
familiar with the individual Guest Information program first.

Some of the functions only available to you in the Group Menu are:

e Create a new group.

e Change an existing group.

Duplicate an existing group to a new group account.

Delete a group.

Add rooming lists (either summary or full).

Allow for the individual to be charged or all charges to the group master.
Allow for pre and post stays for individual group members.

Allows for additional charges (i.e.: BBQ Lunch) to be viewed on the booking sheet and automatically
posted with the daily update.

Deposit (payment) schedule.

e Automatic check ALL or SOME in.

® Automatic check ALL or SOME out.

Next to the suburb and postcode fields are the postcode lookup icons. Depending on the country
selected in the country field the suburb, state and postcode can be selected from the postcode lookup
screen. For more information click on this postcode lookup[ 23 link, or click on the postcode icon next to
the suburb or postcode fields.
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o Group Information - DR
Group Acc: :l E Balance:
Group Mame: | j Last Activity:
AdR: Pay Method: - User:
Cormpany: | Cornmissian: -
Addiss i | Credit Card I
Address 2 | Contact: Title:
Country: - Phone 1: Fau:
Suburb: | J Phaone 2: FF Ma:
State/Region: Mobile: [T Dk toreceive SMS
Postoode: J E-mail: |
Comment: | Statuz: j
Account | Beservations | Transactions | Arrivals ‘ Departures ‘ Charges/Pmt ‘ Exit
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3.6.1

Add Group Account

To create a new group account, click on the button marked New from the Group Information screen. As
you can see, this is virtually identical with the Guest Information screen.

2 Group Information = &
Group Acc: :l ﬂ Balance:
Group Mame: | j Last Activity:
AR Pay Method: - User:
Company: | Commizzion: -
Address 1: | Credit Card |
Address 2 | Contact: Title:
Country: - Phone 1: Fax:
Suburb: | J Phaone 2: FF Mo
State/Fegior: Mobile: ™ Dk toreceive SMS
Postcode: J E-mail: |
Cormment: | Status: j
Create new group
Account | Beservations | Tranzactions | Arivals Departures ‘ Charges/Pmt ‘ E it |

139

Group Account

The system generates the Group Account numbers automatically. Each Group Account will have one
reservation. To create a new resenation for a returning Group the Group Account can be duplicated.
Search for the Group Information by typing in the Group name, select the Group from the drop down
list. Click on th Duplicate Acc button. The Group details will then be duplicated and a new account
number generated. Create a new reservation for the dates and number of guests and rooms required.

l l | | |

Charges/Pmt | Exit |

Account BReservations Tranzactions | Armivals | Departures |

139a
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Last activity
The date this account was last altered is displayed automatically for an existing account, and as this a
new account nothing will be displayed.

Balance
Any outstanding balance on this account is displayed automatically for an existing account, and on a
new account, nothing will be displayed.

Group name
Enter the Group name.

User
The system stores the last person to modify and to create a Guest's account. Therefore, m12c12 was
created by user number 12, and last modified by user number 12.

AR

Enter the Accounts Receivable (Debtors) code. As you key in the A/R code, a list of Debtors will be
displayed for you to select from. When a valid Debtor account code is selected, the system will ask if
you would like the address in the Group account updated to correspond with the address in the Debtor
account. Select Yes to update the address or No to fill in the details manually.

If a Debtor account is entered, any comments associated with the Debtor account will be displayed at
the bottom of the screen. Comments on Debtor accounts are a useful way of storing and displaying
information such as rates to be charged, or any other special notes.

Company name

Enter the Guest's Company Name if applicable. Otherwise leave blank and press <tab> to mowe to the
next prompt. It is recommended that a company name is entered, where applicable, for statistical
reporting and company searches. There is also the option on Room Allocation screen to display
resenations by Name or Company. For a casual booking this field can also be used to enter the Guest
ID number such as passport number or YHA number to enable searches by this number.

Address 1
Enter the Guest or Company address linel.

Address 2
Enter the Guest or Company address line2.

Suburb, State\Region, Postcode

Enter the Guest suburb, State and Postcode, or double click on the icon next to the suburb or postcode
fields to display the postcode lookup window. Depending on the country selected in the country field the
suburb, state and postcode can be selected from the postcode lookup screen. For more information click
on this postcode lookupl 251 link.

Comments

Enter any comments you would like displayed on this account other than those to be entered when
making a reservation. Remember comments entered here will be displayed whenewer future reservations
are made using this account. (eg: prefers Courtyard Room, Lights on prior to arrival, etc)

Pay method
Press <tab> for 'Cash' , or select the down arrow key to enter an alternate payment type.

Credit Card

Click on the Credit Card button to enter the Guest's credit card number. This field is only applicable if
you entered a credit card, (for example VISA) as the payment method. When there are details saved
there is an orange tick to show there are details here.
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Commission

Press the Down arrow to select from a list of commission % for the amount you wish to apply to this
Groups accommodation. When a commission % is entered in a Group account, the 'DAILY UPDATE" will
post an accommodation charge and then post a commission depending on the commission associated
with the code entered in the account. E.g. if a group account has a commission of 10.00% the
transactions posted by the Daily Update will be:

DATE DESCRIPTION AMOUNT BALANCE
28/01/10 3 ACCOMMODATION 35.00 135.00
28/01/10 O COMMISSION 13.50 121.50

Commission % is created by selecting SETUP menu then, selecting PAY TYPES/DISCOUNTS. If the
amount is not setup, go back to the setup menu and enter the % amount in DISCOUNTS.

Contact

Enter a contact name or a card number, if this client is a discount card holder (some properties use this
as a means of indication that some of their Guest's hawe a privilege card). This field can also be used for
comments or any other useful information, as it is displayed when performing a name search.

Phone
Enter a contact telephone number. Up to three phone numbers can be entered.

Fax
Enter a contact fax number.

FF No
Can be used for a Privilege Card number.

Email
Enter an email address, usually one for the Group contact.

Status

This field is used to state whether this account is a Normal, Bad, Exclude and VIP. If a B-Bad Account,
when entering the guest name in a booking then a warning will alert you that they are a Bad account.
You can then decide if you wish to continue with the reservation or refuse the booking. E-Exclude
Account, then do not send this guest any mail outs. These status's, including VIP can be selected or
omitted when using the Guest Mailing List, see Mailing List[ a0,
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3.6.2

Add Group Reservation

Click on the Book Rooms button once. The following window will be displayed. As you can see, its also
very similar to the individual guest reservation window. This has been completed with arrival, departure
and number of nights. The total rooms and number of guests. The Rate code is 0.00, refer to following
information for Rate. The number of the room types required has also been entered.

= Update Master Reservation [STARFLEET] = &

AccH: | 0000565 Res# : (0000500 Booked: [30410/2013 Changed: [30/10/2013 Status ; Mot Arived

Reservation detail lFoIio | Eras | Deposit plan/Comments | Housskesping/Travel dgent | Funning Sheet |
Agrireal |01/1172013 Might{s]: | 2 Source: |A
Departure: 0341172013 Total Rooms: | 5 Charge type Area: |A
Adults: | 5 Childien: | 0 Infants: |D— FOC: | 0 * Daily Seq: [a
Twin share 'D_ Single: 'D_ Triple: 'D_ " weekly | voucker ||
Pate Cd " Monthly
Rate: 0.00  High/Low Rate: | 0.00 R Type Booked| Used | «
Booked By |SBS 1 |KING SP& a a
& ] 2 |HOTEL 5PA 2 0
ommen 3 |STUDIO DELUXE 2 0
ETa; [03.00PM ETD: [10.008M 4 |SUITE 2BED 0 0 -
At Methad Dep Method: 5 |SUITE 1BED 1 a
B E |[PENTHOUSE 0 0
7 |RESTAURANT 0 0
PP po—rom—(
Room Availability Room Allotment | ol
BRelease Allat | Calc Total ‘ Update rates | Faoming List Save Delete | E it |

Reservation #
The computer generates the reservation numbers automatically.

Arrival

Enter the arrival date in 'DDMMYY' format. You may also double click on the field where you would enter
the date and a calendar will pop up and you can select the date by using the calendar. When entering
the number of nights and departure dates, the room availability screen will appear so you can see which
rooms are available for the dates requested. If some Guests are arriving or departing on different days
then the arrival date entered must be the earliest arrival date and the departure date will be the latest
date of departure. The different dates are then amended on the individual guest reservation.

Nights
At this prompt you can enter the number of nights a Guest is staying and the departure date will be
automatically calculated. You can also <tab> past this field and enter the departure date manually.

Departure
Enter the departure date in 'DDMMYY" format. If the period of stay includes a "Stop Sell" or "Peak
Period", the system will prompt you to confirm the dates entered.

Total Rooms
Enter the number of rooms the group will be using, including any Conference rooms.

Adults
Enter the number of adults in the group.

Children
Enter the number of children (if any) in the group. Press <enter> for the default value of zero.
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Infants
Enter the number of infants (if any) in the group. Press <enter> for the default value of zero.

FOC
Enter the number of Free of Charge guests (if any) in the group. Press <enter> for the default value of
zero.

Twin Share

Enter the number of Twin Share accommodation (if any) in the group. Press <enter> for the default
value of zero. You only need to enter anything here when you are using a package. This is to ensure the
package charges correctly.

Single

Enter the number of Single accommodation (if any) in the group. Press <enter> for the default value of
zero. You only need to enter anything here when you are using a package. This is to ensure the package
charges correctly.

Triple

Enter the number of Triple accommodation (if any) in the group. Press <enter> for the default value of
zero. You only need to enter anything here when you are using a package. This is to ensure the package
charges correctly.

Rate Code

A zero amount can be entered for the Rate. When allocating the individual rooms to the reservation a
Rate Code can be entered then. This willl allow for multiple guests and different Room types required for
the resenvation. See Quick Allocation[92\.

If a package code is entered, the system will automatically calculate the rate based on the number of
adults, children and infants entered in the resenvation. If the package you select is a non-repetitive
package. (ie: different transactions are posted automatically on the days you specified when the
package was created.). The system will check to ensure the total number of room nights on the
resenation, is equal to the number of room nights specified in the package setup.

If the number of nights entered for this reservation is out of the range of the package, you will be
prompted to re-enter the departure date.

NOTE: If you enter a package and then change the rate, the difference is automatically taken off the
accommodation component only. If the booking has a discount rate applied, then the same applies.

Rate

Entering the rate at the main screen for the group booking will charge a bulk amount only for
the entire group onto the master invoice. If a package rate code is selected then the
package will be broken down into the categories as per the package however only the one
main line of charges will show.

The preferred procedure is when entering the rooming list is to enter the rate code on each
individual room booking and select the check box to charge the guest or Group. If the guest
has all charges to the room, on departure specific charges or all can be "collected" back to
the Group Master. Refer to Group Charges & Paymentsl?éﬁ
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The rate entered is the GST inclusive amount. The system calculates the rate depending on room
type, the number of adults, and the number of children. If rates includes GST then in a property which
provides predominantly long term (28 days or more) accommodation, this rate is also depends on the
guests length of stays, as a Long Term rate will have a different GST rate, refer to Tax/Currencylzs'ﬂ.
This rate is displayed on the screen. (This depends on the rates being entered for the current season
in the 'ROOM TYPE SETUP' option on the SETUP menu.) At this point you have 2 options:

1. Enter the desired room rate to over ride the rate displayed.

2. Press <enter> to accept the rate displayed.

If your property is providing a predominantly long-term accommodation, please make sure you enter a
correct long-term rate (which includes the reduced GST) for 28 days or more bookings.

Booked By
Type operator initials or name, defaults to the logged in User I.D.

Comment
Enter any comments regarding the reservation that are applicable.
Note: The booked by or comment line can be displayed on the housekeeping report.

ETA
Enter the estimated time of arrival if known. This is a free field, so you type in either a 24hr clock or use
am/pm times.

ETD
Enter the estimated time of departure if known. This is a free field, so you type in either a 24hr clock or
use am/pm times.

If standard check in and check out times are set in the 'System Configuration’, these times will
be displayed at the ETA and ETD prompt respectively. You can then just press <enter> to
accept the or modify them for different times.

Source
Enter or select the appropriate source for this reservation

Area
If enabled, enter or select the appropriate area for this booking.

Seg
If enabled, enter or select the appropriate segment for this booking

The total number of rooms (including Conference rooms) MUST be selected now. Select the
Room Type and enter the number required in the 'Booked' field. <tab> to the next Room
Type required if more than one.

‘Used' field will show the number of rooms once allocated. Refer to following Quick Allocation
[oAinformation.

# Booked
This is the number of rooms you have booked for this group

# Used
This is the number of rooms you hawe allocated in your rooming list.

The Reservation can be accessed again once saved by clicking on the Reservation button at the bottom
of the Group Information screen. To edit details open the Room List by clicking on Upd Rm List.
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- Group Reservations = =
Group Acc: | 0000565 E Balance:
Group Mame: |STAF|FLEET J Last Activity: (3041042013
AR [STAR Pay Methad: User: Im15c15
Master Reservation
ResH Arriveal Diepart Rate G5T Rate Cd| TatBm| Room Type | #Rms| Used | Adult| Chid| Inf Status
0o00eno 011172003 031172012 oo 0.00 5 HOTELSPA 2z 2 [ Mot &rived
STUDIO DEL 2 2
SUITE 1BE 1 1
€ >
Folios Extias 0.00 | Deposit Plan/Comments | Hoom List
Upd Rm List
Falio Description Trans | Trans2| Trans3| Transd | TransS | Transb Balance
1 | DEFALLT
2 | ACCOMMODATION ACC Foit Lt
3
4 Running Sheet
5 Praforna lre
Account | Tranzactions Arrivals Departures Charges/Pmt ‘ Exit |
140a
3.6.3 Quick Allocation

You can select the rooms by room number with this option. Once the number of rooms required have
been entered in the booking screen and saved, exit will take you back to the Group Information
Reservations screen. Select the Upd Rm List button. When the Group Rooming List screen opens
select the Quick Alloc button on the right hand side of the screen.

Click on room type (see following screen), this will display the room numbers available to select. Make
sure you have the correct rate code and charge to details first. Select the room numbers required then
Continue to complete then Exit. This will then take you back to the Group Rooming List. Refer to Group
Rooming List[ 93 to continue.

While still in this screen the guest details, if known, can be updated one room at a time. Alternatively
allocate the room numbers, Continue and Exit. Once back in the Rooming List screen select each
resenation one at a time and update with guest name, no of pax, rate and arrival, departure dates if
different from the Group Master and Grp Guest Charge To.

2L Group Rooming List Quick Allocation = =
Surname: |STARFLEET Title: | First Name
Adults: | 1 Children: Infants: |— Aiveal: {01/1142013 Departure: (037112013
Rate Cd: [CON Phg Rate: | 13000
Comment: | Grp Guest Charge To
" Guest
I Pre-Authorized POS Credi noo  Maone
™ Unconfirmed * Group [excl. Extras)
" Group (incl. Extras)
Awailable Rooms On Selected Room Types: Total Selected: 1
Rm Type | Booked | Free | o4 | %05| | 15 g 17 |
2 2 2
‘Clwckto select room numbersl
3 2 2
5 1 1
1. Click to select raom type 2 Click to zelect raom(s] to be allocated from the table above OF select the option
to allocate rooms for below to allocate wsing first available rooms

[ Allocate using first available raom X §
i Continue E it
[ Do not mave allozation

141
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3.6.4 Group Rooming List

If you have the names of the individuals within this group you can setup the group rooming list now.
Click on the Upd Rm List button once . The following window will be displayed.

The guest name can now be edited in the lower part of the screen, select Sawe to update the name.
Click on the remaining lines and edit as required.

You will note as you enter through the rooming list that the amount of rooms that are in the FREE field
reduces with every room booked. This is very helpful when dealing with a conference where all the
delegates are booking rooms individually, you always know how many are left if the Coordinator calls to

ask.
o Group Rooming List = &
Group Acc: (0000565 # 0000600 Group Name: |STAF|FLEET Balance: |
Areal (011142013 Departure: [0341/2013 Rate: | 0.00 Package: | Bem Typs| Booksd | Free
2 2 [1]
‘ * |Account| Narne I Arriveal | Departure | Status | Foom | 3 2 o
1 | [7 | 0000566 | SIMPSOM. MR HOMER 01/11/2013] 03/11/2013 | Mot Arived | 04 ; Lo
2 A a1/ 113}
3 | [T | 0000568 |STARFLEET, 01/11/2013| 0341142013 | Mot Ariived | 07 3
4 | [T | 0000563 |STARFLEET, 01/11/2013| 03/11/2013 | Mot Arived | 02 3
5 | [T | 0000570 |STARFLEET. 01/11/2013| 0341172013 | Mot Ariived | 27 5
K i r
Surname: [STARFLEET Tile: | First Mare: 2] A [o0008E7

Arivalk [01/11/203  Might(sk: | 2 Departure: |03/11/2013 Firn Type: |2-HDTEL SPA ﬂ Eal: |
Adults: | 1 Children: | 0 Infants: E FOC: | O Fate Cd: |CON
Pkg Rate: 130.00 Charge ¢ Guest ¢ Group [excl Extras)

To: ~ Nore Group [incl. Extras)

Save

1=
[
S

Comment; |
ETé: [03.00PM  An Method: | Quick Allac |
ETC: [10.004M  Dep Method: | Pre-Authorized [~ POS Credit: | 0.00
Room f: 'DS— SoleUse [T Donotmove | Unconfimed [~ w
R o FErint List
— e |
£ i Exit
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Charge To: There are four options to choose from:

Charge (" Guest ( Group [excl Extras)
To: (™ Group [incl, Extraz)

143

e Guest - Will post all charges onto the individual guest's account.

e Group (excl. Extras) - Will charge the reservation rate to the Group Master account. If extras have
been entered on the individual account these will be charged to the individual guest account.

e None - The rate is display only, no rate amount will be charged on to the Group or individual
accounts.

e Group (incl. Extras) - Will post all charges to the Group Master account, including all extras.

NOTE: These settings are only applied with Night Audit charging. This will not affect or change posting
manual transactions manually. The default for this is set in system configuration.
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Save
Select to save any changes made.

New
Select New to add new reservation to the Group.

Quick Alloc
To quickly allocate room numbers

Delete
Click on the reservation to highlight and select Delete.

Print List
Prints rooming list for the Group, see following section.

Remove
Highlight the reservation to be removed from the Group. The reservation will then become an individual
Guest account.

Exit
Select to exit from the rooming list screen.
3.6.4.1 Print Room List

There are two options to print a Room List.

e Full List - Prints a detailed list of each of the guests on the rooming list.
e Short List - Displays a less detailed list of the guests.
Notice on the diagram the area in question is highlighted blue, select the List Type here to display
to print.
el Group Rooming List = =
Group Acc: 0000565 / 0000600 Group Mame: |STAF|FLEET Balance:
Arival [11/11/2013 Departure; [03411/2013 Rate: | 000 Package: | Rm Type| Booked | Free
2 T [
* | Account Name Arrival Departure Status Foom 3 2 o
1 | [ | 0000566 |STARFLEET, 01/11/2013 03/11/201 3 | Mat Arived | 04 2 5 L0
2 | [T | 0000567 |STARFLEET, 011172013 03/11/201 3 | Mot Arived | 05 2
3 | [T | 0000568 |STARFLEET, 011172013 03411/201 3 | Mat Arived | 07 3
4 | [T | 0000563 |STARFLEET, 011172013 03/411/201 3 | Mot Arived | 03 3
5 | [ | 0000570 |STARFLEET, 011172013 03411201 3 | Mat Arived | 27 5
KN 2 r
Surname: | Title: | First Mame: J J Acc
Arivak Might(z]: ’_ Departure; | R Type: | ﬂ Bal: |
Adults Children: Infant FOC: Rate Cd:
(] e Iadren: Nranes: ’— ate Eave
Phka Rate: Charge ¢ Guest " Group [excl Extras)
Comment:l To: Mone Group [incl. Extras) New
ETA: | At Method: | Quick Alloc: |
ETD: | Dep Method: | Pre-#uthorized [~ POS Credit: | 0.00
X Delet
Room #: SoleUse [ Donotmove | Unconfirmed [ ﬁ
Fooms List Type ﬂ
\ | | | | | =] - ) Ful List
Remave
‘ [ [ | [ [ [ " Shart List g
< > [ Label Exit

144

Before printing the columns can be sorted by Account number, Name, Arrival, Departure, Status, Room
or Room Type. Click on the column header to sort.The Full List contains more details than the Short
List.
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3.6.5

o Full List

Group Acc / Res: Group Mame: Balance:
0000565 7 0000600 [STARFLEET [

Arrival Departure: Package: Fate:

[oA1203  [EAatens | [ 0.00
Comment: ‘
Acci... | Name | Arival | Departure ‘ Statuz ‘ Foom | Fioom Tyoe | A | (Erro |
0000566 SIMPSON, MR HOMER .. 01/11/2013 03A1/2013 Mot Amv.. 04 ZHOTELS.. 1 i
0000567 STARFLEET, Lo A2 03412013 Notdnive.. 03 1RING SPA 1 0
0000562 STARFLEET, Lo A1203 03412013 Notdniy.. OF FIETUDID.. 1 0
0000563 STARFLEET, 0141742013 03A71/2013 Mot Aniv.. 08 3-5TUDID 1 1]
0000570 STARFLEET. Lo A20M3 034172013 MotAniv.. 27 SSUTET.. 1 0
< >
Frrint | Exit |

144a

The Short List contains the Room #, Name, Arrival, Departure and Comment.

A Short List

Group Acc / Res: Group Mame: Balance:
|0000SES / D000E00 |STARFLEET |
Arriveal Departure: Package: Rate:
mArems  [iatems | [ 0.00
Comment: ‘
Room# | Mame | Arival | Departure ‘ Comment
04 SIMPSON, MR HOMER L 0TAA2013 034172013
k] STARFLEET. .o 1A2M3 0 031203
o7 STARFLEET. L 01A1/2M3 0 03A1/203
U] STARFLEET. Lo A2mI 031203
27 STARFLEET. LoA2mI 03A1/2m3
< >
Frint | Exit |

144b

Use the Label option if labels are required. Browse to the Output file and use the .txt to merge in to your
default label printing option. Labels can then be printed to used as name tags for a Conference Group.

Group Labels

{0} Output file is in:\Fsc\Data\ GRPODDD565. TXT

144c

Group Master Folios & Extras

Group Folios

Every Group Master account has 5 folios available. To setup refer to Guest_Folios[ 341, If not selected, all
charges go to folio 1, by default, and the other folios are not used.

Group Extras

Sometimes, predetermined extras can be put to a Group Master account. These are then charged to the
Group Master account with the Nightly Audit room charges. To setup refer to Guest Extras| 3s!
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3.6.6 Group Deposit/Comments
With some properties (usually seasonal such as ski areas), a payment plan for that Group booking is
entered, and updated whenever a payment is received. With this, you would enter the date received and
amount of receipt, and the cheque or voucher number. Additional comment lines are available for custom
booking slip comments.
3 Update Master Reservation [STARFLEET] - o
Acci: | 1000565 Rest : (0000600 Eooked: [30410/2013 Changed: [30/10/2013 Status Mot Arived
Reservation detail] Falio } Extras Deposit plan/Comments lHousekeeping.-"TravelAgent Running Sheet]
Security Deposit Payment Plan:
’Wl Date ‘ Arnaunt | Woucher
[1] \ |
[=] [ [
[3] | |
Bocking slip additional comments:
|LiME 1
|LINE 2
Confirmation D ates
Confirmation 1:
Confirmation 2:
Confirmation 3
Belease Allot | Calc Total ‘ Update rates | Rooming List | Save Delete Exit
145
Booking slip additional comments:
Add comments line for group if they are to be advised of requirements before arrival, i.e. own towels
required for pool area.
3.6.7 Housekeeping/Travel Agent/Special Requests

If a special housekeeping setup is required, for say a lower rate for reduced senicing, then change this
screen to reflect the major and minor cleaning requirements for this reservation.

If this booking is from a Travel Agent, all you have to do is select the appropriate travel agent code. Refer
to Travel Agent Information[ 78 for setup.
When you save the changes, you return to the Group reservation window. On this screen you can select

to see the details of Folio, Extras, and Deposit Plan/Comments Rooming List for viewing only.
= Update Master Reservation [STARFLEET] = =

Acch: | 0000565 Festt: [000E00 Booked: [30/10/2012 Changed: [30/10/2013 Status : [Mot Arived

Reservation detail] Folia 1 Extraz Deposit plan/Caomments ] Housekesping/Travel Agent | Running Sheet I

Securty Depozit Payment Plan:
Ma | [rate ‘ Arnount

|
—
\ |

Youcher

[2]
[3]
Booking zlip additional comments:
[LiNE 1
|LiNE 2

Corfirnation D ates

Canfirmnation 1:
Confirmation 2:
Canfirmnation 3:

Releaze Allot | Calc Total ‘ Update rates Fiooming List Save Delete Exit |

146
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For special requests on arrival or daily refer to Housekeeping/Travel Agent/Guest Special Request[s7 in
Front Office ->Guest Information. To setup refer to Guest_Special Request[-3] in Set up->System
Configuration.

3.6.8 Running Sheet

The Running Sheet allows you to enter information for the daily activities for a group then be able to print
it. You must tab away from the last field entered before you select save.

B Update Master Reservation [STARFLEET] = =
Acci: | 0000551 Festt: 0000572 Booked: [26/10/2012 Changed: [26/10/2013 Status : rived

Reservation detail] Folia } Extraz ] Deposit planf’Comments] Housekeeping/Travel Agent  Rurning Sheet ]
Date Time Lacation Description |
31A0A3(18:00 Restaurant | Dinner x 45 pax
01/11/13|09:00 Tour |Morning tour of local area,
011131230 Restaurant | Lunch
011131400 teeting Foom | Discussion group

|

Releaze Allot | Calc Total ‘ Update rates | Rooming List | Save | Delete | Exit |

147

To print the running sheet you select the Reservations button on the Group's account then the Running
Sheet tab located under the Conf Letter tab.

2 Group Reservations = &
Group Acc: | 0000565 ﬂ Balance:
Group Name: |STAHFLEET j Last Activity: [30/10/2013
AR [STAR Pay Method: Uszer: m15c15
Master Reservation
Rest Arival Diepart Rate GS5T Rate Cd| TotRm| FRoom Type | #Rms | Used| Adult| Child| Inf Status
0o0osn0 0141142003 03172013 oo 0.00 5 HOTELSF& 2 2 5 Not &rrived
STUDIO DEL 2 2
SUITE 1BE 1 1
< >
Folios Extias 0.00 | Deposit Plan/Comments | Room List
Upd Bm List
Falio Description Tranz1 | Tranz2| Trans3| Transd | Transh | TransB Balance
1 | DEFALLT
2 | ACCOMMODATION ACC i Lt
3
4 Running Sheet
5 Proforma [nv
Account Heservations Transactions Arrivals Departures Charges/Pmt ‘ E sit |
148
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3.6.9

Group Confirmation, Proforma Invoice & Registration

Group Confirmation Letter
Confirmation letters can be printed or emailed. For setup refer to Set Up -> System Configuration -> Conf
Letter| 2o

Group Proforma Invoice

A Proforma inwice can be emailed or printed to be sent to the group before arrival. Select to
"Summarize transaction type" as Daily if there are multiple entries each day of a transaction, i.e.
Accommodation. The entries will be summarized in to one entry transaction and amount for each day.

5 Proforma invoice selection = el
Date Description e
1/11/2013 PACKAGE
1/11/2013 PACKAGE CONFERENCE PACKAGE
1/11/2013 PACKAGE CONFERENCE PACKAGE
1/11/2013 PACKAGE CONFERENCE PACKAGE
1/11/2013 PACKAGE CONFERENCE PACKAGE F
2/11/2013 PACKAGE CONFERENCE PACKAGE
2/11/2013 PACKAGE CONFERENCE PACKAGE
2/11/2013 PACKAGE CONFERENCE PACKAGE =
Summarize transaction type Name on inveice
M Daily STARFLEET j
Email Print Cancel |

149

Group Registration Slip

To print registration slips for group members, go to Group Information, find the group, click on
Reservations, then select the Room List tab. You now have the option of printing registration slips for
Master only, All Guests, First Guest in Room or the Individual Guest. After making your selection, click
the Reg Slip button to the right of the screen. For setup refer to Guest Registration Slip[ 42

2 Group Reservations = &
Group Acc: | 0000565 ﬂ Balance:
Group Name: |STAHFLEET ﬂ Last Activity: [30/10/2013
AR [STAR Pay Method: Uszer: |m15c15
Master Reservation
Rest Arival Diepart Rate GS5T Rate Cd| TotRm!| FRoom Type | #Rms | Used| Adult| Child| Inf Statuz
0000800 0141142013 03/11/2013 0.00 0.00 5 HOTEL 5P& 2 2 5 Nat Arrived
STUDIO DEL 2 2
SUITE 1 BE 1 1
< >
Folios | Extias 0.00 | Deposit Plan/Comments
Select For Reg Slipe ¢ Masteronly O AllGuests € First Guest InRoom % Individual Upd Rm List
Mo | Room Account Sumname Ayrival Dreparture Statuz | Adult| Child| Inf Fate
1|04 0000566 SIMPSOM 0MA1/2013 03A1/2013 Mot Arives 1 130,00 Rea Slip
2|05 0000567 STARFLEET 0MA1/2013 03172013 Mot Arives 1 130,00
3|07 0000568 STARFLEET MA1/2013 031172003 Mot Arives 1 130,00 Corf Letter
4|08 0000563 STARFLEET 0MA1/2013 031172003 Mot Ariven 1 130,00
5|27 0000570 STARFLEET 0MA1/2013 03A11/2003 Mot Arives 1 130,00 Running Sheet
< b3
Proforma Inv
Account HReservations Transactions Arrivals Departures Charges/Pmt ‘ E sit |

150
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3.6.10 Group Check In

Group check in can be accessed by clicking on the 'Group Information' button on the menu. Once in the
Group Information window, find the group you need by entering the group account number or using the
search function. After you have found the group you need, click on the Arrivals button once. The Arrivals
screen below will be displayed.

Alternatively right click on a reservation that is part of the Group and select Group Info.

Select the Check All In button once. This will check all the group into their allocated rooms. If all the
group members are checked in you will see a message "Check In Successful" displayed. During the
check in process, the system may display two messages.

1: A group member is being checked into a room that is not clean. You have the option to check the
guest in, or not to check the guest in. If you don't check the guest in, you can do so later in the same
way you check in a normal guest, Guest Check In[ 4

2: The room the group member is to be checked into is not vacant yet. You don't have a choice with this
message. The group member is not checked in and will have to be checked in later, Guest Check In[ 4

If the group members are not all arriving together you can check them in individually as they arrive,
refer to Guest Check In[48)

A Group Check In = &
Group Acc: | 0000565 ﬁ Balance: I
Group Name: ISTAHFLEET d Last Activity: I3E|.-"1 02013
AR [STAR Pay Method: I 'vi User: ImT Becl1h
—Master Reservalion
Fes | Amwval | Depart | Rate | GST | Rate Cd| Tat Rm| Room Type | #Rms| Used| Adult| Chid| Inf|  Status
00oos00 0141142013 0341142013 0.00 0.00 5 HOTEL SPa 2 2 5 Nat &rrived
STUDIO DEL 2 2
SUITE 1 BE 1 1
L4 >

Account|  Arival ] Departure ] Rate ] Mame | Room Type . Balance | Ad| Ch | Inf | _Status|
1) 0000566 0141172013 03/11/2013 130.00 SIMPSOMN HOTEL 5P, 04 0.o0 ) Mot Ay

2| 0000567 01A11/2013 0341172013 130.00 STARFLEET HOTEL 5F. 05 ooo 1 Mt Arriv,

| 3| 0000868 0141142003 034172003 130.00 STARFLEET STUDIO DI 07 ooo 1 Mot Arrit,

| 4| 0000865 01A11/2003  03A11/2003 130.00 STARFLEET STUDIO DI 08 ooo 1 Mot Arrit,
i

510000570 01A411/2013 0341142013 130.00 STARFLEET SUITE 1Bt 27 0.00 Mot Arriy

>

| Room To Check Ir

Calc Tatal Check &l In

Account BReservations Transactions Departures Charges/Pmt Exit |
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3.6.11 Group Charges & Payments

Select the desired group from the Group Information screen. You can enter the groups account number,
or search for the group. Then select the '‘Charges/Pmt' button.

Click on the box marked Transaction', and select the transaction type you are going to use. You can
key in the first letter of the transaction type. If this is unique, tab to the next prompt, and if not, select
the desired transaction type from the drop down list.

If you are using folios, select the folio, refer to Guest Folios[ 34 If you are not using folios, go to the next
step.

If it is a payment, select the payment type from the 'Pay type' box. Click on the 'Amount' box, and enter
the amount. If the entry type has GST applicable, this will be shown automatically, as the entry amount
always includes GST.
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Click on the 'Comments:' box, and enter any comments (if required).
If these entries are ok, select the 'Apply' button, and the transaction will be applied to that account. The
folio number will be automatically selected.

Note that if the transaction is setup to be a credit (with a minus on it) automatically, then you do not
need to add the minus sign. Howeer, if you want to reverse one of these transactions, you must enter
the minus sign, and let the transaction setup handle it itself. Voiding or Reversing Guest Charges|[ 601

Transactions can be applied to any resenvation, whether it is not arrived, arrived or checked out.
Normally, you would only charge to an arrived reservation.

- Group Charges/Payment = 2
Group Acc: | 0000551 ﬂ Balance: 2.150.00
Group Marme: |ST.QF|FLEET J Last Activity: 3041042013
AR |5TAR Pay Methad: J Uszer: |m15c15
Master Rezervation
Rest Arival Depart F ate GST Fate Cd| TatRm| Foom Type | #Bms| Uzed| Adult| Child | Inf Status
00aos?s 301042013 014172003 0.00 0.00 6 KING SP& 1 1 5 Arrived
HOTEL SPA il 1
STUDIO DEL K] 3
RESTALRAN 1 1
< >
Acc balance: £50.00 Skatus: | Aurived Transaction: | Falic: | 1
Date | Dlescription F'kg| PT | Arnount | GST A| Pay Type: | aliln 0K | A
30M042013 PACKAGE o 130.00 171 Amount (A0 - A0V DEPOSIT oo
|ADK - AD CANCELLATION FEE
30M0/2013 ACCOMMODATION : 70.00 3 Comments: | ERK - BREAKFAST
30M0/2013 DINMER i 40.00 3 Cah - CAMCELLATION FEE
301042013 BREAKFAST Y 20.00 1 Ll LOEEEEATEL
30M10/2013 PACKAGE i 130.00 1
30M10/2013 ACCOMMODATION Y 70.00 B
L] | ;IJ
* Al folios (Folio1  Folio2 [ Folio3 [ |Falio4 ( | Folio5 Colesy | Apply | Cancel |
Account | BReservations | Tranzachions | Amivals | Departures | Charges/Pmt | Exit |
152

The COLLECT button allows if you have enabled the nightly charges to be charged onto each guest
account because you want the Group inwice to be detailed and showing each individual guests nightly
charges. By clicking on the button the following screen will be displayed

If the charges that are being paid by the group are on a separate folio tick the selected folio button and
input the folio that has the group charges on it. You can also select transaction types however you do
need to select each transaction code individually and if it is a package code you also need to select the
code PAK. You can also select all transactions and select all guests or just some guests from that
group rooming list.

= Collect Trans from Group Guests = =
Mo | Room Mame Acc Bal Status Acc # Collect

1| 14  BURNS,MR GEORGE 13000 Amved 0000552 | Alltans

2| 17 SIMPSON, MR HOMER 13000 Amived  000DS53 | ¢ Selectedfola [T

3| 09 SKYWALKER, MR LUKE 13000 Amived 0000554 |~ Selmcted tans

4| 10 HOOD, MR ROBIN 130.00 Anived 0000555 _

5| 11 TUCK,.FRI&R 13000 Amved 0000556 Uelies

G| RES STARFLEET, 000 Amved 000050 - From
< > i+ All guests

" Selected guests

LContinue
Exit

153
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3.6.12 Group Invoice

Click the Group Account button to print an invoice. The following window will then be displayed.

Print Group Invoice

Group Master Only?
‘Yes' = print Group Master Invoice enly
‘Mo’ = print invoice on all outstanding Accounts

Yes | Mo | Cancel

154

You need to select either the group master inwice or individual guest inwices with balances

7x Print Guest Account = =
Reservation: Date TType Description Folio Amaount GST
| 0000578 3010/2013 | PAK. | PACKAGE SKYWALKER MR LUKE 1 130,00 11.82
foiame 3010/2013 | Pak. | PACKAGE HOOD MR ROBIN 1 130,00 11.82
nolude
Hrarsachons 30A10/2013 | Pak. | PACKAGE TUCK . FRIAR 1 130.00 11.82
fram Rest: 3010/2013 | Pk, |PACKAGE BURNS MR GEORGE 1 130,00 11.82
30A10/2013 | Pak. | PACKAGE SIMPSOM MR HOMER 1 130,00 11.82
Folio Selection Summarnize By Transaction to summarize Total Includes GST EA0.00
- T 1
MR etk 1 réns A T PAK Fleaze click & highlight any tranzactions
W 2-ACCOMMODA || © Falio to be excluded from the guest invoice
€ Date I Highlight &1
5 2 Guest/Group Mame On [nvaice
ummarize up to
,7 |STARFLEET =]
E ¥ Print Guest/Group Address
D ate Selection :
Stark End: Send Frint 2 -
& | n | M email ‘ COopies Bt

From this window you can select to print "All Transactions” on the inwice, select which "Folio" to print
on the inwice, or select which "Transactions” you wish to print on the inwice. Click on any transaction
to highlight, this transaction will not be included on the printed inwice. Default is all transactions.
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3.6.13 Group Checkout

Group check out can be accessed by clicking on the '‘Group Information' button on the menu. Once in
the Group Information window, find the group you need by entering the group account number or using
the search function. After you have found the group you need, click on the Departures button once. The
screen below will be displayed.

Alternatively right click on a reservation that is part of the Group and select Group Info.

Select the Check All Out button. This will check all the group out providing the group has a zero
balance. If any of the group members balances are not zero, they are NOT checked out. The group
members that have not been checked out, will have to be checked out the same way as individual
Guests are checked out.

If the group members are not all departing together you can check them out individually, refer to Guest
Check Out[48)

2 Group Check Out = =
Group Acc: | 0000551 ﬂ Balance: 2.150.00
Group Mame: |STAF|FLEET J Last Activity: |30/10/2013
AR |STAR Fay Method: J Uszer: |m15z15
Master Reservation
Rest Arrival Diepart Fate GST Fate Cd| TotBm| Foom Type | #Rms| Used | Adult| Child| Inf Statug
0000578 3010420013 0141172003 0.00 0.00 B KIMG SP& il 1 5 Anived
HOTEL SPA 1 1
STUDIO DEL 3 3
RESTALRAN 1 1
£ >
{+ Inhouse Guests (™ Checked Out Guests
Mo | Account Arrival Departure Rate Mame Room Type| Room Balance Ad| Ch| Inf | Status
10000852 3041042013 11172013 130.00 BURNS KING 5P& 14 13000 1 Aived
2| 0000583 3041042013 01A11/2013 130,00 SIMPSON HOTELSP 17 13000 1 Arived
3| 0000554 30410/2013 01112013 130,00 SENWaALKER STUDIOD 09 13000 1 Arived
410000555 30410/2012 MA12003 130,00 HOOD sTupioD 10 12000 1 Arrived
5| 0000556 30/410/2013 01A1/2013 130,00 TUCK sSTupioD 1 13000 1 Arived
Bl 0000560 311042013 3102013 0.00 STARFLEET RESTALR, RES 000 30 Arived
£ >
| Line it | Room To Check Out: | Grp Account | Chik Al Out |
Account | Beservations | Transactions | Arivals | Charges/Pmt | Ezit |

156

Note that if the Group Master account balance is not zero then the guests can not be checked out
through the Group Master. This balance must be paid or transferred to Debtors before checking out the
Group Master account. The guests can still be checked out individually from the Guest Account. It is
recommended the Group Master is checked out when the Group is departing.
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3.6.14 Remove a Guest from a Group Booking

If a Guest is no longer a part of a Group booking you can remove them by highlighting their reservation
and clicking on the Remowve Button in the Rooming List screen as shown below.

s Group Rooming List

- o N

Group Acc: (0000551 / 0000578 Group Mame: |STAHFLEET Balance: 2.150.00
barival: [30410/2013  Departure: [11/1/2013  Rate: | 0.00 Package: | Ban Type| Booked | Fres

1 1 [

) Arrival Departure Status 2 1 o

1 0000552 | BURNS, MR GEORGE A0A0/2013) 1A11/20013 | Aived 3 3 o

2 | [ | 0000553 | SIMPSOM, MR HOMER 30020013 001122003 | Arived 17 g 2
3 | [T | 0000554 | SKWALKER, MR LUKE 30A10/2013| 014112013 | Arived [i:]
4 | [T | 0000555 |HOOD, MA ROBIN 30A10/2013| 0141122013 | Amived 1a

5 | [T | 0000856 | TUCK, . FRIAR 3041072013 014112013 | Arived 11 =
- [« | ;H B
Surmame: |BUHNS Title: |MF| First Mame: |GEORGE J J Acc: | 0000552

Amival |30A10/2013  Might(z] | 2 Departure: (0111720013 FAm Type: |1-K|NG SPA, ﬂ
Adults: | 1 Childrer: | 0 Infants: 'U_ FOC: | 0 Rate Cd: |CON

Bak| 130.00

Save

Mew

Phkg Rate: 130,00 Charge (+ Guest ( Group [excl Extraz)
Eomment:| To: ¢~ None ¢ Group [incl. Extras]
ETaA: |03.00FM Arr Method:
ETD: |10.004M  Dep Method: Pre-fwthorized [ POS Credit: | 0.00
Room #: |14 [™ Donatmaeve [ Uneconfimed [
Fooms
== e e = = | =
i = =
£ >

¥ Delete
FPrint Lizt

Bemaove |

Remave this booking from group booking|
e — —

157

This will display the following warning screen. Click Yes to remowve the Guest. The Guest's reservation
will now be shown as a individual reservation and will not have a group number attached.

Remove Guest From A Group

|01 Areyou sure you want to remove this guest from the group!

158

Refer to Attach/Remove Group Booking[ 38
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3.6.15 Delete a Guest from a Group Booking

If a Guest or room is no longer required in a Group booking you can remove them by highlighting their
reservation and clicking on the Delete button in the Rooming List screen as shown below. You can only
delete a reservation with zero balance.

i Group Rooming List = =
Group Acc: |00D0S51 / 0000578 Group Mame: |STAF|FLEET B alance: 250,00
Arival: [30/10/2013  Departure: [01/11/2013  Rate: | 000 Package: | R Typs| Booked | Free
1 1 )
Aurival Departure Statuz 2 1 o

I B | 0000552 |BURKMS, MR GEORGE i 3 3 [

2 | [T | 0000553 | SIMPSOM, MR HOMER 3041042013 0141172013 | Arrived 17 : 0

3 | [ | 0000554 | SKwiSLKER, MR LUKE 3041042013 0141172013 | Arrived 03

4 | [ | 0000555 | HOOD, MR ROBIN 301042013 0171172013 | Arrived 10

5 | [T | 0000556 | TUCK, . FRIAR 3041042013 0171172013 | Arrived 11 |3

o — T

Ll | i r

Surname: [BURNS Title: [MR First Name: [GEORGE 2| E Acc: | 0000552

Arival: (3041042013 Might(=]: | 2 Departure: |El1 A1/2003 0 Rm Type: |1-KING SPA j Bal: | 130.00
Adults: | 1 Childrer: | O Infants: ’D_ FOC: | O Rate Cd: |COM 5
Save

Fkg Rate: 13000 Charge * Guest (" Group [excl Extras)

Comment: | To:  None € Group (incl. Extras) New
ETaA: |03.00PM Arr Method: |
ETD: 10,004k  Dep Method: Pre-fwithaized [~ POS Credit | 0.on = |

* Delete
Room #: |14 [T Donotmove [~ Unconfimed [ =
R Delete selected group guest reservation from the rooming list
ooms
SRS il =
£ 2 Exsit

159

This will display the following warning screen. Click Yes to delete the reservation. The reservation will
now be deleted and the number of rooms updated in the reservation details.

Delete Rooming List

{0} Delete selected bookings - Are you sure?!

160

3.6.16 Group Booking Changes

When you change the group master, you have the option whether the changes should affect all the
individual reservations in the rooming list as well or not. Adding more rooms to the Group booking is done
in the reservation screen. These added rooms must then be allocated. You can add rooms without
affecting the current group members To remove rooms this must be done from the Rooming List refer to
Remove a Guest from a Group Bookingl 131 and Delete a_Guest from a Group Bookingm Also note that
you are unable to change the room types after you have completed the rooming list, changes after this
must also be made through the rooming list.
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3.6.16.1 Extending a Group Resevation

Group reservations can be extended beyond the date specified, or back to a shorter period (lesser
number of nights). To extend a reservation, select the group in the Group Information screen, and the
Resenvations button. Double click on the reservation line to open. Click on the Night(s), or on the
Departure, and amend as required. Please note that there are some limitations on this.

If the reservation is for a non-repetitive package (i.e.: different transactions are posted automatically on
the days you specified when the package was created) the system will not allow an extension. This
reservation will need to hawe the rate changed first or have the arrival date changed as well to add up to
the correct amount of nights for this package.

2 Update Master Reservation [STARFLEET] = =]
Acct: | 0000551 Restt: 0000578 Booked: [26/10/2013 Changed: [26/10/2013 Status  rived
i Falio 1 Euxtras ] Deposit planf’Eomments] Housekeaplngﬂravelﬂgant] Running Sheetl
Arriveal: | 3041072013 Might{s]: | 2 Source: |HET
Departure: |01/11/2013 Total Rooms: | 6 Charge typs Area: |AUS
Adultz | 5 Childien: | 0 Infants: |I]— FOC: | 0 * Daily Seq |EEIN
Twin share: 'U_ Single: 'U_ Triple: 'D_ " weskl | oucher |
Rate Cd " Monthly
Rate: 0.00 High/Low Rate: | 0.00 Fim Type Booked| Used | =
Baoked By |SBS 1 |KING 5PA 1 1
& i | 2 |HOTEL 5P& 1 1
omen 3 |STUDIO DELUKE 3 3
ET4.: |03.00PM ETD: |10.004M 4 |suITE ZEED 0 0 =
At Method Dep Method: 5 [SUITE 1BED a a
B E |PENTHOUSE 1} 1}
7 |RESTAURANT 1 1
PP po—ro—(
Room Availability Room Allotment | g
BRelease allot | Calc Total ‘ Update rates | Fiooming List | Save Delete | E it

3.6.17 Group Booking Cancellation

Only resenvations, with a zero balance, can be deleted. To delete a resenation, on the Group Information
click on Reservations then double click on the reservation you wish to delete. Once the Update Master
Reservation window is displayed, click on the Delete button once. The rooming list will also be
automatically deleted. (If any guest on the rooming list do not have a zero balance, their account will not

be deleted.)
A Update Master Reservation [STARFLEET] - °
‘ Acct: | 0000551 Restt: 0000572 Booked: 26/10/2013 Changed: |26/10/2013 Status : [Amived
Falio ] Extraz ] Deposit pIam’Comments] Housekeeping/Travel Agent] Running Sheet]
Arival: |30/10/2013 Might[s]): | 2 Source: |F|ET
Departure: |01/11/2013 Total Rooms: | B Charge type Area: |AUS
Adults: | 5 Children: | 0 Infants: |D— FOC | O * Daiy Seg |CON
Twin share 'I]_ Single: 'I]_ Triple: 'I]_ " Wweekly | voucher |
Bate Cd " Monthly
Rate 0.00  High/Law Rate: | 0.00 Rm Type Booked| Used | «
Baoked By |SBS 1 |KING 5P& 1 1
o : | 2 |HOTEL SPA 1 1
ormmeEn 3 [STUDID DELUXE 3 3
ETa.: |03.00PM ETD: |10.004M 4 |SUITE 2 BED 0 0 b
At Method: Dep kethod: 5 |SUITE 1 BED u] u]
B E |PEMTHOUSE 1) 1)
7 |RESTAURANT 1 1
o Trrmecornre P— r—
Room Availability Room Allotment | o
Release Allat | Cale Tatal | Update rates | Roaming List Save | hgalate | Exit |

Delete this reservation 162
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The following warning screen will appear. Select Yes to delete or No to exit.
Delete Group Master Reservation

Delete this group master reservation and its reoming list!
i,

Are you ABSOLUTELY sure?

3.7 Unallocated Booking

a 30/10/13 Starfleet Shift:1 UserSBS (00015) - oIEl|
FEile | Front Office  Back Office Beports Debtors Setup Communication Wserbdal Conference POS Tours Cwner Help
a :
5 GuestInformation  Alt+G z % - @‘ =0 ‘ ey ‘ v ‘. i | =
ag?-w PR Quick Availability  Alt+Q i E ‘SE @Jj @u . Y m @ ==
. - 4] Room Allocation Alt+L
Housekeeping B

et
i

Reg Slip/Allocate Rooms

£ Group Information

™ Unallocated Booking

163a

Unallocated Bookings are reservations with no room number allocated. These bookings may be individual
bookings, received from a Channel Manager or part of a Group booking that does not have all the rooms
allocated a physical room number. It is up to the user to determine if these reservations are to be kept in
the system by having a room number allocated. Or in the case of a Group booking to release the
unallocated rooms. If the booking is not required it must be deleted, refer to Changing & Deleting a Guest
Resenation| 43\. For Channel Manager bookings refer to the relevant User Manual.

The Room Allocation screen will display the warning icon in the viewed date range if there are
Unallocated Bookings.

2 Room Allocation = =
» |[z0m02003 T 1 [Display @& Mame © Company | % 9Days C 14Daps © 21Daps ( 30Days ¢ 90Daps
Events 2 2 E ~
Tue Wed Thu | Fri Sat Sun Maon Tue Wed
Room | Room Tvpe Aw | 2810013 | 3003 | 3UM0013 | 0UIN13 | 02LM13 | 03AN13 | 0HLM3 | 05113 | 0613 163b

Select Unallocated Booking from the Front Office menu. This will display the following screen with the list
of Unallocated Bookings. The bookings displayed are within the date range of the Room Allocation
screen display. Dates can be selected by double clicking to display the calendar, Refresh List to
update.

o Unallocated Bookings = &

Inhouse from: [30/10/2012 | ke: [29/11/2013

Acc Fes Guest Mame Ayrival Departure |RT| &d | Ch | Inf Booked By
1 0000550 0000577 | MR DAYVID REYMOLDS 002013 02112013 |1 2| 0] 0|SES
2 0000017 | 0000584 | M5 NICOLE KIDMaN 301042013 031142003 |6 2| 0] 0|SBS
& 0000126 0000557 | BILL JOMES 00,2013 2512203 |1 1| 0] 0|SES

Double click on account number for guest account. Esi
Double click on reservation number for guest reservation. it

163c
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3.8

The Individual bookings will have the Room Type number in the RT column. Group bookings will have *
(asterisk). Double click on the Yellow (Acc) column to display the Guest Information screen. Double
click on the Green (Res) column to display the Reservation screen. For Individual resenvations click in
the Room # field then select an available room number and Save.

Group Bookings double click on the yellow (Acc) to open the Group Acc, or green (Res) to open the
reservation. Refer to Group_Information[83), Group_Rooming List[93] to allocate room numbers. If the
rooms are not required edit the number of rooms required in the Group Resenation screen.

A Update Reservation [REYNOLDS, MR DAVID] = i

| Acci: | 0000550 Restt: | 0000577 Booked: [26/10/2013 Changed: 30/10/2013 Statuz: Mot Arived

Fieservation detail ] Folio ] Extras I Deposit plan/Comments I Houzekeeping/Travel Agent ]

Arival: 3041042013 Might(sk | 3
Departure: |02/11/2013 Roorn Type: [1-KING SPA hd
Adults: | 2 Children: | 0 Infants: |D—

Rate Cd: [BE1 Pkg Rate: | 200.00
[ iR
Booked By: [3B5 Youcher, |
Comment: | Source: |A
ETA: |03.00PM ETD: |10.004M Arear ]A
An Method: Dep Method: r Seq: JA
Room #: || Sole Use ™ Unconfirmed
Donotmove [ Pre-Autharized [ 1.000.00
Available rooms
| | Bed Config:
[ ot | oz | 3| 13 T
|DUub|E click on the room numbar|
Lvailability | BRelease allat |
Qttachfﬁemova‘ Calc Tatal | | Duplicate Save Delete | Exit |
163d
Cash Account
a 30/10/13 Starfleet Shift:1 User:SBS (00015) - O

File FrontOffice Back Office RBeports Delbtors Setup Communication  UserMail Conference POS Tours Cwner Help
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Cash dcoount

——
==
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Click on the Cash Account icon on the menu bar to open the account.
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3.8.1

4 Guest Charges/Payment = &
Account: | 0000007 ﬂ@ Roorm 4| ¥ Balance:
Surname: |"*D’-\SH ACCOUMT= Title: | First M ame: j J Last Activity, 29/02/2012
AR Pay Method: | CA5H Uszer |mi2c12
Reservation
&+ Current Al aday cals
Fest Aurrival Depart Fate GS5T Fate Cd | Foom Type | Adult| Chid | Inf FiMB Status P FS
v
< >
Room balance: 000 Status: Tranzaction: Falic: | 1
Date | Description Pea[PT]  Amount | GST S ACC - ACCOMMODATION =
1 ADR -AD0W DEPDSIT REFUND
28/03/2012 SHOPITEM 15.50 1.4 Amourt: | A0V - ADY DEPOSIT 000
23/03/2012 PAYMENT E -15.50 ot g : ggéggﬁ&i@%—-&”ﬂ“ FEE
omments: -
28/03/2012 HORSE RIDING £0.00 5.4t &M - CAMCELLATION FEE
23/03/2012 PAYMENT Y -60.00 0.00 CO& - COFFEE/TEA
COM - COMFERENCE
DIM - DINMER Lok
L | o
Bal Queny | | é Apply | Cancel ‘
Account | Reservations | Tranzactions | Arivals | Departures | Charges/Pmt | Exit ‘
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The Cash Account can be used for charges that are not going on a Guest Account. This account is a
double entry account, charge and payment are posted together. There will always be a zero balance.

:.‘\
This account can also be accessed by clicking on the % button from all screens in Guest Information.
Clearing Cash Accounts

The following procedure can be used to clear transactions from the Cash Account and the Restaurant
Cash Account. Note that the cash account should always be zero balance.

The transactions on these accounts may accumulate over time, and printing these accounts may as a
result take considerable time. The option to clear the transactions remowves the need to abandon this
account and create a new cash account. We suggest you may want to print the transactions from the
cash account prior to clearing them unless there are a lot. Click on the Clear button to complete this
procedure.

Note: The transactions are not deleted from the system. They are merely tagged, so they do not display
on the screen or reports unless requested.

A Account Transactions = =
Account | 0000001 ﬂ @ Room: 4| » Balance:
Surname: [#CASH ACCOUNT = Tite: | First Mare: | ﬂ J Last Activity: [29/03/2012
AR Pay Method: | CasH User: mi2ci2
Transactions————————————
" Current @Al Date Stal: |3Ild"||]f2l]‘|3 End: |3Il-"| 0/2m3 I Hide void transactions
Restt | Date | Transtt | Eodel Description | Comnments | PT | Hoom‘ Amount‘ GST |
0000000 23/03/2M2 0001823 SHO - SHOP ITEM 1550 1.4
0000000 23/03/2M2 0001824 PaY  PAYMENT (5 15.50- 000
oooo00 - 23/03/2012 0001825 HOR HORSE RIDING . E0.00 5.45
000000 23/03/2012 0001826 PaY  PAYMENT W E0.00- 000
< >
Clear | Folio Detail | Print |
Dccount Beservations Tranzactions Arrivals Departures | Charges/Pmt | Exit |
166
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3.9

391

House Accounts

House accounts can be used for seweral things such as a cash account, an account to store monies

received for gift vouchers until a booking is made, staff accounts and restaurant guest accounts.

¢ To create a house account go into the guest information screen and select NEW.

® On the right hand side of the screen about half way down there is a drop down box for STATUS -
select either RESTG (Restaurant Guest Account) or STAFF (Staff or House Account)

e Use a star (asterisk) to start the name and then enter the name for the house account e.g Gift
Vouchers| )

¢ Then click on Sawe.

¢ This now enables you to post transactions to this account without requiring a reservation attached.

Once the account has been saved you cannot change the type of the account to STAFF or RESTG. If
when you go to the charges and payment screen it says there is no reservation to charge to the house
account is not setup as a house account so you will need to delete it and restart the steps abowe
ensuring that you have selected the STAFF or RESTG before saving. Any unwanted house accounts
can be deleted by clicking on the DELETE button at the bottom of the screen. House accounts with

transactions can not be deleted.

2 Guest Information - DR
Account l— E@ Roarm: ’— ﬂ_}‘ Balance: ’7
Sumame: [*GIFT VOUCHERS™ Title: FistName: | 7| Lastactivite [

am Papbethod [CosH =] User [
Company: | Commission: ’m Credit Card
Address 1: | Cantact: l— Carls]: ’7
Address 2 | Phone 1: | |
Country: ,—L| Phaone 2 ‘ |
Subut: [ =l Moble | [ Oktoreceive SMS
State/Region: li Fax: li FF Ma: l—
Pnstcnde"— J E-mail'l
Comment: | Status: |FiestG j
|
Statistics
Stays Mights Day Use Cancellation Mo Show Lazt Rate Revenue
[ 0 [0 I o I 0 | 0 I ooo | oon | 0.00
| | | | | |
Account | Reservations | Tranzactions | Armivals | Departures | Charges/Pmt | Exit ‘
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Gift Vouchers

A Gift Voucher is usually purchased before a reservation is made. By setting up a **GIFT VOUCHER**
account and posting all sales here this will store all vouchers sold until they are redeemed. This account
will also will help keep track of vouchers that will be past the ‘expiry date' therefore no longer valid to be
redeemed.

Select the PAY - PAYMENT transaction, pay type, amount and enter the Gift Voucher number (in the
comments field).
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aeceount: [ oonos71 3] S5 Froom: | 4 Balance: | 180.00-
Surname: I*"GIFT WOUCHERS™ Title: I First Mame: I il d Lazt Activity: I
AR I Pay Method: ICASH vl Uszer: ImT 515

Reservation

& Curert oAl o
Festt | Amival | Depat | Fate G5T | Rate Cd | Foom Type | Adult| Child | Inf| | RME | Status | P

0.00 PaY - PAYMENT { 1]
Description Pkg| PT | Amount VISAMC 5
30410/2013 PAYMENT -100.00 . 12000 0.oo
30/10/2013 PATYMENT -80.00 .
WOUCHER #327

Bal Query Daily Update Apply Cancel
Chages P Ext

168

When the Guest makes a booking they present the Gift Voucher upon arrival. You can then transfer the
relevant Gift Voucher transaction to their reservation.

Account : I 0000571 a ;QJ Room: I 4 ll Balance: I 300.00-
Surname: I"“GIFT WOUCHERS* Title: I First Mame: I il ﬂ Last Activity: I
AR I Pay Method: ICASH vl User: |m1 Acl5

Reservation

& Current Al
Restt | Amival | Depat | Fate GST | Rate Cd | Room Type | Adult| Child | Inf| | BMB |  Status | P

300.00- RAMSFER TRANS

Description

30A10/2013 PAYMENT -100, ! | ] 0000543

3041042013 PAYMEMT
30072013 PAYMENT

|
Bal Query D aily Update Apply

169

The Guest reservation will then reflect the credit amount of the Gift Voucher.

aceount: [ 0000203 2 & Floom: | o Balance: 100.00-

Surname: [TALOR Title: [t First Mame: [TOM 2l Last Activity: [30/10/2013
-

AR Pay Method IEASH I User |m15c15

T ti
@ current Al Date Start [30/10/2013 End [30A0/2013 | 0k | I™ Hide void transactions
Fles# Date | TransH | Codel Diescription | Comments | PT | Honml Amountl GSTl

0000589 30A40/20M3 0002368 PAY  PAYMENT WOLUCHER #325 W 100.00- noo

170
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4.1

The following Gift Voucher account transaction screen shows the transaction as VOID, in the comments
field will display the account/reservation the transaction has been transferred to.

o Account Transactions ==
Account : | 0000571 ﬂ @ Room: 4/ » Balance: 200.00-
Surname: [“GIFT YOUCHERS™ Tile: | First Marne: | 2]+ Last Activity: [30/10/2013

AR Pay Method: | CasH User: m15c15
Tranzactions

@ Curent ¢ Al Date Start: |30.-’1 0/2m3 End: |3D.-"1 0/2013 I Hide void transactions
ResH | Date | Tranz# | Codel D escription | Comments | FT | Hooml Amounll GST |
0000000 3041042013 0002385 PaY  PAYMENT WOLUCHER #3268 E 80.00- 0.00
0000000 3041042013 0002370 PAY  PAYMEMT WOUCHER #327 W 120.00- 0.00
0000000 30A10/2M3  Woid  PAY PAYMEMT To:0000209/0000583 W 100.00- 0.00
171

If a Gift Voucher is presented for a dinner in the Restaurant then the POS transaction must be
transferred to a POS account. Then the Gift Voucher transaction can be transferred to the POS house
account as the ‘payment’.

Back Office

n 30/10/13 Starfleet Shift1 UsersSBS (00015) - O

File FrontOffice | Back Office  Beports Debtors Setup Communication  User Mail Conference POS Tours Owner Help
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Ledger 2
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Night Audit

The Night Audit is accessed by clicking on the Night Audit button in the Back office Menu.

There is a suggested format to follow to complete Night Audit. It is listed under End of Day Procedures

in Appendix A (Suggested Night Audit Procedures)lTsa

This module must only be run at days end as it will post final room revenue, print days end reports and
automatically change the date to the next day. Alternatively it can be run first thing in the morning
prior to any work being done for the new day. This would allow for checking in of guests that arrived late.
Click on Night Audit, the following screen will appear.

2 Nightauwdit - © HEE

This program will post BACK UP
final room revenue. run
end of day reports and
change the date to the l . Dontforget to do your daily BACK UP.
next day.

o

173 174

Select Continue. Refer to section on Backupl 141 for information to setup.




112

Front Office 10.7.16

Following the daily update which posts the room rewvenue, the system will automatically change the
system date to the next day, process the end of day balances and cycle through programs set in the
Day & Month end setup in the setup menu, to print the selected reports. In addition to these reports, it
will also produce a listing of opening and closing balances for the Guest ledger, Deposit ledger and
Debtors ledger.

After selecting Continue and OK for the Daily Backup you are now presented with a screen displaying a
list of reports that the Night Audit program can produce.

If you have preselected some reports in the Setup->System Configuration->Daily Update->Day End
menu, they will be automatically selected for you. You can select more or deselect any of the reports in
this menu by clicking in the boxes. You can also select and deselect the number of copies required of
each report.

The Daily Update Report will print automatically if required. Refer to Set Up -> System Configuration ->
Daily Updatel o3l to select printing option.

a Night Audit Reports - O
3 I

|— ]

Print Copies Print Copies
Tranzaction List I |— Booking List I |—
Tranaction List [Feversalsl [~ [ Daily Ocoupancy u B
Guest dccount Balances m Cancellations O[]
Guest Acc Bal Inhouse O [ Phane Calls O [
Security Deposits o [ Draily Summary u
Guest Arrivals O [ Guest Notes O [
Guest Departures m |l Notes for the day m N
Housekeaping [ Draily Statistics u

Bun Update Exit
175

Click on the Run Update button to continue with the Night Audit.

At this point if you havwe guests that have not been checked in or out, the following screen will be
displayed. If using the Conference module then any conferences not yet 'In Progress' will also be
displayed. These reservations displayed here must be 'Checked In', 'Checked Out' and Conference
changed to 'In Progress' before continuing. If a reservation is not ‘checked in' on the correct arrival date
it can not be backdated.

A report showing all guests not checked in will also be printed when the print button is selected.
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4.2

2 Arrival/Departure Report = 2
Guests that have not checked in:

Acc#E Res# Account Name St | Pkg Rate Acc Bal Rm | A
DODDSS0 0000577 | REYNOLDS M |BE1 200,00 600,00~ o1
Q0DOS51 0000578 | STARFLEET M 0.00 0.00
D0DD552 0000573 | BURNS N | CON 130.00 0.00 14
DODDS53 ODDOSED | SIMPSON M | CON 130,00 0.00 17
Q0DO554 0000581 | SKYWALKER N | CON 130.00 0.00 [ - )

Guests that have not checked out:

Acc# Res# Account Name St| Pkg Rate Acc Bal Rm
DODDSST DDDOSES | PARKER A |KSP 90,00 0.00 o3
QDDOS5S 00DD5EY | JACKSOM A | PENT: 330.00 530,00 28
DODDSEL 0000552 | HOGAN A | SUITE 140,00 253,00 18

Confirmed conference bookings that are not in progress [bookings will not be charged):

Acc#E Res# Account Name Status Acc Bal Start Finish

DOD0551 0000593 | STARFLEET Confirmed 0.00 | 0500 1800

UPDATE COMPLETED [_ O] x|

Night Audit has finished.
The daily update cannot continue because it has detected rooms which i >
have not been checked out. These rooms must be extended or checked Click O K. to continue.

out before the update can continue.
Exit

176 177

When all guests have been arrived or departed then Night Audit can be run again. Once this is completed
click OK on the prompt screen to exit.

Daily Update

The Daily Update is accessed by clicking the Daily Update button in the Back Office menu.
This module will now only post room charges for the current day. Therefore for the day end
procedure, you still must use Night Audit to complete the end of day procedures.

Select the Print Room Update report Re-Print button if you wish to reprint the Daily Update Report .
Click on the Continue button to proceed with the Daily Update.

X Daily Update = 2 Daily Update = =
| Daily Room Update | === Already Updated Today ===
Thiz pragram may be run more than once a dayp. It Thiz pragram may be run mare than once a day. [t
will not post accomodation to mooms which hawe will not post accomodation to rooms which have
already been updated today, howewver, it will not already been updated today, howewver, it will not
detect manual room charges and may re-charge detect manual room charges and may re-charge
these rooms these rooms
Print Room Update report v Print Room Update report [
Exit | Euit |
178 179

If you run the Daily Update more than once in a day, the message will display *** Already Updated
Today ***

The daily update will also change each room's condition. (ie: all occupied rooms will be changed to "D"
for dirty)

If there are in-house guests with a departure date less than or equal to the current date the system will
not commence posting room charges until these reservations have been extended or checked out.

The daily update will also detect and display a report of any in-house guest departing on that day and
has not checked out yet, and any guest arriving on that day and has not checked in yet.
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4.3

5.1

= Arrival/Departure Report - DR
Guests that have not checked in:

Acc#E Res# Account Name St | Pkg Rate Acc Bal Rm |
DOD0203 DDDOSES | TAYLOR M 0.00 100.00- 12
QODOSED 0000551 | STARFLEET M 0.00 0.00 | RES

Guests that have not checked out:

Acc#E Res# Account Name St | Pkg Rate Acc Bal Rm |
DODDSSE ODD05ES | CARTWRIGHT A |DST 80,00 25.00 o7
Q0D00Z26 0000550 | NICHOLSON A |FOC 0.00 41.00 25

Confirmed conference bookings that are not in progress [bookings will not be charged):

Acc#E Res# Account Name Status I Acc Bal | Start l Finish |

The daily update cannot continue because it has detected rooms which
have not been checked out. Theze rooms must be extended or checked
out before the update can continue.

Exit

Ledger

180

Please contact Starfleet Software if using this module for separate Accounting link Manual.

Reports
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Bank Report
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< Debtors Banking Report - ©

Report Type
&+ Full Repart " Part Report

Start Debtor Code Uszer Mum
End Debtar Cade  |Z2222777 Shift Mum
Diebtar Type Al
Reporting Options
" Motel Accounts Orly [ Cheques/Cash Orly

" Debtor Accounts Only [+ Current Entrigs Only

(* {Bath Motel & Debtor Accounts

Diizplay | Exit |

194

The Bank Report sub-menu is accessed by selecting Bank Report, in the Reports menu or the icon on
the menu bar. This allows for all cash and cheques posted by the Debtor transaction entry program to be
printed or listed on the screen. This includes the receipt number and bank name and branch. If desired,
this can be used in lieu of the bank pay in book. Totals are kept monthly for reconciliation purposes, and
the file can be cleared after each print to facilitate batch processing. The following report will be
displayed. The report can be sorted by any column by clicking on the column heading.

4 Bank Report = g
Account | Marme Reftt | D ate | At Received | Digcount | At Credited | Dirawer | Bank
00000060 KEMT MR CLARE 0000558 2rimAz 90.00- 0.00 90.00- VISAMC .

TOTAL: 90.00- 0.00 90.00-
00000080 KEMT MR CLARE 0000558 02/0213 180.00- 0.00 180.00- VISAMC
TOTAL: 180.00- 0.00 180.00-
o0ooot 26 JOMES BILL 0000597 20402 110.00- 000 1000 VISAMC
TOTAL: 110.00- 0.00 110.00-
o0ooo 26 JOMES BILL 0000597 002 100,00 000 100,00 WVISAMC
TOTAL: 100.00 0.00 100.00
00000282 BEAMN MR 0000563 an/mAz 4.00- 0.00 4.00- CASH
TOTAL: 4.00- 0.00 4.00-
00000434 JOLIE MS ANGELIMA 0000562 2rimnz 1,140.00- 0.00 1.14000- VISAMC
TOTAL: 1.140.00- 000 1.140.00-
00000434 JOLIE MS AMGELIMA 0000562 0/MA3 52.50- 0.00 52.50- EFTPOS
TOTAL: 52.50- 0.00 52.50-
00000435 JACKMAN MR HUGH 0000560 30/0MM3 480.00- 0.00 430.00- VISAMC
TOTAL: 480.00- 0.00 430.00-
00000444 WINFREY M5 OPRAH 0000572 02/02M13 306.00- 0.00 306.00-  AMEX
TOTAL: 306.00- 0.00 306.00-
00000477 wWATERHOUSE nooo4a2 nz/mznz 1.040.00- 000 1.040.00-  VISAMC
TOTAL: 1.040.00- 0.00 1.040.00-
00000432 CHARITY GOLF D&y 0000500 nz2/02M3 1.468.80- 0.00 1.468.80- AMER
TOTAL: 1,468.80- 0.00 1.4E8.80-
00000538 WATTS M5 NAOMI 0000561 2rimnz 400.00- 0.00 400.00- VISAMC L v
< >
Fleaze zelect Landzcape arientation befare printing Print
Payment Type Mo Trans | Amt Received Discount Amt Credited | A =
AMER ] 3.464.40- 0.00 3464.40-
CasH 2 84.00- 0.00 84.00- Exit
CHEQUE 1 534.10- 0.00 53410
195

To print the report, click the print button once. A prompt will display to Clear the Bank File - Yes or No.

Bank Report

9 Clear Bank File
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If Yes is selected the report CAN NOT be reprinted. If NO is selected the report can be reprinted.
Howewer the transactions will still appear when reprinting the report the next day. If using this report it
is advisable to clear the transactions.

52 Reconciliation Report

This report is accessed in Reports -> Reconciliation Report.

2 Reconciliation Report = =
Report for: 28/10/2013 - 30/10/2013
REVEMUE AMOUNT GST HO -~
ACCOMODATION
ACCOMMODATION 2.400.00 21817 14
ACCOMMODATION 0.00 0.00 0
AD CANCELLATION FEE 10.00 0 1
CAMCELLATION FEE 0.00 0.0 0
C/C SURCHARGE 0.00 0.0 0
TELEPHOME n0.oo 000 0
241000 21908 15
TOURS
HORSE RIDING 0.00 0.00 0
TOUR CHG 120.00 10,90 2
12000 1090 2
RESTAURANT/BAR
BREAKFAST 47.00 427 4
DINMER oo 000 0
LUMCH 300.00 a1.82 i)
RESTAURANT /B&R 144.00 1310 20
1.,091.00 9219 25
RAICTCL L ARICTIIS o
Frint | E it |
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This report will give you the summary of all transactions from the time it was printed on the previous day
up to now on this day. If it wasn't printed yesterday then all of yesterday's transactions will be included.

Only transactions which have not been included in the previous reconciliation report will be included in
the report. Therefore the report must be run only once every day and once it is printed it cannot be re-
printed or re-displayed. However before it is printed you can display it on the screen at any time.

The system will automatically display the report date.
Click on the print button to print the report. The following prompt will be displayed.

Daily Reconciliation Report

f ) |5 printout Ok - Please check & make sure that report showing
&' correct figures on all transactions before continuing with 'Yes'

198

Yes: all the transactions included in the report will be marked as printed and the report cannot be re-
printed or re-displayed. Therefore do check the reports contents carefully before selecting 'yes' to this
prompt. Then if you click YES a warning will be displayed informing you that this is your 'last chance
to reprint the report'. If you select Yes again to this prompt and then try and go back to the Report to
print the screen will be blank with no transactions No: exit the Report without printing.
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Reservation Report

4 31/10/13 Starfleet Shift:1 User:SBS (00015) o =

File FrontOffice Back Office Bepors Debtors Setup Communication Userbaill Conference BOS Tours Cwner Help
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The Reservation Report provides you with details of Guest reservations, when they are arriving,
departing or In-House. Also if the reservation is Unconfirmed or has been Cancelled. A Booking List can
be printed to show the bookings made on any particular day. Within these parameters, further selections
can be made to fine tune the information you require.

4 Guest reservations report = =
Report type Whom to include

Ol Eifivals [~ Mot yet arived " Group Start date nAns2masa
[ Arived " Singles End date 302013

" Departures
[ Mot yet departed o Al Start account

" InHouse
[ Departed End account

(™ Booking List [ Detailed report Room Type I &l

. [~ Shaw group master anly € Arrival Date I 1-KING SPA A

" Uneonfimed & Canceled Dat [+ 2-HOTEL SFA
[ Include notes T % 3-3TUDIO DEL

) i I+ 4-SUITE 2 BE

eheelien [~ Digplay Company Nat Woucher < 5-SUITE1EBE
e Enter Debtor I* B-PENTHOUSE
- . code or Al 7 7-RESTAURANT
Fate lezs than 0.00 AL Lo R-CORMEEDERCE
[Leave zero for all) Room Humber
-
Histom E xit |

200

Report Type
Select from the options below. Note that ONLY one option can be selected at a time.

Arrivals: select to report on Arrivals only.

Departures: select to report on Departures only.

In-House: select to report on Guests in house only.

Booking List: select to report on Bookings made on a certain date.
Unconfirmed: select to report on Wait Listed or Tentative bookings.
Cancellation: select to report on Cancelled bookings.

Longterm Stays: select to report on Longterm Accommodation stays.
History: select to report all changes on selected reservations.

Within the above selection, the following options can then be applied to the above.
Details in Report
Select from one of the following:

Not yet arrived: Only show guests that have not arrived.
Not yet departed: Only show guests that have not departed.
Detailed report: Show payment type.

Show group master only: Only show group master.
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Who to Include
Select from one of the following:

Groups: only show groups.

Singles: only show singles.

All: show all guests.

Start Date: enter a start date. (DDMMYYY)
End Date: enter a end date. (DDMMYY)

Start Account: enter a start account number.
End Account: enter a end account number.
Enter Debtor: enter a debtor code or 'ALL".
Room Type: only show particular room types.

Once the report is displayed, you can sort it by clicking on any of the column headings. This will sort the
report in ascending order.
To print the report, click on the Print button once. To exit the report, click on the Exit button once.

<X Guest Report-Inhouse - H
Acc i | Res # | M ame | Grp # | Rmi | Arival | Depart | S.| BE | F| Fka ||| Pt |
0000551 578 STARFLEET 551 GRF  30A70/203 0 M1A1/2013 0 A S
0000a52 579 BURMS MR GEORGE 551 14 oAan2m3 mAa2mI A S CON
0000553 580 SIMPSOM MR HOMER 51 17 a0A0/203 mA2ME A 5 COM
0000554 58 SKEYwWALKER MR LUKE 51 L] aoAan2m3 mAaT2m3 A 5. CON
0000555 582 HOOD MR ROEIN &A1 10 040203 MA2M3 A 5L CON
0000556 583 TUCK . FRIAR 851 1 aoAn2m3 mA2MI A S CON
0000564 B9 HARRISOM M5 HELEM o 04 0402003 MA2M3 A S HEP
0000564 536 SMITHMS SUSAM 1] 04 aoA02m3 mA2M3 A S HSP
0000&50 577 REYMOLDS MR DAVID 0 0 oA02m3 02Ans2m3 A S BE1
oonom 7 584 KIDMAN M5 WICOLE 1] 28 00,2013 031203 A 5 BE4
oono203 583 TAYLOR MR TOM 1] 12 A3 04N2MI W S
oono247 582 FLINSTOME M/ FRED &wIL . o 21 28A0/2013 041203 AL 5L 50
00001 26 597 JOWES BILL 1] 0z aoAn2m3 03M2MI A S KSP
< >

Total Adults 17 Children 1] Infants 0 Rooms 12
Print Euit

201

5.3.1 Reservation History

Select the History button on the Reservation Report to display any changes or additions made to a
Guest Reservation.

Histomy Screen | E xit |

201a

The following screen will display where you can select options to search by. If searching for a specific
account enter the number in the Account Code with the Reservation number. Select a date range and
User number if required.
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5.4

4 Selection
Reservation histary

Reservation selection

Account Code:
Reservation:

Date selection

From: li
To: ]7

User selection

User number: l_ J

201b

If no information is entered to search by then all entries will display. This is not recommended as there
may be too many entries to display.

4 Reservation history report = =
User Timestamp Action | Account | Reservation Arrival Departure | Rmtype |  Room Rate cd CT| R A]
15 1040542011 10:32:56.50 A |0000053 Q00047e 3040372011 |02/04/2011 |4 Eal SUITET o =l
156 | 30/08/2011 10:12:43.76 D |0000465 0000471 31/03/2011 |02/04/2011 |4 o]
15 | 30/08/2011 10:19:41.62 M |0000347 Q000466 01/04/2011 (034042001 |3 03 GET o
156 | 30/08/2017 10:19:41.64 M |0000347 0000466  |01/04/2011 (03/04/20011 |3 08 GET D
15 | 30/08/2011 10:55:25.17 D |0000443  |00O00442  |03/04/2011 |05/04/2011 |5 SUITE1 n]
15 | 30/08/2011 10:5716.39 O | 0000465 Q000488 03/04/2011 |05/04/2001 |5 SUITET )
156 |30/08/2011 11:33:26.70 & |0000472  |0000477  |30/08/2011 |03/09/.2011 1 02 BEW1 &}
15 | 3040842011 11:34:42.33 A |0000473 Q000478 3040872011 |03/09/2011 |2 08 H5P [}
156 | 30/08/2011 11:35:47 43 & |0000474 0000473 | 28/08/2011 |02/09/2011 |5 27 BEMWE o]
15 | 3040842011 11:36:4212 A |0000475 Q00040 28/08/2011 |30/08/2011 |4 19 GET )
156 | 30/08/2011 11:37580.20 D |0000435  |0DO00441 29/ /2011 |02/02/2011 |4 BEMWE D - |
; 3
For better readability, please set page orientation to landscape when printing E it ‘
201c
A = Added, D = Deleted, M = Modified
Transaction List
- 31/10/13 Starfleet Shift1 User:SBS (00015) = = .

File FrontOffice Back Office Bepods Debtors Setup Communication Userbail Conference BOS Tours Cwner Help

SHes S RabE ETEIRCY

Tranzaction Report

1 i
]
-

202

This report allows an audit trail of all revenue and payment entries to be printed or displayed with a
number of selection options. Used to check the entries from just one shift, user or room, to all
transactions over a long period of time. As the system is effectively a double entry accounting system,
this report will display exactly what is entered in the normal course of charges (revenue) and payments
(receipts). It is the primary report for reconciling the accounting flow in your Front Office.
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Date from: enter a From date (DDMMYY).

Date until: enter an Until date (DDMMYY).

Daily: select a day to print all entries for.

Monthly: select a month to print all entries for.

Range: select a date range to report on (e.g. one week).

Full listing: select to report on all entries in the desired range.
Reversal Only: will display reversals that have been posted only.
Totals only: select just to see the totals of your previous selection.

Totals only (Basic): will not display balances of the Advance Deposit, Debtors and Guest Ledgers.
select and enter a transaction code to match.

Transaction: select and enter an account number to match.
Account: select and enter a room number to match.
Room #: select and enter a user number to match.
User #: select and enter a shift number to match.
Shift #: select and enter the pay type code to match.
Pay Type:
<x Transaction Listing Report Options - &
Date Range Find matching
Eam ,W [ Transaction l_
Untl. [30/10/2013 T decount [
™ Room # I—
& Daip M oUsertt [
 Monthly [~ Shift # [
" Range [ Pay Type I_
Report Type External Acc
(" Full listing * |nclude external accourt
Reversal Only [
o " Exclude external account
" Tatals only [Basic) " Estemal account anly
Export | Exit |

203

The export button exports the transaction list as a comma delimited text. This file can then be opened in
Excel. Refer to Export[:221 for more information.

Once the report is displayed, you can sort it by clicking on any of the column headings. This will sort
that column on the report in ascending order. Note that any column which has multiple identical fields
may not put them in a true ascending sequence. The next screen is a display of a Full listing report.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.



Reports 121

22 Transaction Listing = 2
Date | Tranzh | Code | Tranzaction | A H | Res # | MName ~
30104200 0002323 TCG TOUR CHG a00oaoz 0000000 **0ID ACCOUMNT =
30410420 0002330 PAY PaYMENT ooooaoz 0000000 =40I0 ACCOUMT =
30104200, 0002331 TCG TOUR CHG 000oaoz 0000000 *40ID ACCOUMNT =
30410420 0002332 PAY PaYMENT oonooaoz 0000000 =40I0 ACCOUMT =

30404200 0002334 RBC RESTAURAMT/BAR...  0000O0E 0000000 =POS ACCOUNT 1+
30/10/20.. 0002335  RBC RESTAURANT/BAR.. 0000006 0000000 P05 ACCOUNT 1+
30404200 0002336 RBC RESTAURAMT/BAR..  0000OOE 0000000 P05 ACCOUNT 1=
30/0/20.. 0002337 RBC RESTAURANT/BAR.. 0000006 0000000 P05 ACCOUNT 1+

30404200 0002338 PAY PAYMENT 000o000e 0000000 =POS ACCOUNT 1+
30410420, 0002404 PAk PACKAGE 00ooo 7 0000534 KIDMAMN M5 NICOLE
30404200, 0002405 ACC ACCOMMODATION .. 000007 0000534 KIDMAM M5 NICOLE
30410420 0002406  BRE BREARFAST 00oom 7 0000534 KIDMAMN M5 NICOLE
30404200 0002363 ADY ADV DEPDSIT 0o 26 0000537 JOMES BILL

30/10/20.. 0002354 ADR A0 DEPOSIT REF... 0000 26 0000537 JOMES BILL
30410420 0002385 ADX A0 CANCELLATION ... 0000126 0oooss7 - JOMES BILL
30A0/20. 0002331 ACC ACCOMMODATION .. 0000126 0000537 JOMES BILL

30404200 0002368 PAY PAYMENT 0nao203 0000523 TAYLOR MR TOM
30/10/20.. 0002403 ACC ACCOMMODATION .. 0000347 0000538 FLINSTOME M/M FRED &
304104200, 0002378 PAK PACKAGE 0000550 0000577 REYMOLDS MR DaviD . ¥
< >

Total Amount: 1.,859.00 Total GST 23854

Yoided Transzactions
i+ Exclude I~ Include [~ Only Prirt 5 creen 4

In the comments section now any transactions that have been transferred to a debtor will show up with
the debtor code listed under the heading of comments. This is another way to track where transactions
have gone to.Below is a display of a Totals only report.

2 Transaction Listing = =

Amountl GST | Pay type | Debtar | Comnments | Time | = | Shifth | Reconcile | ~
£0.00 5.45 HaLF D&y HORSE .. 0950 15 1 o1/0100...
60.00- 0.0o W HaLF D&y HORSE .. 0350 15 1 01/01400...
£0.00 5.45 HaLF D&y HORSE .. 0951 15 1 o1/0100...
E0.00- 0.0 A HaLF D&y HORSE .. 09:51 15 il 01./01200...
300 027 Hot chocolate 1817 18 1 o1/01/00...
4.00 0.36 Latte 1517 15 1 01./01400...
E.00 0.55 Cheese Cake 1817 15 1 o1/0100...
E.00 0.55 Mud Cake 1517 15 il 01./01200...
14.00- 0.an C cash 1518 18 1 o1/01/00...
220.00 20.00 BED & BREAKFAST... 10:01 15 1 01./01400...
180.00 16.36 om 1. 1 o1/0100...
40.00 3E4 10:01 15 il 01./01200...
110.00- 0.an b WISAME 1389 18 1 01/00./00...
100.00 0.0o W 14:01 15 1 01./01400...
10.00 0.9 1401 18 1 01/01/00...
20.00 727 10:01 15 il 01./01200...
100.00- 0.an b WOUCHER #3425 .. 1883 15 1 01/00./00...
30.00 2818 10:01 15 1 01./01400...

200.00 1818 BED & BREAKFAST.. 1001 15 1 o/mso0. v
L4 >

Total Amount: 1.853.00 Total GST 33854
VYoided Transactions

i Exclude ! Inciude: 1 Only Print Screen v E it

205
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5.4.1 Export
Screen | Exit |

Export to C5V file : 206

To export the transaction list report as a comma delimited file, select the Export button.
The message below will be displayed.

Voided Transactions

lo' Do you want to expert voided transactions?

207

Click Yes or No. Then the message below will be displayed. This message informs you where the text
file has been exported to and the name given to it.

Export Completed

@B Output file is: \Fsc\Data\ TRANSEXP31102013.Txt
208

Click the ok button, and the export procedure is complete.

5.4.1.1 Open Exported file in Excel
To open the exported file in Excel, click on Start -> All Programs -> Microsoft Excel. Once Microsoft
Excel is opened, locate the FSC folder. Double click FSC -> DATA -> then select the file then click on
Open. The screen below will be displayed.

Text Import Wizard - Step 1 of 3 @l x|

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type
Choose the file type that best describes your data:

i+ e - Characters such as commas or tabs separate each field.

" Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: 1 EI: File arigin: Windows (ANSI) -

Preview of file C:\Fsc\Data\TRANSEXPO2092006. Txt.

"Date", "Transg", "Code”, "Description”, "Account$™, "Res£™, "Acc Nam{ *
pe0501, 0000486, "ADV", "ADYV DEPQSIT™, 0000025, 0000146, "EENNEDY MR

pe0301,0000485, "ACC™, "ACCOMMODATION™, 0000043,0000145, "LEHMAN MR
pe0s01, 0000475, "ACC" , "ACCOMMODATION™ 0000045, 0000111, "LOCEET MR
D&e0301,0000476, "BRE", "BRERKFAST™, 0000045, 0000111, "LOCEET MR T",

[
Cancel | | MNext > | Einish |

|(.n |>¢- |r.o |M |»—-

[

209

Make sure the Delimited option is selected, then click the Next button. The next window will be
displayed.
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Text Import Wizard - Step 2 of 3

" This screen lets you set the delimiters your data contains. You can see
how your text is affected in the preview below.

rDelimiters
W Tab [ semicolon

[ space [ gther: ]— Text gualifier: g :]'

[~ Treat consecutive delimiters as one

rData preview
Date [fransg [Code Pescription pocountg Resg f.cc Name =
N&0301 Q000486 RDV RDV DEPOSIT NO000025 000146 FENNEDY MR STE

We0901 pooo04ss RCC RCOCOMMODATION DO00043 0000145 [LEHMRN MR D
&e0301 poo0475 RCC RCCOMMODATION PO00043 0000111 [LOCEET MR T
We0501 PO00476 BRE PBREAEFAST 0000043 pPO00111 [LOCEET MR T ‘:J

Cancel ] < Back ] Next = | Einish ]

210

Under the Delimiters options, tick the comma option. If any other option is ticked, please untick it, as
shown abowe. Then click the Next button. The window below will be displayed.

Text Import Wizard - Step 3 of 3 (8 i

- This screen lets you select each column and set Column data format
the Data Format. ™ General

'General' converts numeric values to numbers, date " Text
values to dates, and all remaining values to text.

Advanced...

rData preview

—skip)

Code Pescription pocountg Resg f.occ Name

RDV RDV DEPOSIT NO000025 0000146 EFENNEDY MR STE
RCC RCCOMMODATICON 0000432 (000145 [LEHMAN MR D

5 RCC RCCOMMODATION D0O00043 (000111 LOCEET MR T
BRE PBRERFFAST Q000045 000111 [LOCEET MR T _:J

eperCepersl nersl eneral Cepergl
Al

Cancel ] < Back | ] Einish |

211

Here you can format the columns. For example the date column is in the order of YYMMDD so select
the date option and then from the drop down menu select YMD. To format another column click on the
column. When finished click on the finish button. The file will then be opened see below.

[ Microsoft Excel - TRANSEXPO2092006.Tit (=] s |
) pie Edt View Insert Format Took Data Window Help =] X
Ded LY snd | E A AL EL @2 e -0~ B IU|ES=E|H-d-A 7

= Date
[ ¢ 1 D E F G H I J K L [ N |
1 #  Code Descriptior Account® Res# Acc Name Room#  Amount  GST Pay Type Comment Time User Shit =
2 |1/09/2006 486 ADV ADV DEP« 25 146 KENNEDY 3014 -80 v VISAMC 14:57 15
3 | 1/09/2006 485 ACC ACCOMM: 43 145 LEHMAN I 1006 130 11.82 14:57 15
4 | 1/03/2006 475 ACC ACCOMM 49 111 LOCKET b 1005 140 1273 1343 15
5 | 1/09/2006 476 BRK BREAKFA 49 111/LOCKET N 1005 20 182 13:43 15
6 | 1/09/2006 ATT OIN DINNER 49 111 LOCKET N 1005 65 591 14:30 15
7 | 1/092006 478 TEL TELEPHO 49 111 LOCKET N 1005 12 0.1 14:30 15
8 | 1/09/2006 479 XFR XFERTO [ 49 111 LOCKET N 1005 -140 0 14:44 15
9 | 1/09/2006 480 ACC ACCOMM 43 111|LOCKET N 1005 155 14.09 911 15
10 | 1/09/2006 461 PAY PAYMENT 50 121 KENNY M 3013 -250 01 DIRECT DI 13:06 15
1| 1/09/2006 432 ACC ACCOMM 54 119 GIBSON M 3011 130 11.82 1 15
12 | 1/09/2006 468 ACC ACCOMM 129 125 DOUGLAS 2005 80 727 13:29 15
13 | 1/03/2006 469 BRK BREAKFA 129 125 DOUGLAS 2005 20 182 13:30 15
14 | 1/09/2006 470/ TEL TELEPHO 129 125 DOUGLAS 2005 0.9 0.08 13:30 15
15 | 1/09/2006 480/ DIN DINMNER 129 125 DOUGLAS 2005 65 5.91 1447 15 212
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55 Summary

4 31/10/13 Starfleet

g E ﬁ % &"ggBankRepod
- — Reconciliation Report

Reservation Report
l_% Transaction List

Shift:1 User:SBS (00015) = D

File FrontOffice Back Office | Repot: Debtors Setup Communication Userbail Conference BOS Tours Dwner Help

| = | @) | (R[]

21 0=

Statistics

Guest

Room

Charts

Internet Bockings
C/Card Access Log

Weekly Summary

| Inhouse Summary

,qu'[ Occupancy Summary

3
3
4
]
3

213

5.5.1 Dalily Information

This report will give you a breakdown of all your arrivals, departures and stay overs for the day. Also from
here, you can display a report to tell you which guests are yet to arrive, as well as the guests still to
depart. You can also view and print a list of all the in-house guests car registrations.

7 Daily Informatio.. = ©
Enter Date: |30/10/2013

Daily Information Sheet

Guest Special Requests

LCar Rego's

Boom Status

Daily Sunmary

Draily Arrivalz & Departures

Draily Statistics

E it

214

Click on the links below for details on the abowe reports.

Daily Information Sheet/ 128
Guest Special Requests| 128
Car Rego's| 28]

Room Status| 128)

Daily Summary[:27

Daily Arrivals & Departures| 27

Daily Statistics| 128

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.
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5.5.1.1 Daily Information Sheet

ARRIVALS

Rmit M ame 3/D4AT Diepart Comments ETA
KIDMAMN NICOLE 032/11/2013 02.00PH
JOMES BILL 25/12/2013 032.00Pk
01 |REYMOLDS DAVID 02/11/2013 03.00Pk
04 |HARRISOM HELEM 0/11/2013 03.00Pk

STAYOVERS

Fim#t Mame Depart Comments ETA
07 | CARTWRIGHT LINDA, 311042013 03.00PK
21 |FLINSTONE FRED & 'WILMa 041142013 03.00PM

25 |MNICHOLSOM JACK, 311042013 03.00Pk
TOTALS: 4ROOMS B PAX

DEPARTURES

Fimit Mame Depart Comments ETA
03 |PARKER STEWEM 301042013 03.00PH
18 |HOGAN MICE 3041042013 03.00PK
28 | JACKSON KEVIN 3041042013 03.00PH

TOTALS: 3RO0OMS 10 Pax

215

This report gives a summary of the guest arrivals, stay-overs and departures. It also gives the room#,
name, pax, ETD, ETA, rate, package and comments.

5.5.1.2 Guest Special Requests

This will display a report for the date selected. If a Guest has a special request for flowers or wine to be
in their room on arrival then this can be entered in the reservation. Refer to Guest_Housekeeping/Travel
Agent/Guest_Special Reguestl?ﬂ to enter in to a guest reservation. Select print for a hard copy of the
report. To set up the special requests items refer to Set Up -> Guest Special Request| 223

Rez Marmne Carnpany A Date Time tdethod Dep Date Time
Q000577 | REYMOLDS MR DavID 30/10/2003 | 03.00PM 02/411/2003 | 10,004k
0000530 | MICHOLSOM MR JACK 28/10/2013 | 03.00PM AA10/2013 | 10,004k

<

216
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5.5.1.3 Car Rego's

-4 Car Registrations
Foom Guest Mame Arival Departure Car Registration | Car Reqistration 2 | Car Reqistration 3 |
04 HARRISOM MS HELEM 30/10/2013 [01/11/2013 |UTY 589
21 FLINSTOME M/M FRED & WILMA 28/10/2013 (04112013 | STONEST
22 FLINSTOME M/M FRED & 'wiLha, 28/10/2013 (04112013 | STONEST
25 NICHOLSOM MR JACK. 28/10/2013 314102013 [JACKO1

FPrint |

217

This gives a summary of the guests' car registrations and the room numbers. Click on the print button for
a hard copy or just exit to return to the previous window.

5.5.1.4 Room Status

A Current Room Status = =
Summary of Allocated Arrivals and Departures
Mot Yet Departed Stll To Amive
Marme Acc Res # ETD Room # Mame Aoo i Res # ETA
m RE'YMOLDS DAVID 0000550 | 0000577 | 03.00PM
PARKER STEVEM 0000557 | 0000585 | 10.004M 03
09 SKYwaLKER LUKE 0000554 | 0000581 |03.00PM
10 HOOD ROEIN 0000555 | 0000582 |03.00PM
1 TUCK FRI&R 0000556 | 0000583 |03.00PM
14 BURMS GEORGE 0000552 | 0000579 | 03.00PM
17 SIMPSOM HOMER 0000553 | 0000530 |03.00PM
HOGAM MICK, 0000561 | 0000592 | 10.004M 18
JACKSON KEVIN 0000589 | 0000587 | 10.004M 28
Frint | Exit |

218

This is a summary of the allocated arrivals and departures. The report is divided into two parts:-
1. Not Yet Departed which displays the following information;
Name

Acc#

Res#

ETD

Room#

2. Still To Arrive which displays the following information;
Name

Acc#

Res#

ETA
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5.5.1.5 Daily Summary

Daily Summary = = '

Summary of Arrivals, Departures & Stapovers for Today
Fioom # Stayed Last Might Staying Tonight ETa Comment ~
m REYMOLDS DaVID 03.00Pk
02
02 PARKER STEVEN
04 HARRISOM HELEM 03.00PK
05 DOOR LOCK BROKEM DOOR LOCK BROKEM Maintenance
0E
a7 CARTWRIGHT LINDA CARTWRIGHT LINDA
1]
[u] SKYWALKER LUKE 03.00PK
10 HOOD ROBIM 03, 00Ph
1 TUCK FRI&R 03.00Ph
12 e
i |
1219

This report gives a summary of the guests' arrivals, departures and stayovers for the day. It also gives the
Room#, name of guests who stayed last night, staying tonight, ETA and comment.

5.5.1.6 Daily Arrivals & Departures

The following report gives a summary of the

arrivals & departures for a particular room

e All guests for a room

e Account #

¢ Reservation #

e Expected time of arrival (ETA) and expected time of departure (ETD)
¢ Method: operator can enter arrival/departure method i.e.Plane, Ferry.

= Daily Arrivals/Departures For 30102013 = =
ARRIVALS
Fim#t Mame Ad | Ch Depart Comments ETA Method Acc | A
KIDMAN NICOLE 2 0| 0311223 03.00Pk 0000017
JOMES BILL 1 0| 29/12/2m3 03.00Ph 000071 26
01 |REYMNOLDS DAYID 2 aj 02A11/2m3 03.00Pk 0000550
04 |HARRISOM HELENW 2 0| orAars2ma 02.00PM 0000564,
STAYOVERS
Rim#t Mame Ad Ch Depart Comments ETA ETD Acc | A
07 | CARTWRIGHT LINDA 1 0| 110203 032.00PM | 10004M | 0000558
21 |FLINSTOME FRED & 'WILMA S 4 0| 041172013 03.00PM | 10.004M | 0000347
25 |NICHOLSON JACK 1 o) 1A02003 03.00PM | 10004 | 0000026
TOTALS: 4Rm EAd 0OCh v
DEPARTURES
R Mame Ad | Ch Depart Comments ETD Method Acc
03 |PARKER STEVEN 2 0} 3040203 10,004k 0000557
18 |HOG&AM MICK 2 1| 301042013 10,008k 0000561
28 |JACKSOM KEVIM ] 0| 30/10/203 10,008k 0000559
TOTALS: 3Rm 944 1Ch
Frint Exit
220

Tick the display all guests if you want to display all the guests.
Select the Print button to print the report or the EXit button to return to the previous menu.
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5.5.1.7 Daily Statistics

2 Daily Statistics Report = =

Report Date: 2941072013

STATISTICS ROOMS A
Rooms Sold ]
Foc 1
Day Use® i}
‘Yacant 22

28

GUESTS
Arrivals 1}
Departures 0
Mo Guests 16

SOURCE
A - ASK GUEST 5 860.00

A0Y - ADVERTISING
COM - COMFEREMNCE
DIR - DIRECT BOOKING
GIF - GIFT ¥OUCHER
GOV - GOVERNMENT

L
T TERMET

FPrint | Exit |

221

This report gives the statistics for rooms and guests. It also gives the revenue statistics from:-
* Source

* Area
¢ Segment

55.2 Weekly Summary

7t Weekly Sum... = O

WwWeek ending date | 30/10/2013
Enter user # or 00 [gp

far all

I Wweek to date figures only

Doaily Surnm

Exit

452

To print a Weekly Summary click the 'Weekly Summary' button in the Report menu. This enables you
to print a summary of all revenue, receipts and the occupancy statistics. This is done day by day, for a

week, up to the end date entered. You have the option to include or exclude the month to date, and year
to date totals.

Week Ending Date(DDMMYY)
Enter the date you would like the report to finish with.

User Number
Enter the user number to report on or '00' for all.
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Select the Daily Summary Or Weekly Summary buttons
NOTE:This report may take a little while to process and print, as all transactions over the range of days
selected, as well as the previous 12 months are accumulated.

The room type revenue break down is calculated from the room rate as entered in the resenvations. If a
rate change has occurred, the rate as at check out will be calculated. After making your selections, your
reports will automatically print out.

553 In House Summary

i In House Summary — &

Select Sequence

Enter start date |30/10/2013

" By name

" By room

Frint Exit

453

To print the In House summary, select the 'In House Summary' button in the Reports menu. This module
provides a detailed list of expected occupancy, over a seven-day period beginning from the start date
entered. It enables efficient planning of housekeeping staff requirements by listing all guests that will be
in house each day for the next seven days. The report can be listed by either guest name or by the room
numbers.

554 Occupancy Summary

- 30/10/13 Starfleet Shift1 User:SBES (00015) =t

Eile FromtOffice Back Ofice Beports Debtors Setup Communication Userbail Conference BOS Tours Dwner Help

SR eLBaRME = © < RAE«ws 6 =

I/gccupancy Summary Report |

=

<t Qccupancy Summary = o E

Report Type

* Currently Inhouse Eer et

™ Daily Occupancy 30/10/2013

" Decupancy by wing

" Monthly Dccupancy

Exit

454

Occupancy Summary

To print or display Occupancy summary, click the 'Occupancy Summary' button in the Reports,
Summary menu or select the quick icon on the menu bar.

There are four occupancy reports available.

1. Currently In house

2. Daily Occupancy

3. Daily Occupancy by Wing

4.  Monthly Occupancy
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Currently In house Report

This reports on all bookings, listing the number of guests staying in-house, the number of rooms sold
and the percentage occupancy daily. These figures are also broken down into room types. Totals for the
day are also listed at the end of the report. This is the more detailed report.

To print the Currently In house Report, select the currently In house button. You then enter a report date
and click on the Screen button this will display the report and then print if required.

22 Occupancy Summary = =
Cumrently Inhousze
Fmtyp| Description |TatRms|3m Occ.| % Occ | Mx Guest | Guest Inh | Guest/Br| § Accom "ACC" | $ Accom Other ~
1 |KING 5P4 3 1 16.66 12 2 200 0.00 0.00
2 |HOTELSPa 1 16.66 24 2 200 110.00 0.00
3 |STUDIO DEL 5 1 20.00 15 1 1.00 0.00 0.00
4 |SUITE 2BE G 3 50.00 30 g 2.BE 0.00 0.00
5 |SUITE1BE 4 1 25.00 12 a 0.00 0.00 0.00
£ |PENTHOUSE 1 1 100.00 g 5 5.00 0.00 0.00
7 |RESTAURANT 1 a 0.00 a a 0.00 0.00 0.00
8 |COMFEREMCE 1 a 0.00 1] a 0.00 0.00 0.00
UNALLOCATED 0.00 0.00
GUEST ROOMS| 28 a 2857 101 18 2.25 110.00 0.00
COMF ROOMS 2
TRy = v
£ >
Erint E it

455

Daily Occupancy Report

This report lists or displays the current day's occupancy figures. To display today's occupancy figures,
select the Daily report option and click on the Screen button once. Click on print if you require a hard
copy. If you wish to print this report, just click on the Print button once. To exit back to the menu, click
the Exit button once.

4 Daily Occupancy Summary = B
Occupancy for: 301072013
Fim Type D ezcription FmSold | Guest Inhouse
1 KIMNG SPA 3 4
2 HOTEL SP& 2 3
3 STUDIO DEL 4 4
4 SUITE 2 BE 2 5
] SUITE 1 BE 1 0
g PEMTHOUSE 1 2
TOTAL 13 18
DAY USE a 0
GRAMD TOTAL 13 18
Erint Esit

456
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Daily Occupancy by Wing

This report shows the revenue earned by each wing when the rooms are setup to be in wings.

To display the Daily Occupancy by Wing report, select the Daily Occupancy by Wing option and click
on the Screen button once. Click on print if you require a hard copy. If you wish to print this report, just
click on the Print button once. To exit back to the menu, click the Exit button once.

4 Occupancy Summary By Wing = =
Occupancy for:  29/10/2013 - 2971072013
Wwing |Amtype| Description |TotBme|RmOcec| % Ocec | My Guest | Guest Inh $ Acc § Other
1 KIMNG SPA g 16.E0 12 2 90.00 0.00
2 HOTEL SPA g a 0.00 24 a 0.00 0.00
3 STUDIO DEL 5 1| 20000 15 1 80.00 0.00
4 SUITE 2 BE £ 3| 6000 0 g 450,00 0.00
5 SUITE 1 BE 4 1) 2500 12 1] 0.00 0.00
E FPEMTHOUSE 1 1| 100,00 g ] 330,00 0.00
7 RESTAURANT 1 1] 0.00 150 1] 0.00 0.00
g COMFEREMCE 1 a 0.00 150 1] 0.00 0.00
Total 30 72330 am 16 950.00 0.00
Group charges 0.oa 0.00 0.00
Grand Tatal 30 72330 am 16 950.00 0.00
Avg Rate 13571
Frint

457

Monthly Occupancy

This report shows the revenue , occupancy and average room rate on a monthly period. It will display the
11 months prior to the date chosen and the figures for the next 12 months ahead.

To display the Monthly Occupancy report, select the Monthly Occupancy option and click on the
Screen button once. Click on print if you require a hard copy. If you wish to print this report, just click on
the Print button once. To exit back to the menu, click the Exit button once.

4 Monthly Occupancy Summary = g

Advance Bookings Hovember 2012 to October 2013 as at 2941072013

Date Fim Mights Pax Mo Mights| Awve Rate Amk GST AmtEx GST Occ % Date Fim Mights Fax [ =
304112012 240 0.00 0.00 0.00 0.00| 3041152013 840 70
nAz2mz 868 0.00 0.00 0.00 0.00| 3112203 a68 28
A0/2013 8E8 73 M 12852 4,370.00 397271 391 3012004 868
28/02/2013 784 9 5 110.00 550.00 500.00 0.63| 28/02/2014 784
/0372013 8Es 0.00 0.00 0.00 0.00| 31/03/2014 ae68
30/04/2013 240 0.00 0.00 0.00 0.00| 30/04/20714 240
N/05/2013 eIt 0.00 0.00 0.00 0.00| 31/05/2014 ae68
30/068/2013 240 0.0o0 0.00 0.00 0.00| 20/06/20714 240
N/0742013 2E8 0.00 0.00 0.00 0.00| 31072014 68
31/08/2013 9E8 0.0o0 0.00 0.00 0.00| 31/08/2014 968
3040972013 240 0.00 0.00 0.00 0.00| 30/09/2014 240
3102013 868 a2 15 13288 5,980.00 5.436.37 518| 31A10/2014 868

10220 164 a4 129.76 10,900.00 9,909.08 n.az2 10220 93 v
< >
Frint

458
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5.6 Statistics

- 30/10/13 Starfleet Shift:1 User:SBS (00015) = e

File FrontOffice Back Office | Bepots Debtors Setup Communication UserMail Conference POS Tours Cwner Help

& E ﬁ % ‘:‘g‘ gBE::l!o(cheiIr;.:tritonRep-or‘c b‘ ‘?é |@I‘ \/“ .bé LM m‘@ gzgj

=} Reservation Report
[Z% Transaction List

Summary L4

—
|

Guest L4 Company Statistics
Room L4 Marketing Statistics
Charts 4 Govt Stats L4
Internet Bockings L4
C/Card Access Log
458a
5.6.1 Occupancy Statistics
2 Occupancy Statistics = =
Select Segment Select Guests Enter Date Enter Budgets
Al Start D ate: Budget revenue:
|30410/2013 |
" Area " Group
Firizh D ate: Budget occup. (%]
" Segment  Single |20/10/2012 |
[~ Farecast Figure Frint | E it |

459

The Occupancy Statistics report is accessed by clicking on the Occupancy Statistics button once in
the Reports, Statistics menu. This produces monthly occupancy statistic reports, by either
e Source

* Area or

e Market Segment Codes

This report lists the

days of the month and the number of room nights sold under each code

totals for the revenue generated

room nights available

room nights sold over the period specified

figures for the average dollar spent per room per night

the average room rate per night and

the average occupancy for the period

Source, Area or Segment
List statistics by:

¢ Source Code

¢ Area Code

e Market Segment Code

Group, Singles or All

List statistics for:

¢ all bookings (Default )

e group bookings

¢ single (individual) bookings

Start Date (DDMMYYYY)
Enter the date for the report to begin with.
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Finish Date (DDMMYYYY)
Enter the date for the report to end with.

Budget Revenue for Period
Enter the amount of budgeted revenue for the period.

Budget Occupancy for Period

Enter the budgeted occupancy (percentage) for the period.

You can tick the Forecast Figure box and you will get the projected forecast figures for the period.

NOTE: Daily Occupancy by Wing Total revenue is calculated from the room rate as entered in the
reservations.

If a rate change has occurred, the rate as at check out will be calculated. Refer to Room_Sales| e if
requiring Average Length of Stay (ALOS).

5.6.2 Company Statistics

2 Company Statistics =
Date Range Sort By
From: |30/10/2013 % Company
Until: |30/10/2013 Start Company
End Company 2222277777777
Stays Range
Minirnum number of stays: | 2  Deblars
List Start Code
LG Sihneg ’ME End Code ’ﬁ
Include day use r Debtors Type AL :|v
Screen E it

460

To print or display Company Statistics, select the 'Company Statistics' button in the Reports, Statistics
menu.

This option displays and prints a Corporate Ranking Report, listing :

company hames

number of room nights

number of stays

average stay and

total revenue for each company

Start Date (DDMMYYYY)
Enter the date for the report to begin with.

Finish Date (DDMMYYYY)
Enter the date for the report to end with.

Stays Range
Narrows report by filtering by minimum number of stays

Group, Singles or All

List statistics for:

¢ all bookings (Default )

e group company bookings

¢ single company (individual) bookings




134

Front Office 10.7.16

Enter Start Company
Enter the company name to begin with (Optional ) .

Enter End Company
Enter the company name to end with (Optional ) .

Enter Start Code
Enter the debtor code of the company to begin with (Optional).

Enter End Code
Enter the debtor code of the company to end with (Optional) .

Revenue is calculated from the room rate as entered in the reservations. If a rate change has

occurred, the rate as at check out will be calculated.

After making your selections, click on the Screen button once and the following report will be displayed
on your screen.

You can sort this report on any of the columns by just clicking once, on the particular column heading. If
you wish to print this report, just click on the Print button once. To exit back to the menu, click the Exit
button once.

2 Company Stats Listing = =
Debtor | Company Mame | Rim Mts | Stays | Awe St | Adult | Child | Accom Hevl ."3\||HE'\.-'| Tatal Disco... |
WOTIF 5 4 1 10 5 E63.64 ¥29.09 0.00
ABC COACHES B 5 1 21 1] 0.00 0.00 0.00
BaMTAS TRAVEL | 4 2 1 5 2345.43 2974.97 0.00
STARFLEET BUSIMNES... 20 15 1 20 I 0.00 0.00 0.00
Total: Accom Rev All Revenue Discount
| 3009.07 |  3704.06 | 0.00 Eint

461
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5.6.3

Marketing Statistics

L Marketing Statistics = =
Date Range
From: |30/10/2013 Start Code |
Until: 1201042073 End Code ==
List
* Area © Source { Segment " Groups ¢ Singles 1+ Al

Hightz/Rooms
= Nights " Rooms  AlReverus { Accommodation

Screen Exit

462

To print or display Marketing Reports, select the 'Marketing Report' button in the Reports, Statistics
menu. This option produces statistical reports in alphabetical order by either Source Code, Area Code or
Market Segment Code, listing company names, reservation numbers, room nights or revenue generated
over the period specified. This can also be filtered by selecting either nights or rooms. The revenue can
also be broken down into either all revenue or accommodation

Start Date (DDMMYYYY)
Enter the date for the calculations to begin with.

Finish Date (DDMMYYYY)
Enter the date for the calculations to end with.

Group, Singles or ALL

e List statistics for:

all bookings (Default )
group bookings

single (individual) bookings

By SRC, AREA OR SEG

e Source: list statistics by Source Code

e Area: list statistics by Area Code

e Segment: list statistics by Market Segment Code

Enter Start Code
Enter the debtor code of the company you wish the report to begin with.

Enter End Code
Enter the debtor code of the company you wish the report to end with.

Night/Rooms
Tick either to determine how the report is formatted.

Revenue
Tick either to determine which figures you want shown in your report.

NOTE: Room revenue is calculated from the room rate as entered in the reservations. If a rate change

has occurred, the rate as at check out will be calculated.

The following report is displayed on the screen. It is broken up into Area, Segment and Source
(depending on which option you selected) selected, with sub totals for each. At the end of the report
there are grand totals for all Areas, Segments and Sources selected.
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You have the option to either view a full report or a summary (sub totals only) of the report. If you select
the summary option the following report will be shown.

If you wish to print either report, just click on the Print button once. To exit back to the menu, click the
Exit button once.

2 Marketing Statistics for AREA = 2
From 30/10/2013 To 30410/2013
Code Mame ACH Fes # Mights Revenue ZMight | *Re
& | ASK GUEST
& | Subtotal 7 1,17200 | 58B.33| 100
A5 |AUSTRALIA
&5 | Subtatal 5 oo 4167 0.
GRAND TOTAL 12 1.172.00
< >
Wiew:
" Fulllist & Summary Prirt

463

5.6.4 Govt Stats

- Accom Quarte.. — 5

Quarter Ending 3041042003

[ Include GST
" Print forecast figure

* Print actual figure

Exit ‘

464

To print Australian Quarterly Suney Report, select the 'AUS Quarterly Survey' menu in the Reports,
Statistics, Govt Stats menu. This option provides a report on

e Room Nights (No. of rooms occupied each night)

Guest Nights (No. of guests each night)

Guest Arrivals (No. of guests who are new arrivals each night) and

Accommodation revenue for each night, for any quarter selected.

Quarter Ending Date (DDMMYYYY)
Enter the last day of the Quarter in (DDMMCCYY) format.

Forecast Figure

Print the forecast figure (accommodation takings is accumulated from the reservation rates).

Print the actual figure (accommodation takings is accumulated from the accommodation transactions).
After making your selections, just click on the Print button once to print the report.

Note: You can tick the box to include the GST figures or leave unticked to exclude GST figures.
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5.7

5.7.1

Guest

i 30/10/13 Starfleet Shift:1 User:SBS (00015) = =
File FrontOffice Back Office | Repots  Debtors Setup Corrunication WserMail Conference POS Tours Cwner Help

LR850 =8« |RE -0 =

Reservation Report
[Z2 Transaction List

Summary E
Statistics E
|$ Guest Accounts
Room 2] Advance Deposit
Charts k Guest Notes
Internet Bockings k| Mail/Ernail List
C/Card Access Log Restaurant
Travel Agent Commission
Frequent Guests
464a
Guest Accounts
= 30/10/13 Starfleet Shift:1  User:SBS (00015) = =

File FrontOffice Back Office Bepods Debtors Setup Communication Userbail Conference BOS Tours Cwner Help

LARQs2BERES @ SEEIECE

Guest Account Reports

H

To print or display Guest Accounts Reports select the 'Guest Accounts' button in the Reports menu.
This module provides six reports namely;

e Guest account balances

¢ In house guest balances

e System Accounts

¢ Front office accounts (all)

e Name and Address list (for all guests or for a selected range of guest name or period of stay)

¢ Returning guest list

e Accounts with no booking

A Guest Balances = 2
Select Report - Guest Account Hange - —Mame Ran
' Guest account balances Start code {DDDDDDD Start name ]

End code  |9999999 Endltamedl

I
" Inhouse guest balances | | ¥ Report on all accounts

[~ Report on checked out guests

" System Accounts [ ] Feport on group master only

Start date

" Front office accaunts (al)| | [ Include zero or credit balance End date

" Mame and Address list & Full list
By guest name
™ Returning guests list " By perind of stay

 Account with ho booking Mirimum stapz | 2

Acc Bal Check Exit

465
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Guest Account Balances

All balances listed are the total amounts outstanding at time the report is printed, including advance
deposits. Deposits on overdue reservations are not listed, howewer, the total of these is included in the
balance.

Advance deposits listed for overdue reservations must be manually reconciled. The accounts
must be checked in and the balance of the account returned to zero by applying a charge
such asroom revenue, or a refund of the deposit. When complete the account must then be
checked out.

In this option you can also print an in-house guest list only. The screen below is displayed when Guest
Account Balances is selected and the Screen button is clicked once. You hawe the choice to enter a
start and end code if you wish, or just select the report all option.

If you wish to print this report, just click on the Print button once. To exit back to the menu, click the
Exit button once.

2 Guest Balances = 12
Account MName Last Act Balance Room | Pt Method| Debtar | A~
0000026 | NICHOLSOM MR JACK 29/10/2013 41.00| 25 |CASH
0000209 | TAYLOR MR TOM anA0/20m3 100.00- CASH
0000347 | FLIMSTOME Ak FRED & WLk 3041042013 B20.00 | 21 AbER
0000550 | REYMOLDS MR DaVID 26/10/2013 B00.00-
0000558 | CARTWRIGHT MRS LINDA, 3040/2013 55.00-| 07
0000559 | JACKSON MR KEVIN 30410/2013 93000 | 28 |CHG BACK |Q&N
0000561 | HOGAN MR MICK anMo0s2013 2900 | 18
0000562 | BURMLEY CAR CLUB AGM 2013 anA0/20m3 100.00
0000564 | HARRISOM MS HELEN anA0s2m3 100.00 | 04 |WISA/MC
Total Advance D epozits E00.00-
MNETT Guest Ledger 1.726.00
v
Print Exit
466
In House

Select the In-house guest balances option, then whether to include zero or credit balances, followed by
clicking the Screen button once. The report below will be displayed. Click Print to print this report, or
Exit to return to the menu.

oL Inhouse Guest Balances =
Guest Acc Guest Name Lazt Act Acc Bal Room # Room Bal Pt Method Debtor
0000553 JACKSOM MR KEVIMN 3041043 930.00 28 930.00 CHG BACK [RE]
0000347 FLINSTOME M/M FRED & \WILMA 3041013 g20.00 21 £20.00 AMEX
0000026 MWICHOLSOM MR JACK 2341013 41.00 28 41.00 CASH
0000561 HOGAM MR MICK 304013 2300 18 23.00
0000564 HARRISOM MS HELEN 301043 101.00 04 101.00 WISAMC
TOTAL 1.781.00
< >
Dizplay Tranzactions Filt

467
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System Accounts
Selecting the option for System Accounts will display all these accounts.

22 System Accounts =
Account Mame Last Act Balance Room | Pt Method|  Debtor
0000442 | =GIFT YOUCHERS* 23/0/2010 200.00- CasH
00a0s7 | =GIFT YOUCHERS = 3010/2013 200.00- CaSH
Tatal System Accounts 400.00-

Exit

467a

Front Office Account Balances
This report list the balances of all in-house guests by account number, Name, balances, room numbers,
payment methods. Click Print to print this report, or Exit to return to the menu.

3 Front Office Accounts (all) =. 1=
Account Mame Last Act Balance Room | Prat Method|  Debtor |~
0000026 | MICHOLSOM MR JACK 231042013 4100 | 25 |CASH
0000209 | TAYLOR kA TOM 301072013 100.00- CasH
0000347 | FLIMSTONE M/t FRED & WiLMA 30A10/2013 E2000 | 21 |[&MEx
0000442 | *GIFT YOUCHERS* 23/0/2010 200.00- CasH
0000550 | REYMOLDS MR DAYID 261072013 £00.00-
0000553 | CARTWRIGHT MRS LINDA 30104203 BE.00-| 07
0000553 | JACKSOM MR KEVIM 3041042013 990,00 | 28 |CHG BACK |0AM
0000561 |HOGAM MR MICK 3041042013 2300 18
0000562 | BURMLEY CAR CLUB AGHM 2013 3041072013 100.00
0000564 | HARRISON MS HELEN 30A10/2013 101.00 | 04 [WIS&MC
0000571 | *GIFT YOUCHERS* 301042013 200.00- CaSH
e S E— W
Erint E st

468
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Names and Address List

The guest names & address report can be printed in full or part. If you are printing a part listing, the
system will ask for a range of names (ie: starting surname, and ending surname) or a period (ie: starting
date, and ending date during which the guest was in-house). Click Print to print this report, or Exit to
return to the menu.

= Guests Names & Addresses =l

Acco... | Name | Address 1 | Address 2 | Suburb | State | F/Code | Pho A
0000M 2 GREEM MR TOM 12FRED STREET ABBEWWOOD oLD 4813 07
00003 FORD MR HARRISON 28 COALSTREET MWEWCASTLE MSWw 2300 958
0o0oai4 JOMES MR TOM Z3BENDIGO STREET ... RICHMOMD I P b | 03
0a00Mes HUNTER MR DavID 123 MAIN AVE BACCHUS MARSH ... WIC 3340

0000 E EDMWARD JOHM 1 MEW 5T R SA G360

0000 ¥ KIDMAN M3 WICOLE BEMDIGO STREET RICHMOMD YIC 3A

0o0ooe CRUISE MR TOM 145 GREEM ELWD JIGGI MESWw 2480

0o0o0m e JACKSOM MR 1'wialkD STREET YITTORIA i G230

0000020 DOUGLAS MR M 24 DREAM DRIVE 2 DACEYWILLE MSw 2032

0000021 SMITH MRS JULIE 456 FOLDER STREET .. FAARIMEBA WIC 3635

0000022 FLINSTOME MR FRED 24 BEDROCK ROAD FAILFORD MNSw 2430

0000023 BLACK M5 SHAROM 4 THE BLUFF ROAD KATENA TAS 720

0000024 JOMES M5 ANNIE 234 DELL STREET ; LABRADOR P P L e |

0000025 KEMMEDY MR STEVE 1600 OCEAN GROVE . SURFERS PARADIL. QLD 4217

0000026 MICHOLSOM MR JACK, 207 MELROSE AVE wADDAMANA TAS 7030

0000027 AMDERSOM MRS MEIL 11 Swial 5T RICHMOWND WIC 3 [03]
0000031 TaYLOR MRS ROB 1 BEVERLY RD ABERCORM L GLD 4B27

0000022 MARTIN MR/S STEVE 123 FUNT ROAD RICHMOMND P I 0ag,
NANNNT: PARKER ME EETER 0 ERIME B disy Ak E MTus  TRE

< >

FPrint
469

Returning Guest List
The screen below is displayed when Returning Guests List option is selected, Minimum Stays has a
figure (ie 2) entered and click on the Screen button once. Click Print to print this report, or Exit to return

to the menu.

4 Return Names & Address =. 2 2

| address 1 | Address 2 | Subub | State | P/Code | Phone [#s. |
F HARRISON ~ Z5COALSTREET NEWCASTLE . NSW Zi00  SEeRENd47 .. 3
D JOHN 1MEW 5T NAIN S4 5360 2
MS MICOLE BENDIGO STREET RICHMOND U by z
N MR b 1WACKD STREET .. YITTORIA L WA B230 3
RS JULIE 456 FOLDER STREET ... KasRIMEA, . VI 363 2
NE MR FRED 34 BEDROCK ROAD FAILFORD NSW 2430 P
5 SHARON 4 THE BLUFF ROAD KAYEMA, TAS 7270 5
MR FETER 8 SPIDER waY SACKVILLE NSW 2756 2
00D MR CLINT B0 HARRY 5T WEDGEFIELD Wb E721 B
5 JEMIFER 57 MAMHATTAN CRE... MACARTHLR ACT 2904 z
E M5 KYLIE 120 M&IM STREET BRISBANE GLD 4000 1800897 3. 4
F FETER Z3BAILEY 5T ARANGA WHA 300 3
MR S 1 TABLET STREET .. MUMMEL NSw 2590 2
¥ MR A, 1 HOPELESS STREET... WANNIASSA, . ACT 2903 2
MR D 5WINNER STREET ... ADELAIDE .54 5000 4
NMS C .. 1WERYFAST STREE... JATK RIVER o WD 37 2
sL o 23 SWIMMER ROAD ... GOLD COASTMC .. GLD 9726 z
51 . MWESTCOAST ROA... BA4NDEE Wb B412 2

AR T - W

£ >
Print
470
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Accounts with no booking
This shows a list of accounts which have no bookings. This report includes the account number, hames,
address and phone number.

Click Print to print this report, or Exit to return to the menu.

- Guests Account With No Booking =
Acco... | Mame | Address 1 | Address 2 | Suburb | State | P/Code | Phone | #S.. A
000002 GREEM MR TOM 12FRED STREET ABBEYWOOD QLD 4813 07 98564 2.

Q000014 JOMES MR TOM ZABEMDIGO STREET .. RICHMOND LMD :A 3942293,

Q00005 HUMTER MR DAYID 123 MAIN AVE BACCHUS MARSH .. wIC 3340

0000012 CRUISE MR TOM 145 GREEM ELVD JIGEI HEW 2430 1

0000020 DOUGLAS MR M 34 DREAM DRIVE DACETWILLE MSw 2032 1

0000024 JOMES M5 ANMIE 234 DELL STREET LABRADOR oL 425 1

Q000031 TAYLOR MRS ROB 1BEVERLY RD ABERCORM aLo 4e27 1

0000032 MARTIM MRSS STEVE 123 FUNT ROAD RICHMOMD YIC 31 03 3887 76... 1

Q000036 FORD MR HARRISON 99.JOMES 5T ILELEY QLD 4554 1

Q000040 POMTIMG M5 R 5/6WINNERS ROAD wWaNDERING Wi £30a

0000042 GILCHRIST MR A 2WINNER STREET PERTH e WA £000

0000045 THORPE MA | 256 WET ROAD = FLAGSTAFF GULLY..  Tas 7015

0000048 MATHEWS MR L 1 GREATEST PLAYER.. H&WTHORN WD 322

0000051 KEMMEDY M5 . JFUMNNY STREET WEITCH SA 532 1

0000056 HEWITT MR MIKE 345 GREEN COURT CABARITA WEw 2137

0000057 RAFTER MR PAT 29 FLINDERS LAME FAIRBANE LMD 398

Q000061 LUTHOR MR LE< 2 CARMAYON 2VE SADLIERS CROSSL. QLD 4305

Q000082 SOMMER MS SUSAM 23 ROSE ST RAEY BAY oL 4E3 &

ANAANES PEES bR B % FE i BT ELAS1 Ab) KIEh)  27OR

< >
Frirt

Account Balance Check

The Account Balance Check button located in the bottom right of the screen below will cross reference

all room transactions on Guests accounts with the Guest account balance.

2 Guest Balances ==
Select Report Guest Account Range
* Guest account balances Start code  |0000000 Start name |
End code  |9333393 I
End name |
" Inhouse guest balances | | W Report an all accounts
[~ Report on checked out quests
" System Accounts ™ Report on group master anly
Start date
: . End date
" Front office accounts fall)| | [ Include zero or credit balance
7 Mame and Address list & Full list
" By guest name
" Returring guests list " By period of stay
l Account Balance Check Completed |
7 Account with no booking Minimum stays | 0 e o |

471

471a
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5.7.2 Advance Deposits

To print or display Advance Deposit information, select the deposit report you require. Deposits Held,
Deposits Outstanding or Payment plan Dep due.

The first is a list of deposits held in the system, the second is a deposit outstanding report, which
produces a list of guests with a particular arrival date, listing the following items:

e guest's nhame and account number

e date the booking was made

e part payment due by date (14 days after booking date)

e full payment due by date (30 days prior to arrival)

e deposit amount paid to date.

L Advance Deposits = =

Select report

Enter arrival date
Enter end date

" Deposits held

™ Deposits outstanding

" Paymert plan Dep dus

Exit

472

And the third is a payment plan report, displaying guests that have a payment due between the date
range selected.

Select the report you want by clicking on the appropriate option button and then clicking on the Screen
button once.

Advance Deposits Held

This report lists all advance deposits for Guest's that are not ‘checked in'. Advance deposits are attached
to individual resenvations, therefore, if a reservation is still shown as 'not arrived', it will be listed on this
report, including overdue bookings. Click on the 'Deposit held' option then click the Screen button and
the following screen is displayed

2 Security Deposits Held = =
Acc Guest hame Reserv # | Tranz | Amount Date ent Arival Src | Conf
0000550| REYNOLDS MR D&vID 0000577 | ADY 600.00-| 26/10/2013 | 30A10/2013 | A
0000085 | REDMOND MR ALAM 0000598 | ADY 210.00-| 30410/2M3 | 0112013 | A
0000137 | FIRST MR D 0000539|  ADY 190.00- 30/10/20013 | 0112013 | A
Tatal 1.000.00- Tatal Unreconciled 0.00 Pritt Exit
473
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Advance deposits listed for overdue reservations must be manually reconciled. The accounts must be
checked in and the balance of the account returned to zero by applying a charge such as room revenue,
or a refund of the deposit. When complete the account must then be checked out.

To print the report click on the Print button or click Exit to go back to the first screen.

Deposits Outstanding
This report will display all guests arriving on the selected day. The 'Deposit by’ date is 14 days after the
booking date and 'All by' date is calculated to be 30 days prior to arrival.

Arrival Date
Enter the date of arrival to report on, in DDMMYYYY format.
Click on the Screen button and the following screen is displayed.

<X Security Deposits Outstanding ==
Acc i Guest name Res # Bk date Deposit by All by Aariveal Rate | TotDepPd
0000550 | REYMOLDS MR DavID 0000577 3041042013 | 1341/2013 [ 13A41/2013 | 301072013 | 200.00 E00.00
0000551 | STARFLEET 0000573| 261042013 | 0941142013 | 09/11/2013 | 301072013 0.00 0.00
0000552 | BURMNS MR GEORGE 0000573 3041042013 | 13411/2013 [ 134172013 | 3041072013 | 130.00 0.00
0000553 | SIMPSOM MR HOMER 0000580| 3041042013 | 13411/2013 [ 134172013 | 3041042013 | 130.00 0.00
0000554 | SEYWALKER MR LUKE 0000581 | 30A1042013 | 13A41/2013 (13412013 | 301072013 | 130.00 0.00
0000555|HOOD MR ROBIN 0000582 | 3041042013 | 1341142013 [ 13A1/2013 | 301042013 | 130.00 0.00
0000556 | TUCK. . FRIAR 0000583| 3041042013 | 13411/2013 [ 134172013 | 3041072013 | 130.00 0.00
0000071 7 | KIDMAN M5 MICOLE 0000584 | 3041042013 | 13411/2013 [ 134172013 | 30A10/2013 | 220,00 0.00
Frint | E it
474

To print report click on the Print button or click Exit to go back to the first screen.

Payment Plan

Start Date

Enter the start date of the report in DDMMYYYY format.

End Date

Enter the end date of the report in DDMMYYYY format.

Click on the Screen button and the following screen is displayed

To print report click on the Print button or click Exit to go back to the first screen.

57.3 Guest Notes

This option provides a report on notes for a particular guest or on notes diarised for a particular date.
To print notes select either

¢ By Account # (this option prints notes just for a particular account or for all accounts) or

¢ By Diary Date (this option prints notes diarised for a particular day or range of dates)

To print, click on the Print button once and to return back to the menu, click the Exit button once.
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5.7.4

L3

Guest Motes

- o

Aoc #

Resers #

Mame Arival

Depart

Mate

0000564

0000596

HARRISOM 30100203

mA1/20m3

Guests departing early Fridap Ak,

Wil finalize account Thursday P

71 GuestNotes — & <

Dizplay

" ByAccount # By Diary Date

" By amival " Inhouse
ek Bt o
From: 'm
Urti: [3010/2012

Exit |

475

Mailing List

Exit

476

To print the mailing list, got to Reports -> Guest -> Mailing List. Names and addresses are printed to
your hard disk in comma delimited ASCII (plain text) file. Stored in 'MRLABEL.TXT ' file in the \Fsc\Data

directory.

addresses can be selected by

To print the list to address labels use the Mail Merge option in Microsoft Word. The names and

¢ arrival dates
e postcodes
® sources
® areas
® segments
® group
® singles
e account status. The address labels can also be printed in order of postcode.
o Mail/Email List =t
I Startdate [ Erddate [
r -
Select by Postcode ™ Start Posteode l— End Fostcode l—
Select by Source I Enter Saurce l_ l_l_l_l_l_l_l_
Select by Area I Enter Area l— l— l— l—l— l—l— l—
Select by Segment ™ Enter Seament l— l— l— l—l— l—l— l—
Segment to exclude || Exclude Seq l— l— l— l—l— l—l— l—
Source to exclude [ Exclude Src l— l— l— l— l— l—l— l—
Include Company name [
Blank Address [
Print in Postcode order [
Allow Mo Postcode [
" Groups " Singles IO | [T Include contact narme for Graup [
Exclude account status
[~ Bad [ Exelude [ Mamal [ WIP [ Staff [ Restaurant [ Contact
Account selection
v Guests/Groups [ Confersnce CSW file on Disk E st
477

© 1983 - 2015 Starfleet Business Solutions

E & O E Subject to change w ithout notice.



Reports 145

Select by Arrival Date (Y/N)
Select guests by their arrival date. You can enter two separate date ranges.

Start Date (DDMMCCYY)
Enter the start arrival date in DDMMCCYY.

End Date (DDMMCCYY)
Enter the end arrival date in DDMMCCYY.

Select by Postcode
Select guests by postcode and then enter the postcode range.

Start Postcode
Enter a postcode to start with.

End Postcode
Enter a postcode number to end with.

Select by Source
Select guests by their sources of booking and there is the option of up to 8 different sources.

Select by Area
Select guests by their areas of bookings and there is the option of up to 8 different areas.

Select by Segment
Select guests by their booking segments and there is the option of up to 8 different segments.

Select Segment to exclude
Exclude guests by their booking segments and there is the option of up to 8 different segments.

Source to Exclude
Exclude guests by their booking source and there is the option of up to 8 different sources.

Include Blank Address
Yes, include accounts that do not have a complete address. If needing the list for email address's this
must be selected as there may be guest accounts with only an email address.

Group, Singles or All

Include booking for

e group only

¢ single only or

e all.

If you select Groups or Single, the system will also ask whether you want to include group member
addresses or not.

Include Contact Name for Group
Yes, include the contact name for a group account.

Exclude Accounts
Select the accounts status that you do not want to send mail to.




146 Front Office 10.7.16
575 Restaurant
X RestaurantReport - ©

* Breakfast ™ Lunch (™ Dinner

Start Date: |30M10/2013
End Date: |30/10/2013

Exit |

478

From the Report ,Guest menu, click on Restaurant. The above screen will be displayed. You can
choose between breakfast or dinner; and the start and end dates for the report. Click on display.

This will bring up a detailed report detailing guest name, room number, account number, date, which
package or woucher the guest has — with a description and the number of people broken down into
adults, children and infants. Once displayed on the screen click on Print for a hard copy.
This displays bookings for the restaurant for either breakfast or dinner for a specified day.

This report will only display the correct numbers if a package code on the guest reservation
has a breakfast, lunch or dinner included. Or if in the guest extras there is a breakfast, lunch
or dinner code entered.

The following screen is a Breakfast report. The Lunch, Dinner report is the same.

X Restaurant Report = =
BREAKFAST REPORT FOR: 30/102013 - 30/10{2013
Date | AL H | Res # | Mame | Yaucher | Pkg | Pkg Desc

3041042013 0000552 0000579 BURMS, MR GEORGE Com COMFEREMCE PAC...

0000553 0000580 SIMPSOM. MR HOMER COM COMFEREMLCE PaLC...

000054 0000521 SKYWALKER, MR LUKE CoM COMFEREMCE PALC...

0oQosss 0000582 HOOD. MR ROEBIN COM COMFEREMLCE PALC...

0000856 0000583 TUCK, . FRIAR CoM COMFEREMCE PAC...

0o0oss0 0000577 REYMOLDS. MRB D&WID . BE1 BED & BREAKFAST...

o0ooot? - 0000524 KIDMAM, MS WICOLE BE4 BED & BREAKFAST...

SUBTOTAL

< >

Grand Total  Adults: 3 Children: i] Infants: 1] Print Exit
479
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5.7.6 Travel Agent Commission

Select the Reports, Guest menu, then clicking on the Travel Agent Commission. The diagram below will

be displayed.

Report Details

Enter Start Date:

Enter Start Code

Enter End Code:

Screen I

Enter End Diate:  |30/70/2072

I3W'I 042013
l—

—
ez

Exit

479a

Enter the start date, end date, start code and end codes for the travel agents list. Click the screen

button.

You will then get a detailed report of Travel agents code & name, guest name, arrival & departure dates,
commission due & paid & balance due. The report below is a sample of travel agent commission report.
Click on the Print button to print, or Exit to return to the previous screen.

Agent Code

Agent Hame

Guest Mame

Arival

Departure

Comm Due

Comm Paid | 3alance Due

479
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5.7.7 Frequent Guests

Arival D ate: ISDﬂ 042m3

Frequency: |3_

479c

This report will display arriving guests who have previously stayed a number of times. Enter the Arrival
Date and the minimum number of stays.

Acch | ResH | Guest Mame | Arrival | Departure | Total Stays
| | |

| Motes
0000017 0000584 WS MICOLE FIDMAN 3041042013 03114203 3

479d

=
- v v

-

480

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.



Reports

5.8.1

Room Sales

2 Room Sales Performance =

o N

& Motel

Budget |

Enter starting period for this financial year:

/074203

— Roam type classification
" Backpacker

" Conference

Exit

From the Report menu select Room then Room Sales and the window above will be displayed. Enter
the report starting month, then click on the room type classification by clicking either Motel, Backpacker
or Conference. Click on Budget and you can input the figures for the budgets for both motel and
backpacker rooms if both applicable for last, current and next financial years. Click on continue and this
will put the budget figures against the actual figures for the periods and give you the variance amounts

481a

whether they be positive or negative. Selecting Continue will display the following report.

4 Room Sales Performance (in room nights) = =2
PERFORMAMCE TO BUDGET - Room Sales (in room nightz) July 2013 to June 2014
Jul Aug Sep Oct Naw Dec Jan Feb I ar Apr ey Jun
Last r'ear Budgst 12413 0 1] 0 0 0 ] 0 0 0 1] 0 0
Last rear 0 ] 0 40 0 1] 3 4 0 ] 0 0
Last vear Dollars 0 1] 0| 12080 0 0 6170 550 0 1] 0 0
Budaget 13/14 0 1] 0 0 0 ] 0 0 0 1] 0 0
Booked 41 55 28 0 0 0 1] 0 0
Allatted 0 429 434 434 382 434 420 434 420
TOTAL 41 484 462 434 352 434 420 434 420
Actual 13/14 0 ] 0
“Wariance to budget 0 1] 0 41 484 462 434 352 434 420 434 420
Last vear [5L0S5) 2.22 206 1.00
Booked [4L05) 2.56 4.58 28.00
Actual [LOS)
] ; * ALOS = Average length of stay
ROOM SALES: Last Financial Year 1] Actual * Dipllar amaunts shown are approsimate
Curient Financial ¥'ear a Budget
Mest Financial Year 1] Budget Brirt ‘ Exit

This is the report displayed when the budget button is selected.

T

Room Sales - Budget Figures

o N

Backpacker Room ] Conference Foom ]
Number of room nights sold each month
Last Financial Year This Financial Year Mext Financial Year
Month 1 [ | [ ]
Month 2 [ [ [ ]
Month 3 \ [ [ ]
Month 4 \ [ [ ]
Month 5 \ [ [ ]
Month 6 \ | [ ]
Month 7 \ [ [ ]
Month 8 \ [ [ ]
Month 9 \ [ [ ]
Month 10 \ [ [ ]
Manth 11 \ [ [ ]
Month 12 \ [ [ ]
Frirt | Save ‘ E xit

481b

149
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5.8.1.1 Average Length of Stay

Average Length of Stay (ALOS) is displayed in the Room Sales| 4 Sales Report. The figures will display
Last Year, Booked and Actual.

58.2 Room Revenue

T Room Revenue = =

Room Revenue For The Lazt 12 Months

Enter Manth Ending

September | |2013
Starting Room #:

Firizhing Room #: | 2222

LCantinue | E xit ‘

482

From the Report menu select Room then Room Revenue and the window abowve will be displayed.
Enter the report ending month, then enter the Starting Room number and Finishing Room number. Click
the Continue Button and this will display the following screen. Click on the Print Button for a hard copy.

2 Room Revenue = =
Foom Sep 2003 Aug 2013 Jul 2013 Jun 2013 tay 2013 Apr 2013 Mar 2013 Feb 2013 Jan 2003 |~
m 0.00 0.00 0.oo0 0.oo 0.00 0.00 0.00 90.00 180.00
nz2 0.00 0.00 n.oo n.oo 0.00 0.00 0.00 n.oo 140,00
03 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 0.00
04 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 130,00
[1L3] 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 140,00
06 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 140,00
o7 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 140.00
1] 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 0.00
n9 0.00 0.00 n.oo n.oo 0.00 0.00 0.00 n.oo 0.00
10 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 320,00
1 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 140,00
12 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 0.00
13 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 32000
14 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 90.00 30.00
15 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 0.00
16 0.00 0.00 n.oo n.oo 0.00 0.00 0.00 n.oo 0.00
17 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 0.00
18 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 100.00 £80.00
19 0.00 0.00 n.ao n.ao 0.00 0.00 0.00 n.ao 0.00
20 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 0.00
21 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 0.00
22 0.00 0.00 0.oo 0.oo0 0.00 0.00 0.00 0.oo 0.00
e nnn nnn nnn nnn nnn nnn nnn N ann Q10 nn i
< >

FPrrint

483
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5.8.3 Room Yield Summary

This Report will provide Room Yield for the date range selected.

7t Room Yield Summary - ©

Start Date: |01/11/2013
Endt D ate: 130.:"11.:"2013

Exit
403
Select your date range and Continue.
e Room Yield Summary = 1=
Date Avail Avail Out of Outof | Occup | Occup | Occup | Total Accom | Accom Accom Accam j
Rooms % Order | Order % | Fooms P, % Rev Fev/ Occ | Rev/ Avail | FRew/ Pax
0141142013 12 42.80 1 350 15 18 5350 1.462.00 97.47 121.83 a1.22
02/41/2013 13 46.40 1 350 14 16 R0.00 1.302.00 93.00 100,15 81.38
03/11/2013 20 71.40 1] 0.oo 8 g 2850 790.00 98.75 3950 av.7a
04/11/2013 27 96.40 1] 0.on 1 1 380 80.00 80.00 296 80.00
05/11/2013 27 96,40 a 0.o0 1 1 380 80.00 80.00 296 20.00
06/11/2013 27 96.40 I 0.oo 1 1 350 80.00 80.00 296 80.00
07/411/2013 27 96,40 a 000 1 1 380 80.00 80.00 296 20,00
08/11/2013 27 96.40 1] 0.on 1 1 350 80.00 80.00 296 80.00
09/11/2013 27 96.40 1] 0.oo 1 1 350 80.00 80.00 296 80.00
1041172013 27 96,40 a 0.o0 1 1 380 80.00 80.00 296 20.00
1141172013 27 96.40 1] 0.oo 1 1 350 80.00 80.00 296 80.00
1241/2013 27 96,40 a 0.o0 1 1 380 80.00 80.00 296 20.00
13411/2013 27 96.40 1] 0.on 1 1 350 80.00 80.00 296 80.00
1441172013 27 96.40 I 0.oo 1 1 350 80.00 80.00 296 80.00
15/411/2013 27 96,40 a 0.a0 1 1 380 80.00 80.00 296 20.00
16/11/2013 & 96.40 1] 0.oo 1 1 350 80.00 80.00 296 80.00
1741/2013 27 96,40 a 0.o0 1 1 380 80.00 80.00 296 20.00
18/11/2013 27 96.40 I 000 1 1 350 80.00 80.00 296 80.00 L]
FBrrint

404
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5.8.4 Rate Sales

Room Rate Sales Report will display the revenue of all or selected Room Rate, Package or Repetitive
Package code. If no code is entered then ALL codes will display on the report.

* Rate Sale: Report " Package Sales Report

— Code Range

Starting Code: ||

Finizhing Code:

— Booking Amival Period

Start D ate: I3EI;’1EI;’2EI12
End Date: |30H1DH2D13

405

This report will display the total bookings, nhumber of day use, total pax, total nights booked and total
revenue.

| Total Bkgs | #Day Use | Totaldduls | Total Child | Total Bkg Mights | Total Revenue |

5 400.00

5 .00

2 350.00

€3 £,600.00

§ 2,130.00

12 3,580.00

SUITEZ 10 1,340.00

406
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5.9 Charts

This will display your Revenue and Occupancy in a chart view.

59.1 Revenue

From Reports select Charts->Revenue. Enter the start date of the report you require, select Continue on
the following screen.

<% Revenue summary — =

Select start date: 002013

483a

The following report can then be viewed showing the Revenue in a chart form.
&2 Starfleet - Revenue Summary =

Starfleet - Revenue Summary 01/06/2013 - 07/12/2013

Report date: 6/02/2014 4:03 PM

10000

9000

8000

7000

6000

5000

4000

3000

2000

1000

4 21 14 21

21 21 21 4 21

281 7
Dec2013

1 7 1 281 7 28 1 7 1 28 1 7 1 281 7 28 1 7 1
Jun 2013 Jul 2013 Aug 2013 Sep 2013 Oct 2013 Nov 2013

483b

Export Completed

[ I Output file is: \Fsc\Data\RevExp20140206.C5V

This information can also be exported to a .CSV file by ticking the Export to CSV file box. A prompt will
appear showing you the where to access this file in the data.
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5.9.2 Occupancy

From Reports select Charts->Occupancy. Enter the start date of the report you require, select Continue
on the following screen.

7} Occupancy summ... — &

Select start date; | 20/01,/2014

[ Ewport to TS5V file

LCantinug ‘

483d
The following report can then be viewed showing the Revenue in a chart form.

2 Starfleet - Occupancy Summary = =

Starfleet - Occupancy Summary 01/06/2013 - 06/12/2013

Report date: 6/02/2014 4:06 PM
100

90

80

70

60

50

40

30

20

1 7 14 pal 281 7 14 21 28 1 7 14 21 28 1 7 14 21 281 7 14 21 28 1 7 14 21 281
Jun 2013 Jul 2013 Aug 2013 Sep 2013 Oct 2013 Nov 2013 Dec 2013

[ Pt ]
483e

This information can also be exported to a .CSV file by ticking the Export to CSV file box. A prompt will
appear showing you the where to access this file in the data.

Export Completed

io:l Output file is: \Fsc\Data\ OCCEXP30102013.C5V

483f
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5.10

5.10.1

5.10.2

5.11

Internet Bookings

If using the Starfleet channel Manager link these reports will be used.
Received

From the Report menu select Internet Bookings then Received then on the booking engine ie. through
STAAH Channel Manager. The following window will be displayed.

In this window we are able to select the report by either Reference Number, Guest Surname, Booking
Date.

2 Resonline Web Bkg Report =: 42

Start Rel. Mo:
End Ref. No:

" Guest Surname

" Booking Date

Lontinue ‘ E xit |

484
Warning

From the Report menu select Internet Bookings then Warning then select the booking engine name.
If there are any Internet Bookings that could not be inputted directly into Starfleet then they will display in
this Error Report. This may be caused by loss of Internet connection at the time the booking was made.

C/Card Access log

Select the date range then Screen. This report when generated will display the Date, Time, User initial,
User ID, User name and Card name of all credit cards that have been accessed in the date range.

# | Credit Card Access =

Date Range

From: |01/10/2013

Until: |30/10/2013

E it ‘
484d
This report can be printed.
L Credit Card Access Report - 0
Date Time User No. | User Initial User Name Card Name |
D5/03/2014 |10:00:41 15 SBS Starflest FRED & WILMA FLINSTONE

484e
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6 Debtors

- 30/10/13 Starfleet Shift1 User:SBS (00015) = C

File FrontOffice Back Ofice Beports | Debtorz  Setup Communication Userbaill Conference POS Tours Dwner Help

AR BE L I EAE &1 e E

Commission Report

File List

Trial Balance
Sales Report
Statement Print
Month End

Travel Agent Information

Import Debtor Transaction

485
Click on the respective sub menu on the diagram for more information.

6.1 Debtor Information

~ 30/10/13 Starfleet Shift:1 UserSBS (00015) - o IEM

File FrontOffice Back Office Bepors Debtors Setup Communication UserMail Conference BPOS Tours Dwner Help

iHesBabbblx@ <« RE<we U0
' Debter Infarmation|

1 i
=
e

K

The Debtor information is accessed by clicking on the Debtor Information button once, in the
Accounts menu or the quick launch icon as above. The window below is displayed.

2 Debtor Information = g

Code Mame Address1 Address2 Suburb State Post ..

ABC ABC ELECTRICAL 23BEMNDIGO STREET RICHMOMD WIC 1 by

AP AaROM FLUMEING 123 PUNT ROAD RICHMOMD WIC A

CHA CHAMMEL MIMNE

HOME HOME HARDWARE PTY L. |11 SWwAN 5T RICHMOMD WIC A

Qan QANTAS TRAVEL LEVEL 1 290 QUEEM STREET MELBOURME WIC 3000

RESON RESOMLINE

STaR STAR 3 RICHMOMD

WIRG VIRGIM AIRLIMES 120 MAIN STREET BRISBAME GLD 4000

WEBBOOK  |WEBEBOOKING

WOTIF WOTIF

26! ZC CASH ACCOUNT OMLY

1 | i

Clear Old Debtors | Add MNew | Papments | LCharges | Beconcile | E it |

This displays the list of debtors with their address. This menu enables user to add a new debtor, post
payments, charges, reconcile accounts. Click on the corresponding button in the diagram abowve for more
information on the buttons.
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6.1.1 Add New

To access this window select the Accounts menu ->Debtor Information ->Add new. The window below
will be displayed.

] Debtor Information = =
Debtor Code: ’|7 Caormment: |
Debtor Name: | Contact S ales: |
Address1: | Contact Account: |
Addiess2: | Disabled ™ agn:[
Country: - Mo Charge Back [
Suburb: | J Credit Limit: l— Statement Type: |— I—
State / Region: ’7 Past Code: l— J E-ail: |
Phore: | Fax: | Commission: | ﬂ Tupe: | ﬂ
Account Balance: ’7 % Sales - MTD: Ii Created On: li
Lt Mth Balance: '7 ST Ii
Current Manth: ,7 -LvR: li
30 Days: ’7 4§ Costs - MTD: Ii
B0Daps [ st
aoeDavs [ TEER
Last Invaoice: li Last Payment: li li
Print | Mew | Delete | | Tran | Hist | Motes | Exit |

Customer Code

488

Enter the Debtor code for the new client. (maximum 8 alphanumeric characters). Keep the code as short
and descriptive as possible. If you make the code an abbreviation of the Debtor name, then all the
Debtors will effectively be in name sequence. e.g. STAR or STARFLEET. Enter all the details then click
on the sawe button.

i

o N

Debtor Information =

Drebtor Code: |STAR

Debtor Name: [STARFLEET BUSINESS SOLUTIONS
Address1: [P.0. BOX 6143
Address2:
Country: |AUSTRALLA -
Suburt: [RICHMOND
VIC

Comment: |

Contact 5 ales: |

Cortact Account: |
Disabled I
Mo Charge Back [
J Credit Limit: l— Statement Type: |T lm
Post Code: ’W J

Faw: [+51 2 56400445

Account Balance: 11960.00

ABN:

State / Region: E-tail |sales@starfleet-softwale.com. au

Commission: | 0.00% ~| Type: [CORPORATE |

$ Sales - MTD: Created On: | 010122010

Phone: |+61 3 9428 4333

LstMth Balance: [ 11860.00 -TD: 20508.50
Current Manth: ’W -LvR: Ii
30 Days: ’W 4 Costs - MTD: Ii
B0Days | 3960.00 ~ro
soeDavs [ B
Lagt Invoice: lm Last Payment: M liﬂﬂﬂ
Print | Mew | Delete | Save Tran | Hist | MHotes | Exit

489
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Name
Enter the full name of the client. (maximum 30 alpha numeric characters)
E.g. Starfleet Business Solutions

Street
Enter the street number and name. (maximum 30 alphanumeric characters)

Suburb
Enter the suburb name. (maximum 25 alphanumeric characters)

State/Region
Enter the state name. (maximum 12 alphanumeric characters)

Post Code
Enter the post code. (maximum 6 alphanumeric characters)

Phone
Enter a phone number or <tab> to leave blank. (maximum 30 alphanumeric characters)

Fax
Enter a fax number or < tab > to leave blank. (maximum 30 alphanumeric characters)

Comment
Enter a comment or < tab > to leave blank. (maximum 30 alphanumeric characters)

Contact
Enter a contact name or < tab > to leave blank. (maximum 20 alphanumeric characters)

Disabled
Select the tick box to disable the debtor. This debtor code will not be able to be selected from the drop
down box of debtor codes for a guest account.

No Charge Back
Select this tick box if the debtor is not to have any charges back to the account from the Front Office.

ABN Number
Enter the clients ABN number or < tab > to leave blank. (maximum 15 alphanumeric characters)

Credit Limit
Enter the clients credit limit or < tab > to leave blank. (maximum 8 numeric characters)

STMNT PRT TYP

Enter one of the following statement print types.

e 0 = Full Statement Print (prints ALL transactions)

o1 Part Statement Print (prints outstanding transactions ONLY)
o 2 No Statements Printed (prints NO statement!)

Generally, the part statement print is recommended.

Commission
Select the commission amount to apply to the debtors reservations. If there are no amounts to select
from refer to Setup -> Pay Types/Discounts -> Discounts| 7 to setup.

E-mail
Enter the clients e-mail address or < tab > to leave blank. (maximum 30 alphanumeric characters)

Type
In setup, you can enter a number of different types of debtors. This allows you to group certain debtors
together for reports or mailing lists.(eg travel agents,schools, social clubs, etc) Once the fields have
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6.1.2

been entered, click on the Save button once. All the fields will be cleared, and you can enter the next
client Click the Exit button once to exit maintenance.

Payments

You can also pay and reconcile in the payments screen which is shown below. To access this select the
debtor from the debtor list in the debtor information screen. Then click on the Payments button at the
bottom of the screen. Enter the payment amount (this is the amount you have actually received in
money), <tab> to the next field and a receipt number will be generated automatically by the system.

2 Payments Entry - 0
Custamer: ‘QAN |QANTAS TRAVEL Last Invoice: |30410/201)  Last Payment: (3041042013
Balance Current 30 Days B0 Days 90 Davs 120+ Days 2,023.00-

[ 144300 | noo | 548.00 | 801.00 | 000 | 0.00

Amourt; | 801.00- Receipt | 28 Pay Type: [DIRECT CREDIT - Comment:

Date Fefno “oucher Irve &mt | Inve Comm | MNettlne | P Amt Paid | Comm Paid| DiscApp | Tot Paid D escription
v
31/01/13 | 0000570 | 720.00 -72.00 64800 [ 0.00 0.00 0.00 0.00| DUCK 2
30410413 | 0000587 | 02367 asooo|  gaon|  esioo 0.00 0.00 om|  oonjssckson |3 |

Pay  Select " Al Curent O A130 Daps O AIGO Daps O Al90Days O AN120+ Daps
Batch No: PmtDate [30/10/2013  Receipt Balance 0.00 dory | Eat |

490

Select the payment method and click in the tick box under the P- the computer will automatically
generate the line in Yellow (becomes highlighted in Blue). If you need to adjust any of the payment fields
you can adjust the Yellow field and the computer will automatically update the system with the new
information. (e.g if you wish to allow a discount or adjust the commission amount).

The two Blue columns must equal one another in order to make a payment - you cannot
change these amounts they can only be adjusted by changing the yellow boxes.

In this example there is a commission amount, so only the Nett inwice amount is payed off. The
commission is included, although, this can be adjusted if the discount is altered.

Then click on the apply button. You will then get a prompt advising the payment is posted and the line
will disappear from view.
PAYMENT POSTED

':0] The payment has been posted

490a

You can now also adjust the view of this screen to aid when searching for an entry by clicking
on the headings Date / Refno / Inv Amt you can change the positioning of the invoices into
ascending or descending values depending on which column you have selected.

You can also click in the tick boxes at the bottom of the screen to select and pay all entries for current
month, 30 days, 60 days, 90 days or 120 days. With this you can select all the entries and then go back
through and untick the few you may not want to pay off.
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Part Payment

You can also part pay an invoice with this option the blue total amounts will not equal and you will
have to answer a prompt question that checks that this is a part payment. You can_not apply
discount or commission off a part payment, the commission amount will remain in full until the final
balance of monies owing is paid and then the commission will be applied.

! Part pay some of the invoices - Are you sure?
M,

Mo Commission/Discount allowed on part payment!™

490b

6.1.3 Post Charges

To access this window click on the Accounts menu -> Debtor Information -> Charges. The window below
will be displayed.

! Invoice Entry = =
Cuztomer: | SHEE Last Ireoice: Last Payment:
I Code Mame ] 90 Days 120+ Davs
STARFLEET EUS | |
Type K Uiy MIRGINAIRLINE S iption Comments Fief Mo

WEBBOOK, |WEBBOOKING

| -
r WOTIF WOTIF | |
Customer | £C ZC CASH ACCOUNT OMLY sription Comments RefMo |~ Apply

Batch Mo

—

Inv Date
| 3011072013

Invoice Bal

’7
Print
s |

v Exit

491

This window is used for posting charges that are not transferred from a guest account. Select from the
list displayed by clicking on the required debtor's code. Enter the charges then as shown below.

Select the Type of charge i.e Type 2, 3 or 4 (Type 3 & 4 are entries to use when correcting a Debtor
account).

When entering an amount with a -minus in front this will post a credit amount. The
description will display as Credit Note. An Invoice amount does not have a -minus before the
amount.
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6.14

A Invoice Entry

- o

Eustomer:|STAF| |STAF!FLEET BUSINESS SOLUTIOM

Last Irnwoice: |07/02/2013

Last Payment: |30/10/2013

Balance Current 30 Days B0 Days 50 Days 120+ Days 3.706.00-
| meozs0 | 280000 | 3%000 | amses0 | [
Tepe  Month Amount Commission Description Comments Ref No
| Type [Description
2 Inwoice/Credit Amount Camm Drescription Comments FefMo |~ Apply
3 Joumal Cr/Dr =
4 Adjustment Cr/Dr
Batch Mo
In¥ Date
| 301102013
Invoice Bal

,7
Prirt
e |

v Exit

492

To post the entry click on the apply button. The print button is used to print an inwice for the debtor. To

return the previous window, click on the exit menu.

Reconcile Debtor Account Payments

To access this window, click on the Account menu,-> Debtor information-> then select the Reconcile
button. The screen below will appear and you can see in the top of the box is a list of all the payments
and underneath is a list of all the inwices that are to be reconciled off (payments made against them).

o Reconcile Entries = =
Customer: |STAF| |STAF|FLEET BUSINESS S0LUTIONS
Balance Current 30Days B0 Days 90 Days 120+ Days
| EB7E0.00 | 204250 | 398000 | 484250 | 0.00 | 0.00
Pt Date [ T| HRefno Amt Paid | Receipt # Dregcription Frt Type | Select |
30410413 | 1 000000 -4.842 50 32 |UMALLOCATED DIRECTC.. | #
Beconcile Bal
0.00
Date T Fefna “oucher Inv Amt | Ine Comm | MettInv | P | Amt Paid | Comm Paid| Disc App | Tot Paid [ escription
03/04/12 | 2 |DO00499 3.405.00 0.00| 2406500 | 240500 0.00 0.00{ 340500 STARFLEET 1
v
014142 | 2 |0000526 |STAROOD.. | 1.530.00 poo| 1530007 STARFLEET
/1412 | 2 |0000546 2.420.00 000 243000/ STARFLEET
01/02/413 | 2 |D000564 2.800.00 pool 2800007 STARFLEET
L 1 e T LG L
Start: End: 0K Print | 0l Recaoveny | Apply | Exit |

493

To actually complete the reconciliation process you need to tick the selected payment line (from the
purple colored area) and then click in the box headed with the P to select the inwice line to match the

two transactions against one another.

Please note with the colour coding only the yellow areas can be changed and the two blue columns
must equal or you are only part paying the inwice and therefore cannot adjust the commission or

discount amounts until payment is received.
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If you click on the auto reconcile button it will automatically apply the payments to invoices
as it chooses. Not the best option unless you have only one transaction - remembering you
cannot void entries.
The wording that is carried over into the transaction list has been adjusted to - credit notes will be carried
ower as credit notes and Cash Rec Cr is for all monetary payments. By clicking on the PMT Date / Refno
/ AMT Paid you can change the view into ascending and descending order. The same applies for Date /
Refno / Inv Amt in the bottom area.
6.1.5 Editor Change a Debtor
To edit or change a debtor account, click on the Debtors menu -> Debtor Information, select debtor
by double clicking on the debtors displayed. To change the details of a debtor in your system, simply
edit the details on this screen then click on the save button.
o Debtor Information = 2
Debtor Code: |ERENG Comment:|
Debtor Name: |STARFLEET BUSINESS SOLUTIONS Contact Sales: |
AddressT: |F'.D. BOX E143 T |
Address2: |
Disabled [ ABN:
Country: (AUSTRALIA -
it Lirmit: :
oo |F|ICHMDND Credit Limit Statement Type |T PART STMMT PRINT
State / Regior: I\-’Ici Post Code: ,W J E-bd ail: |sales@starfleet-software.com.au
Phone: [+61 294284333 Faw [+613 86400446 Commission: | 0.00% =| Type: |[CORPORATE |
Account Balance: E7E0.00 $ Sales - MTD: 100.00 Created On: |01./01/2010
Lst bth B alahce: 15308.50 -TD: 15408.50
Cument Month: 204250 CR -LYvR:
30 Days: 3960.00 $ Costs - MTD:
B0 D aps: 484250 -YTD:
90+ DAYS -LR:
Last Inwvoice: | 3041042013 Last Payment: | 30/10/2013 4342 A0-
FPrint | Mew | Delete | Save Tran | Hist | Motes | Exit
494
6.1.6 Deleting a Debtor

To delete a debtor's account, click Debtors -> Debtor Information, select debtor by double clicking on
the debtors name. The window below will be displayed. Click on the delete button to delete a debtor from
your system. The debtor can only be deleted if there are no transactions on the account.

You cannot delete debtors that have any transactions, as this may affect your accounting
reports. If you wish to remove a debtor from view then select the Disabled button located on the right
hand side of the screen. This disables the particular debtor so it no longer displays in the drop down
lists for staff to select from and it will no longer show up in reports such as the trial balance. The
account must have a zero balance to do this.
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Debtor Code: IST.QFH Comment: I
Debtor Name: ISTAHFLEET BUSIMESS SOLUTIONS F it e I

Address1: |P.D. BOx 6143 T I

Address:
! Disabled [~ M
Country: IAUSTHALIA vl
CreditLimit | Statement Typs: [ 1 [PART STMNT PRINT
Suburb: [RICHMOND Bl atement Type: [ 1 405

6.1.7 Debtor Notes

To view notes on a debtor's account, click the Debtor Information button once, find the debtor you
require, then click the Notes button once.
The screen below will be displayed.

Adding Notes
To add notes to a Debtor account, click the Add Notes button once. You can then add the note.

Date to Diarise
Enter the date you wish to follow up this note by clicking the Diary Date button once and selecting the
date you want. Click the Print button once to print.

x

Date Diary Date |
22/0 /2014 k 30/10/2013

Add text of note

o || adenee /12013

496

6.1.8 Ol Recovery

Password needed to access this area (available only from Starfleet).
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6.1.9 Transaction List from Debtor Account

oL Debtor Transactions for WOTIF = B
Date Ty... | Mth Drebit Credit Cornm Dizcount FT D escription Reftt Ol | Guest
30/07/2009 | 2 ] 400,00 0.00 -40.00 0.00 URBAN n0oo3g2 3 | 00004
o3/0d/2002 | 2 3 3E0.00 0.00 0.00 0.00 FITT n0aos1a 3 | 00005
omsod2mz |2 3 720.00 0.00 0.00 0.00 HALLIGAMN n0aos23 3 | 000000
oAao2mz | 2 3 1.120.00 0.00 -112.00 0.00 SHELEY 0000555 3 | 00005
30/ms2ms3 |2 2 130.00 0.00 -14.30 0.00 MUMNROE 0000559 3 | 00005:
0A0/20M3 | 2 1 342,00 0.00 -3TE2 0.00 PARKER 0000585 3 | 00005
oA02003 | 2 1 0.00 -342.00 IrE2 0.00 FARKER 0000585 3 | 00005
30102003 | 2 1 342.00 0.00 -37E2 0.00 F&RKER 0000585 3 | 00005
KN S i
Exit |

By clicking on the Trans button at the bottom of the screen in the Debtor Information Screen the above
window will be displayed. It lists all the transactions made for this account.

6.1.10 Debtor History

4 Debtor Transactions for WOTIF =B
Date Ty... | Mth Drebit Credit Comm Dizcount FT Description Refft Ol | Guest Mur
01/03/2006 | 2 | 4 21000 n.oo -21.00 0.0 MORTH 00001 06 9 0000185/
Oz/04/2011 | 1 1 noo -183.00 0.00 000 o |CASHREC. CR 00001 06 3
Oz/04/20011 | 1 1 0o -270.00 0.00 0.00f o |CASHREC CR 0000181 3
01/0/2008 | 2 | 4 300,00 0.oo -30.00 0.00 MCPHERSON 0000181 4 0000236/
Oz/04/20011 | 1 1 noo -252.00 0.00 000 o |CASHREC CR 0000342 3
anams2009 | 2 | 4 280,00 000 -28.00 0.00 MCPHERSON 0000342 9 0000236/
Oz/04/20011 | 1 1 noo -540.00 0.00 000 o |CASHREC CR 0000345 9
3n/ms2009 | 2 4 E00.00 0.00 £0.00 0.00 WIMSLET 00003245 9 0000370/
K i
Exit |
499

From the Debtor Information Screen if you click on Hist button, the window below will be displayed. It
lists a detailed Report of all the transactions for the company.
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6.2

6.2.1

Transaction List

A e = 2

Select Transactions

(" Current Tranzactions

" Histary Transactions

500

The Transaction Listing window is accessed by clicking on the Transaction List button once, in the
Accounts menu.

The Transaction list allows reporting of all Debtor transactions for the current month, or all transactions
on file. Part listings on screen or on a printed report are available. Batch totals for cash are handled by
the Banking report. Choose from the first menu option of either current transactions or history transaction
lists. To view the debtors transactions display or debtors history display, please click on the links below:
e Debtor Transaction Displaym

e Debtor History Displaym

Debtor Transaction Display

1 DebtorsTransaction Listing - AR.. = &
Reports Options
" Part Repart Start Date:
End Date: ’7
" Full Report
Start Code:
End Code:
Start Batch:
D End Batch:
Type: -
[ | 501

Part Report
Select the starting and ending codes for the report.

Full Report
List transactions for all accounts.

Start Date
Enter a start date in DDMMCCYY format to list transactions for a specific period.

End Date
Enter a end date in DDMMCCYY format to list transactions for a specific period.

Start Code
If you selected a part report, enter the Debtor Code you wish to start the report with or leave blank for all.

End Code
If you selected a part report, enter the Debtor Code you wish to end the report with or leave blank for all.

Start Batch / End Batch
Can be used if searching for a specific Batch number.
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To \iew transactions on a Debtor account, click the Debtor Information button, find the debtor you
require, then click the Trans button once. This is for an individual account as detailed in Debtor
Information under Transaction Listing

The following report will be displayed. The report can be sorted by any column by clicking on that
columns heading. To print the report, click the print button.

4 DebtorsTransaction Listing - AR0300 = &
Code [ Batch [ Date | 77 TransDese [ P..| Debit | Credit | Discourt | 01 | RefNO | Shitt [ PT &
CHY a0 Oof/ods2.. 2 LOPEZ 4 E&7.00 3 0000443 1
CHY A30 0032, 2 KIDMAM 4 110.00 1100 3 0000446 1
CHY A30  30/03/2 2 KIDM&N 4 110,00 30000446 1
CHI 430 30/03/2. 2 KIDMaN 4 420.00 3 oonod4s 1
CHI a0z 02/08/2.. 2 KARDASHIAN 4 730.00 3 0o0o4Fs A
HOME 304032, 2 INVOICE 4 200.00 3
AN Xl a3z, 2 CROWE 4 240.00 9 000043 1
[RE] 0z fz/z/2.. 1 CASHREC.CR 1 240.00 9 0000438 1 |
[N 431 3140172 2 POTTER 5 55410 90000440 1
GaM 0z fz/zs2.. 1 CASHREC.CR 1 534.10 5 oooo440 1 o
AN 30 a0A0/2.. 1 CASHREC.CR 1 525.50 9 0000477 1 |
AN a0z 02/09/2.. 2 ‘wWALES 4 525.50 9 0000477 1
AN 30 anA0/2.. 1 CASHREC.CR 1 297.00 9 oono4ve A |
Ak a0z Oz/m8/2.. 2 DUCK 4 297.00 9 oonodre 1
AN 1] 0/10/2.. 1 CASHREC.CR 1 240,00 9 0000507 1 |
Gan a0z 0z/04/2.. 2 EVERAGE 3 240.00 9 oooos07 1
GaM 30 a0A0/2.. 1 CASHREC.CR 1 SE0.50 3 oonos0s |
AN A23 29/03/2.. 2 wALES 4 96050 5 oooosos 1
AN Xl aAA0/2.. 2 HARRISOM ) 830.00 8900 5 Ooo0Bd42 1
AN 30 A0/, 1 CASHREC.CR 1 801.00 9 oonosdz A
(o] 431 /01/2.. 2 DUCK 2 720,00 7200 3 0000570 1
(o] 830 30/10/2 2 JACKSON 1 330,00 9300 3 0000SEF 1
GaM 30 aoA0/2. 20 JACKSON 1 530.00 59300 3 0000587 1
[rE] 30 30/08/2.. 2 DUCK 4 300.00 3 BOOOOC.. 1
AN 0z fz2/z/2.. 1 CASHREC.CR 1 300.00 9 BOOOOC.. 1 (-
€ >

Total Amount: 13165.00 © Discount: 375.592
Dizplay Options
+ Full Listing ¢ Current Month Print | Exit |
502

Export the Debtor Transactions to . Txt file. Open the Output file as .csv file format.

Export Completed

.:] Output file is: \Fsc\Data\DEBTOREXP20131031.Txt

501a

6.2.2 Debtor History Display

To view transaction history on a Debtor account, click the Debtor Information button once, find the debtor
you require, then click the Hist button once. (This is detailed more fully in the Debtor Information File
under Debtor History)

el = =

Select Transactions

" Current Tranzactions

E it

503

Or from the Transaction list Icon from the main screen you will get this box click on History
Transactions. Choose between the options to obtain the report you require.
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<t DebtorsTransaction History - OEEN

Reports Options

 PartRepor Start D ate:
End D ate:

Start Code:

End Code:

Start Batch

.
End Batch: ’7
4 Type:

" Full Beport

Exit

504

Part Report
Select the starting and ending codes for the report.

Full Report
List transactions for all accounts.

Start Date
Enter a start date in DDMMCCYY format to list transactions for a specific period.

End Date
Enter a end date in DDMMCCYY format to list transactions for a specific period.

Start Code
If you selected a part report, enter the Debtor Code you wish to start the report with or leave blank for all.

End Code
If you selected a part report, enter the Debtor Code you wish to end the report with or leave blank for all.

The following report will be displayed. The report can be sorted by any column by clicking on that
columns heading. To print the report, click the print button.

If you have any transactions in your history they will appear hear in this report.

-4 DebtorsTransaction History = 2
Code | Batch | Date | A | Trans Desc | P | Dehlll Eredltl Dlscnuntl ul} | Ref D | Shift | PT &
CHA 02 02/04/2 1 CASHREC. CR 1 211200 9 0000783 1 [

CH3 Al 08/08/2.. 2 MAGUIRE 4 21200 9 ooootes 1

CH3 0z 0z2/04/2.. 1 CASHREC.CR 1 688.00 9 ooootses 1 |

CHa Al 08/08/2.. 2 MNEWMAN 4 688,00 9 ooootes 1

CHA 02 02/04/2.. 1 CASHREC.CR 1 51E.00 9 0oD02a3 1 |

CHA A3 03/09/2.. 2 MNEWMAN 4 51600 9 0000293 1

CHA 02 02/04/2 1 CASHREC CR 1 516.00 9 0000255 1 |

CH3 A3 03/09/2.. 2 MAGUIRE 4 516.00 9 0000235 1

CHa 02 02/04/2.. 1 CASHREC.CR 1 160.00 9 0000346 1 |

CHa A0 a0152. 2 NEWMAN 4 160,00 9 0000346 1

CHa 02 02/04/2.. 1 CASHREC.CR 1 16000 9 0000347 1 |

CHA A0 30407142 2 MaGUIRE 4 160.00 9 0000347 1

HOME A5 15A0/2.. 2 EASTWOOD 4 12200 9 0000007 1

HOME 0z 0z2/04/2.. 1 CASHREC.CR 1 12200 9 0000007 1 |

HOME Al4 14A0/2. 2 EASTWOOD 1 200,00 9 0000007 1

HOME 14 1440/, 1 CASHREC.CR 1 180.00 20000 9 000000F 1 e}

HOME 02 02/04/2.. 1 CASHREC.CR 1 140,00 9 oot 1 |

HOME Am 01/09/2 2 LOCKET 4 14000 9 oooo11t1 1

HOME 0z 0z2/04/2.. 1 CASHREC.CR 1 360.00 9 0000333 1 |

HOME AN o/02/2. 2 EASTWOOD 3 360,00 9 0000333 1

QAN A2 02/09/2.. 2 ‘wWALES il 525,00 9 0000477 1

QAN A2 02/09/2.. 2 ‘wWaLES il 525.00 9 0000477 1

WIRG 02 02/04/2.. 1 CASHREC.CR 1 240,00 9 0000384 1

WIRG A30 30072, 2 MINDGUE 3 24000 9 0000354 1

wOTIF AN o/08/2. 2 MORTH 4 210000 21009 00ootoe 1

wOTIF 010 02/04/2.. 1 CASHREC.CR 1 183.00 9 0oootos 1 o

< >
Total Amount: 159.00 | Discount: 159.00 Print Exit

504a
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Export the Debtor History to .Txt file. Open the Output file as .csv file format.

Export Completed

':0] Qutput file is: \Fsc\Data\DEBTOREXPH20131031. Tut

505

6.3 Commission Report

The Commission Report window is accessed by clicking on the Commission List button once, in the
Accounts menu. The following window will be displayed.

7 Debto.. =
Options
Start Date: IW
End Date: IW
Start Code: li
End Code: li

Sumnmarized: [

Display | E xit |

505a

Start Date
Enter a start date in DDMMCCYY format to list commissions for a specific period.

End Date
Enter a end date in DDMMCCYY format to list commissions for a specific period.

Start Code
Enter the Debtor Code you wish to start the report with or leave blank for all.

End Code
Enter the Debtor Code you wish to end the report with or leave blank for all.

Summarized
Tick the Summarized button to show totals only of the commissions.

Select Display once the information has been entered and the following window will display. For a hard
copy click Print.

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.



Debtors 169

6.4

2 Debtors Commission Listing - AR0300C = =
Code | Batch | Date | 77] TransDese [ P..| Dehit | Credit| Commission | 01 | RefNO | Shift | Youcher
AN A1 A/032. 2 CROWE 4 240,00 9 0000436 1 .. QU3E3E
4N &% F/msz. 2 POTTER 5 534,10 9 0000440 1 . QU7BIES
04N AN 02/09/2.. 2 WALES 4 52550 9 0000477 1 .. HAM
4N AN 020942 2 DUCK 4 297.00 9 O00047E 1 .. XvZ5Ed
0AN AD2 02/04/2. 2 EVERAGE ] 240,00 9 0000507 1 .
04N 429 2032 2 WALES 4 SG0L50 5 O0OOSOE 1 .
0AN A3 FA02. 2 HARRISOM k] 890,00 Ba00 3 0O000S42 T .
04N AW F//2. 2 DUCK 2 720,00 7200 3 OOOOSTOD 1 .
0AN A30 30A10/2. 2 JACKSON 1 590,00 9900 3 0000587 1 .. Q2367
04N 430 30A0/2. 2 JACKSON 1 530,00 §a00 3 0000S&7 1 .. OZ367
04N 430 30A0/2. 2 JACKSON 1 590.00 9900 3 0000567 1 .. 02367
04N 30 3082, 2 DUCK 4 300,00 9 BOOOOD.. 1 .
STAR 426 26/03/2. 2 COMFERENCE.. 4 117600 9 0000395 1 .
STAR AT 0/04/2.. 2 COMFEREMCE.. 4 820,00 9 0000448 1
STAR 429 29/08/2. 2 STARFLEET 4 1,290.00 9 0000482 1 .
STAR 430 30/08/2. 2 STARFLEET 4 360,00 9 0000483 1
STAR AN 012, 2 STARFLEET 2 1,530.00 3 0000526 1 .. STAROD4.
STAR AT MA1Z. 2 STARFLEET 2 243000 3 O0OOS46 1 .
STAR AN O1/02/2. 2 STARFLEET 1 2.800.00 3 O0OOSG4 1 .
YIRG A29 290142 2 MINOGLE 5 BE0LO0 9 0000424 1 .. 001258
wWOTIF 430 30/01/2. 2 MUMROE 2 130,00 1430 3 0000SS3 1 .
wOTIF 430 20A10/2. 2 PARKER 1 342,00 wE2 3 00OOSEeE 1 .
wWOTIF 430 30A0/2. 2 PARKER 1 342,00 7R 3 OOOOSES 1 ..
WwWOTIF 430 30/10/2. 2 PARKER 1 342,00 IFE2 3 0000S8S 1 .
£ >
Total Amount: 17.355.10  Commigsion: 3192
Print |
505b
File List
2 DebtorFile Listing - AR0400 - =
Range Options
Start Code: ’7
" Part Listing
End Code:
&+ Full Listing
Type: ’ﬁ
Mail List | Display | Exit |

506

The File Listing window is accessed by clicking on the File List button once, in the Accounts menu.
This Debtor file listing enables you to see all accounts on file.

Part Report
Select the starting and ending codes, or starting and ending rep codes for the report.

Full Report
List all debtors on file.

Start Code
If you selected a part report, enter the Debtor Code you wish to start the report with or leave blank for all.

End Code
If you selected a part report, enter the Debtor Code you wish to end the report with or leave blank for all.

Start Rep
Enter the Rep Code you wish to start the report with or leave blank for all.

End Rep
Enter the Rep Code you wish to end the report with or leave blank for all.
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Type

Enter the type of debtor you want for the report or leave blank for all.

The following report will be displayed. The report can be sorted by any column by clicking on that
columns heading. To print the report, click the print button once.

B Debtor File Listing - AR0400 = =
Code Mame | Address] | Address] Suburb | g
ABC ABCELECTRICAL Z3BEMDIGO STREET RICHMOMD Y
AR AARON PLUMBING 123 PUNT ROAD RICHMOMND N
CH3 CHANMEL MINE
HOME HOME HARDWARE PTVLTD ... 11 SWaAN 5T RICHMOND Y
Q4N QANTAS TRAVEL LEVEL 1 290 QUEEN STREET MELBOURNE Y
RESON RESONLIMNE
STAR STARFLEET BUSIMESS SOLU..  P.O.BOXE143 RICHMOMD Y
VIRG WIRGIM AIRLINES 120 MAIN STREET BRISBANE [

WEBBOOK  WEBBOOKING
WwWOTIF WOTIF
ZL ZC CASH ACCOUNT ONLY

€ >

Liplstmine
" Full Listing [ Balances Onlp Frint 8 Exit

507

6.5 Trial Balance
<t Debtortri.. — ©

Selections

Date: |3140/2013
Start Code;

End Code:

Type: |ALL -

Diizplay
Exit

508
The Trial Balance is accessed by clicking on the Trial Balance button once, in the Accounts menu.

This report is comprehensive and flexible. It combines sub-totals on the first character of the Debtor code
(only for multiple company systems), provides a list of overdue accounts with contact names and phone
numbers, and also can include transactions, so that the report can function as a statement.

Start Code
If you selected a part report, enter the Debtor Code you wish to start the report with or leave
blank for all.

End Code
If you selected a part report, enter the Debtor Code you wish to end the report with or leave blank for all.
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Type

Enter the type of debtor you want for the report or leave blank for all.

The following report will be displayed. The report can be sorted by any column by clicking on that
columns heading. To print the report, click the print button once.

You hawe 3 different options when printing this report.

1. Exclude all transactions and only show the balance, i.e. following report.

2. Include only outstanding transactions

3. Include all current transactions

ol Debtor trial Balance - ARDS00 - E
Code | M ame | A/C Balance | Current MTH | 30 Days | B0 Days | 90 Days | 120+ Days | B
CHa CHAMMEL MIME 20E.00 0.on [a] o.ao 2.0e.00 0.ao
HOME HOME HARDWARE PTY LTD 200.00 0.0 0.00 0.00 200.00 0.00
&N QAMTAS TRAVEL 2.340.00 891.00 £48.00 801.00 0.on 0.oo
STAR STARFLEET BUSIMESS SOLUTI... 11.602.50 2.800.00 3.960.00 484250 0.00 0.00
YIRG VIRGIN &IRLINES 297.00 0.an 0.0o 0.aa 297.00 0.0
WOTIF WOTIF 2.868.08 0438 118.70 2.088.00 0.on 360.00
£ >

| A/C Balance | Current MTD | 30 Days | 60 Days | 90 Days | 120+ Days
| 1932358 | 399538 | 472370 77R.50| 2513.00 | 360.00
Dizplay Dptions Print Dption
Lo * Excl. Trans " Incl. All Trans
@ (e 5 5
(R VLt etbraoses anlly " Incl. Dutstanding Trans Only Print Exit

509

6.6 Sales Report

1 Debtor Sales Report - AR0700 - O

Reports Selections

€ Part Report Start Code: ’7
™ Full Report End Code: ’7
Type: [al |

Exit

_owy |
e

510

The Debtors Sales Report is accessed by clicking on the Sales Report button once, in the Accounts
menu.

The purpose of this program is to provide sales and cost-of-sales for the month-to-date, year-to-date and
previous yeatr.

Sub-totals are provided on a change in the first character of the Debtor's code (for multiple company
systems), as well as an owerall total.
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The program can provide a summary report which prints only the sub-totals and owerall totals, and a full
report where Debtors with no sales are optionally included.

Part Report
Select the starting and ending codes, or starting and ending rep codes for the report.

Full Report
List all sales on file.

Start Code
If you selected a part report, enter the Debtor Code you wish to start the report with or leave blank for all.

End Code

If you selected a part report, enter the Debtor Code you wish to end the report with or leave blank for all.
The following report will be displayed. The report can be sorted by any column by clicking on that
columns heading. To print the report, click the print button once.

= Debtor Sales Report - AR0700 = =

Code | Name | SalesMTD|  Sales¥TD|  SaleslyR| GPxMTD|  GPxviD|  GPzLYR|[ L
ABC ABC ELECTRICAL 0.00 0.00 0.0 f.o0 0.00 ] i
AP SARON PLUMEING 0.00 0.00 0.00 0.00 0.00 il i
CHa CHAMMEL NINE 0.00 E168.00 0.0 0.o0 100.00 0.00 [
HOME HOME HARDWARE FTY LTD 0.00 1022.00 0.00 0.o0 100.00 il :
04N QANTAS TRAVEL 891.00 5457.10 0.00 100,00 100.00 0.00 ]
RESOM  RESOMLIME 0.00 0.00 il 0.00 0.00 0.00 i
STAR STARFLEET BUSINESS SOLUTI... 0.00 15308.50 0.00 0.00 100.00 0.00 (
VIRG YIRGIM AIRLINES 0.00 1157.00 il 0.00 100.00 il :
WEBBOOK WEBBODKING 0.00 0.00 0.00 0.00 0.00 0.00 [
wWiOTIF wOTIF 304,35 4119.08 0.00 100,00 100.00 0.00 ]
zC ZL CASH ACCOLNT ONLY 0.00 300.00 0.00 0.00 100.00 0.00

£ >
Dizplay Options

 Full Listng {  Balances only Frint

511

© 1983 - 2015 Starfleet Business Solutions E & O E Subject to change w ithout notice.



Debtors 173

6.7 Statement Print

a Debtor Statement Print = =
Debtors Statements
Frrint
" Al " Part List " Single Start Code: End Code: Emal
Diebtar Type: Refresh display ‘
Details
Prirt a5 Tax Invoice [ Frirt company header [v 1se blank paper v
Detaled statement [ Print Nett dmount [ Statement Date: /1072013

Add Meszage to bottom of all Statements:

= Account code Account name Email
» | ¥ CHY CHAMMEL MIME
¥ [HOME HOME HARDWARE PTY LTD
M 38N DANTAS TRAVEL
¥ |RESON RESOMLINE
¥ [5T&R STARFLEET BUSIMESS SOLUTIONS salesi@starflest-software. com.au
M |[vIRG WIRGIMN AIRLIMES
¥ [waOTIF WOTIF
W |zC ZC CaSH ACCOUNT OMLY

MOTE: Accounts with invalid or mizzing emall address will not be sent

512

The Statement Print sub-menu is accessed by clicking on the Statement Print button, in the Accounts
menu. The purpose of this sub-menu is to print statements for a range or all debtors.

All
Print all statements.

Part List
Select the starting and ending codes for the statements.

Single
The Start and End codes will be the same as it is only one Debtor statement will be selected.

Start Code: Enter in Debtor code to start from.
End Code: Enter in the Debtor code to end.

Debtor Type: Select the Debtor type, i.e. Travel Agent or Company. If printing Statements for All then do
not select a debtor type

Refresh Display: Select this if any of the details have been changed.

Tick one or more of the options below to include in the statement:-
¢ Print as Tax Inwice

e Print Company Header

Using Blank Paper (to print the statements on a blank paper)
Detailed Statement (for a detailed statement printed)

Print Net Amount (to print the net amount)

Statement Date
This enables you to be able to print your statements at any stage of the month and will include any
invoices up to and including that date selected
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6.8

Message
This program gives you the option of typing in a message on the statement (max 30 characters) that will
appear on the bottom of the statement.

To Print the Statements select the Print button. To Email debtor, ensure all Debtors have valid email
address entered on Debtor Information. The statement will be attached to the email as a PDF.

Month End

This procedure must be run at the end of every month so the balances in the debtors accounts are aged
correctly.

At the end of month make sure you have reconciled your Debtors then print a Full Trial Balance with all
transactions, Banking report and Statements.

The next step is to click on the File Check button just to check all the debtors accounts are showing the
correct balances. Then proceed as detailed below.

The End of Month menu is accessed by clicking on the End Of Month button once, in the Accounts
menu.

e
[

Debtors End of Month = &

End period process for: Select yes to continue

& Endof Mot [31/10/2013 || & No

" End of Year 3A0/2013 " Yes

Hote: End of year process includes end of month.

Proceszing Entry: |

File Checl | Proceed | Exit |

513

#**End of Year is ONLY run at the end of the financial year. It is not necessary to run End of
Month at the same time as End of Year will complete the process.*****

If you happen to go over the end of month for your statement printing with the dates available in the
month end statement print area you are able to back date the statements to print at the end of the
month.

At the end of month, this program must be run to age all Debtor Information by one month. Make sure
you have reconciled your Debtors first then print a Full Trial Balance with all transactions, Banking report
and Statements.

DEBTOR TRIAL BALANCE CHECK

':0} Are you sure you want to run the Debter Trial Balance check?

514
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6.8.1

The screen following is displayed when the debtors trial balance check is complete

2 Debtors End of Month — &

End penod process for: Select yes to continue

* EndofManth  |31/10/2013 * Mo
" Endof Year NA0203 i ‘es

Hote: End of year process includez end of month.

Processing Entry: |Tria| bal check complate

Proceed | Exit |

515

****Ensure a backup is done first, and run this program ONCE only!****

To run the End of Month procedure, select "End of Month", then select "Yes". You then click the
Proceed button once.

ARE YOU SURE

! Have you printed ALL your debtor reports

The above message will appear for you to answer and then if you click Yes you will prompt the month
end to start. It shouldn't take long, once the box disappears it has finished.

Month End Reconciliation Procedures

The following steps are only applicable to 'open item' Debtor Information. The purpose of reconciling
Debtor Information is to clear the transactions, or inwices which have been paid or adjusted, without the
payment or adjustment having been matched to an inwice in a Debtor account. The steps to reconcile a
Debtor account are as follows.

¢ Print A Debtor Trial Balance (refer to Trial Balance)m

¢ Highlight Transactions
Look for invoices and matching payments which have not been reconciled.
ie: Reconciled inwices and matching payments will have a transaction type '9'. Any other inwices
and matching payments which do not have these transaction types will need to be reconciled
manually. For example an inwice may have a transaction type '3' and the matching payment may
also hawe a transaction type '3".

¢ Begin The Debtor Reconciliation
See Reconcile Debtor Account Payments|sil on how to reconcile debtors.
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6.9

Travel Agent Information

This option allows you to setup Travel Agent information, pay commission to the Travel Agent, and
display commission owing to the Travel Agent. The following screen is a display of all the Travel Agent
details in the system. To add a new Travel Agent, select the Add button. Enter in the name, address and
contact information, the debtor code if there is already a current one, if not then setup. The same code

can be used for the Agent Code, select Sawe.

-4 Travel Agent Information =

o NE

General ] Commission Details ] Commission Due ] Farthcaming Bookings I

Name / Address Contact Details

Debtor Code: |STAR

Contact: |

Agent Code: |STAR

Phone: |+B1 39425 4333

Agent Mame: |STAF|FLEET TRAVEL Fau: |+B1 286400446

Address 1: |F’.D. BOX 6143 E-Mail |sa\es@slarﬂeet-snltware Com.au

Addiess 2 |

Country:  [AUSTRALLA -

Subutk: [RICHMOND =]
State: VIC PostCode: [122 |
Comment: |

Save

E sit

Commission Details
Here you select the type of commission that will be paid

517

to the Travel Agent.

1. % of First night accommodation. — Regardless of how long the guest will stay, the agent will be paid

a percentage of the first nights accommodation.

2. % of Total accommodation. — A percentage of the guests total accommodation will be paid to the

travel agent.

3. % of Total amount spent. — A percentage of the total amount of the guests bill will be paid to the

travel agent.

4. Flat rate per night. — A flat rate will be paid to the travel agent regardless of what the guest will

spend per day.

5. Flat rate per stay. — A flat rate will be paid to the travel agent regardless of what the guest will spend

for their entire stay.

- Travel Agent Information =

=

General Commission Details | Commission Due ] Forthcaring Bookings I
Commission Type
™ % of First Night &ccommodation
@ % of Total &ccommodation
" % of Total Amount Spent % amount; ’W
" Flat Rate amount per night

$ amaount: ||

" Flat Rate amount per stay

Save

E it

Commission Due
The commission due tab will display all commission due
have been checked out will be displayed here.

518

to the travel agent. Only those reservations that

To pay an agent, all you have to do is double click in the 'Paid' column of the row you want. You can
select as many entries as you like. You then select the Pay Agent button.
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-5

General | Commission Detail Forthcoming Bookings I

roup Mame Arrival Departure Accom Rt Tot Adccom Tot Spend Comm Due | Paid?| A

v

< >

* Unpaid " Pad FErint | Pay Agent |

Delete Save | E it ‘
519

Forthcoming Bookings

-

Travel Agent Information

The following screen will display any forthcoming bookings that the travel agent has made

- =

General | Commizsion Details | Commiszion Due

AccountHt| ResH Guest/Group Narme Arrival Departure Comm Rate Status -

v
< >
Click the 'Update R ate’ button to modify each booking commizssion rate v
ghove ta the value set in the agent commission details Pint | Update Rate ‘
Delete | Save | Exit ‘
520

To edit a travel agent, double click on the agent code to open the information screen and add/edit any of
the details.

hie

Travel Agent Listing

- cmEm

Agent Cd Agent Name

R

To Edit a Travel Agent Double Click
on the Agent Code

Print

Contact

Commiszion
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7 Set Up

1

File FrontOffice Back Office  Reports Debtars

31/10/13 Starfleet

SBes 2 BERE

222

7.1 Package/Rate

72 Rate Maintena.. — ©

Select Option

" Roam Rate Maintenance
(" Package Rate Maintenance
" Repetitive Charge Maintenance

" Update Exchange Rate

Setup

Shift1 UserSBS (00015) - o IEH

Comrnunication Userbail Conference POS Tours Cwner Help

@‘} Package/Rate

Roem

Conf Letter/SMS/Voucher
Pay Types/Discounts
Transaction Types
System Configuration
Marketing Codes

Users Maintenance

Guest Special Requests

Card Locks

Arrival/Departure Methods

7 @ =

223

To setup Room and Package Rates select Setup -> Package/Rate. The abowe screen will display.
Select the option you require to create, change or delete rates as required. If you select Room Rate
Maintenance, the following screen appears.

e |

Rate Maintenance

Drescription

COMFEREMCE ROOM HIRE

Season 1 2wAd | Season 1 2w4d | Season 2 2vAd | Season 2 2wi4d | Seasor
R

STUDIO DELUKE
FOC FREE OF CHARGE 0.00 0.00
H5P HOTEL 5P& 130,00 150.00
KSP KING 5P4 . 110,00 110,00
PENT4 PENTHOUSE 4 BEDROOM 220,00 220,00 240.00 260.00
su SOLE USE 210,00 210,00 0.00 0.00
SUITET SUITE 1 BEDROOM 100.00 100.00 120,00 120,00
SUITE2 SUITE 2 BEDROOM 120,00 120,00 140,00 140,00
5 — i
Update Inhousze | Seasons | Frint | Add | Exit ‘

1224

Double click on a line to edit or delete the rate already loaded into the system. Or click on Add to insert
anew rate. See Special Rates|1s1 for information.
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7.1.1

7.1.2

Update In House

When a rate code is updated the current In House guest reservations can be altered to reflect the new
rate. Select the Update In House button to do this automatically.

Seasons
2 Rate Maintenance = =

Code Description Season 1 2wAd | Season 1 2wAd | Season 2 2xAd | Seaszon 2 2etd | Seaszor

Feg H/L Feg H/L &l
CRH COMFERENCE ROOM HIRE 100.00 100.00 100.00 100.00
FOC FREE OF CHARGE 0.00 0.00 0.00 0.00
HSP HOTEL 5P& 110.00 110.00 130.00 150.00
KSP KIMNG SP4 90.00 90.00 110.00 110.00
PENT4 PENTHOUSE 4 BEDROOM 220.00 220.00 240.00 260.00
SU SOLE USE 210.00 210.00 0.00 0.00
SUITED SUITE 1 BEDROOM 100.00 100.00 120.00 120.00
SUITE2 SUITE 2 BEDROOM 120.00 120.00 140.00 140.00

. o

Update Inhouse | hﬁeasons | Print | Add | Exit |

Update the season end dates 227

Rates can have seasons applied so you need to setup the dates of the season by clicking on the button
at the bottom of the screen. You can then enter rates for up to 4 seasons - this can be four years or
summer & winter seasons over two years or however you would like to work it. Once the season dates
are entered when bookings are made they are automatically categorized into the appropriate season and
those rates applicable to that season will appear in the rate drop down box.

If a guest stay overlaps the season changes, the rate is calculated at the starting season rate
that applied on check in.

To set the seasons click on the season button. The window below is displayed which will enable you to
set the seasons. The dates entered MUST be the END date of the season. Click Sawe, then Exit.

2 Season Mai.. - ©

Enter S5eason End Dates

Season 1 End Date ’W
Season 2 End Date ’W
Season 3End Date ’W
Season 4 End Date ’7

Save | Exit ‘

1228
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7.1.3

Add/Edit Rates

L Rate Maintenance

- SN

A Wariable Rate [

Diebtor [A/R):

Charge Type

v 3-STUDIO DELU>
™ 4-SUITE 2 BED

™ Requires voucher

I Requires debtar

&+ Daily

" wWeekly

" Monthly

" ‘wieb Bkg

Me-SUTETBED W

Season 1 l Seazon 2] Seazon 3 ] Season 4]

ool R First night discount: n.on
DneAduIt:| 20.00 | 20.00 Every night discount: 0.0a
Two Aduls: | 10000 | 50.00 EwchangeRate: | 000 .|
Thiee Adults: | 150.00 | 150.00
Four Adults: | ooo | 0.00
Extra Adult: | ooo | 0.00
One Chid: | 00 | 3000 LB e
Extra Child: | ooo | 0.00 Twed [ Thu [ Fi [ Sat
Extra Infant: | ooo | 0.00

Save | Dgplicate| Frint | Delete | Exit |

225

Rate Cd: Enter in abbreviated rate code, maximum of eight characters.

Description: Full description of the abbreviated rate code.

Room Type: If the rate code applies to all room types select All, or tick just the room type the rate
code will apply to.

Variable Rate: If this option is selected it allows the user to alter the rate amount.

Requires Voucher: A voucher number is required on the reservation when this rate code is used.
Debtor (A/R): If the rate requires a A/R Debtor code enter it here. That rate will then only be useable
with that Debtor.

Requires Debtor: Select if the rate code applies to a specific Debtor (i.e. Travel Agent or Company)
tick this option.

Charge Type: Select how the rate is to be charged, Daily, Weekly, Monthly or Web Bkg (to be used
with Starfleet Web Booking link).

First night discount: Enter the discount amount ($0.01 - $99.99) if offering this for the first night of a
stay.

Every night discount: Enter the discount amount ($0.01 - $99.99) if offering this for every night of a
stay.

Exchange Rate: Used only when room rates are in one currency and the local currency is in another.
For example room rates might be in Rupiah (Indonesia) and the exchange rate is tied to $US. The
exchange rate is also entered in Set Up->System Configuration-> Tax/Currency | 2:5]

High/Low Rate Days are applied when there is a lower rate to be charged over part of the week and the
remaining days has a higher rate. To select these days go to System Configuration -> Daily Update
and tick the days to hawe the higher rate. If there is a rate that does not have a High/Low amount then
have the same rate apply in both columns.

When making a booking for a period when the new seasons rates are not yet setup the rate code will be
able to be selected however the amount will be zero and you will be prompted with a message asking if
this is correct or not - if there should be a rate you will have to reselect the rate code as the blank code
and input the rate manually or go in and setup the rates to continue with the booking. The blank code will

be the top blue line when selecting the rate code field in reservation entry.

Duplicate will allow you to create a new rate code (with the number 1 on the code). The code and

description can then be edited to suit.
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7.1.4

7.1.5

Special Rates

Click on the Special Rates tab, and the window below is displayed.

2 Rate Maintenance = =

Standard Rate Special Rates l

4 January 2014 | 3 Date: [26/01/2014
5

s M T W T F Deseription: [AUSTRALIA DAY W/END

=R e il e Ore Adult: 100.00 One Child: 35.00
| s |||t e

12113 [ 12 |15 |16 [ 17 | 18 Two Adults: 120,00 Extra Child: 35.00
1oz 22232425 Three Adults: 170,00 Extra Infant: 0.00
@ o7 (23 [ 29 [ 20 [ 31 [ 1 Faur Adults: pog  Please note: o discount will be
applied on these special rates &
A | £S5 e T Extra Adult: 0.00 these rates are not applicable to
web booking type rates.
Date Desc 1 Adult 2 Adult 3adult 4 Adult
24/0/2014 100.00 120,00 170.00 0.00
25/01/2014 100.00 120,00 170.00 0.00 Add/Update
26/01/2014 100.00 120,00 170.00 0.00
£ >

Delete

To update/delete an entry, pleaze click to select the one to be updated/delated.

1226

Enter, or select from the calendar, the date the Special Rate will apply, enter the Description i.e. Easter,
Xmas or long weekend.

Here you can set special rates for the adults and children the same as setting up a rate code. These
Special rates will be applied on the dates specified. If the guest has been arrived a few days before then
the rate selected in the reservation will apply until the date of the special rate comes in to effect. The
same applies if the guest is still In House after the dates of the special rate.

To exit this window, click on the Standard Rate tab.

Package Rate Maintenance

A Package code is used when there are additional items i.e. breakfast and dinner are included

2 Package Maintenance =

Pkg Code |Rm Type D escription Start Date End Date Twin Sh PP Sit
BED & BR 5 3 4 100.00
BEZ BED & BREAKFAST 00142013 31A12/2014 100.00
ER3 BEL & BREAKFAST 01A01/2013 | #A2/2014 100.00
BE4 BED & BREAKFAST 01/01/2013 | 31A12/2014 110.00
EES EED & BREAKFAST 01/0/2003 ) AA12/2014 100.00
EEE EED & BREAKFAST 01/01/20013 ) HA22004 130.00
COMW b COMFEREMCE PACKAGE 0140/2013] A A2/2014 120.00
GET GETaMWaY PAMPER PACkAGE 01/01/2013 ) #A22014 360.00
S3p2 STAY INIGHTS Pay 2 2641042003 311272014 160.00

K1 - i

To change a package double click on the package code. Frint | Add Exit |

229
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To change a package, double click on the package code. The window below is displayed.

<X Package Maintenance =
Plg Code: |GET Degcription: |GETAWAY PAMPER PACKAGE Stop Sell
Start Date: (0140172013 End Date: |31/12/2014 [~ Repetitive Mumber of Mights: | 02
Room Type: [ &1 (7 [ERIRIEREE Debtar (4R [
M 2-HOTEL SPA,
[+ 3-STUDID DELL-E Price PP o
¥ 4-SUITE 2 BED : i Exchange Rate
 e-SUTE 1 BED . Min. Pax per Room: ’W J
Items & Price l Other details ]
Tuwin Share [PP]| 360.00 Single:| 360.00 Extra Adult 0.00 Extra Child] 0.00 Infart| 0.00
Day | Entry Trans Twin Sh PP Single Extra Adult Extra Child Infant Descripti &
1 1|ACC 80.00 80.00 0.00 0.00 0.00
1 2{DIM 40.00 40.00 0.00 0.00 0.00
1 3|BRE 20.00 20.00 0.00 0.00 0.00
1 4|MAS 80.00 80.00 0.00 0.00 0.00
2 1|ACC 80.00 80.00 0.00 0.0 0.00
2 2|DIN 40.00 40.00 0.00 n.0o0 0.00
2 3|BRE 20.00 20.00 0.00 0.00 0.00 ¥
4| | »
Any ather night charge package: Bemaove ltems | Add [tems |
Frint | Duplicate | Save Delete | Exit |

230

Pkg Code: short description for package.

Description: package description.

Start Date: date the package rate will start.

End Date: date the package rate will end.

Stop Sell: by selecting this the package will not be available to select when making a reservation.
Untick once the package can be sold again.

Repetitive: tick if package is to be charged

Number of Nights: enter the number of nights this package applies to.

Room Type: tick the room type the package applies to or select All if it applies to all room types.
Debtor (A/R): enter the Debtor Code if the package applies to a specific debtor.

Price PP: If selected this option will force all entries to be charged on a Per Person basis.

Min Pax per Room: The minimum pax per room in the case of Per Person charging.

Exchange Rate: If not using the local currency to sell rates and packages, enter the Exchange rate
used to calculate the rate in local currency.

Items & Price: enter the items and prices included in the Package.

Twin Share (PP): the amount displayed is the price PER PERSON.

Single: the amount displayed is the price for SINGLE guest.

Extra Adult: the amount displayed is the price an extra adult.

Extra Child: the amount displayed is the price for an extra child.

Infant: the amount displayed is the price for an infant.

Remove Items: click on the item to highlight items, then select the Remowe Items button

Add Items: click on to add additional items to the package.

Other Details: details entered here will display on the guest Conf letter. If no details are entered the
information displayed will be the Package description.

Print: print a hard copy of the Package details.

Duplicate: this will duplicate the Package, the code will have 1 on the end. The code, description, item
entries and amounts can edited or removed then saved.

Save: when the Package setup is completed

Delete: do not delete a Package rate that has already been used on a guest reservation. This will affect
the historical reporting data.

Exit to return to the previous window.
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7.1.6

7.1.7

Repetitive Charge Maintenance

A Repetitive Charge can be setup and used when there is only one or two charges to apply to the guest
account, i.e. Accommodation and Breakfast. These individual items will display on the guest account.
When the individual items are not to be shown on the guest account use a Package rate, refer to
Package Rate Maintenance| 1.

4 Repetitive Charge Maintenance = =
Charge Cd | Am Type Drescription Start Date End Date Twin Sh PP Single
EED " BED. BREAKFAST & DINMER 30A10/2013) 3070672014 130.00 170,00
| 2
Tochange arepetitive charge double click on the charge code. Print | Add Exit |
231

To edit double click on the code. Here you can add items, remowe items, duplicate, save or delete
charge. Click the exit button to return to the previous window.

- Repetitive Charge Maintenance = 1=
Charge Code: |BE Room Type: |*ALL - Elflalge.lType I
* Daily
Description: |BED & BREAKFAST| C Weekly - -
: : wchange Fate
Start Date: |30/10/2013 End Date: |30/06/2014 £ Monthly ’W J
Items & Price I Other details ]
Tuwin Share [PP]| 100.00 Single:| 140.00 Extra Adul] 100.00 Ewtra Child:| B5.00 Infant| 0.0
Day | Entry Tranz Tuwin Sh PP Single Esxtra Adult Extra Child Infant Descript
1 1[ACC 20.00 120.00 20.00 50.00 0.00|ACCOMMODA
1 2|BRE 20.00 20.00 20.00 15.00 0.00|BREAKFAST
< | o
BRemove ltems Add lterns
Duplicate | Save | Delete | Exit |

232

Update Exchange Rate

“* Rate/Package Upd.. = &
Mew Exchange Rate: [
Update | E it |

232a
This is linked to the room rates so when the exchange rate is changed the room rates change also to
reflect the new exchange rate.
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7.2 Room

The Room menu is accessed by selecting Setup -> Room. Rooms need to be added here first before
they will display on the Room Allocation screen.

2 Room Maintenance =
Roomft | Tepe | Status | Cond | %ing | Grouping| Attib 1 | Attrib 2 | Attib 3 | Attib 4 | Attib 5 | Attib B | Acc # Guest Mame Re
0 1 o |o{( ! (1 1 | | | |00O0OS=0 REYNOLDS
0z 1 u] D 0000126 |JOMES .. |0
03 1 W D 0000000 I
04 2 a D 0000564 |HARRISOM o
05 2 W o] 0000000 I
113 2 W C Q000000 o
07 & u] 8] 0000558 |CARTWRIGHT . |00
0g 3 W C Q000000 ar
09 2 u] D 0000554 | SKY'wWaLKER LS
10 3 u] D 0000585  |HOOD b (OO
11 3 u] D 0000556 | TUCK, L
12 1 W C 0000000 I
13 1 W C Q000000 ar
14 1 u] 8] 0000552 |BURNS .o
15 2 W C Q000000 ar
16 2 L C 0000000 1]
17 2 u] D 0000553 | SIMPSON ojo
18 4 L D 0000000 oo
KN 2
R °§r2t5;'39 B BEDCdDBZ”Q F%;Eggs Erint Call Lirnt Add E it

238

For room maintenance the numbers of all rooms (you can include Conference Rooms if you wish) and
room types must be entered here. Information displayed in this section for each room includes status,
condition, current guest name and next guest names and up to 6 room attributes. The Room Type MUST
be added first before a new room can be created.

Click on the links below to access the information on Room Type Setup, Bed Configuration Codes,
Room Facilities, Print, Call Limit, Add and Delete Room.

e Room Type Setuplsd)

Bed Configuration Codes 18]

e Room Facilities| 18
e Print| 187

e Call Limit[ 8

[ ]

Add New Room| s

7.2.1 Room Type Setup

-2 Room Type Maintenance = =
Room Description Tatal | Clazsifi | People| Requie
Type Rooms JRoom| Cleaning
1 FING P4 Bl N 2 ™
2 HOTEL SPA& E| M 4 W
3 STUDIO DELUKE 5 N 3 ™
4 SUITE 2BED E| M 5 W
5 SUITE 1BED 4/ N 31 M
B PENTHOUSE 1 N 5 ™
7 RESTALURANT e 1500 [0
i CONFERENCE 1 C 15 [
Totals: Rooms: 28 Caszual roams: o Conference rooms: 2
Add ‘ Print | : :

233
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This option is used to setup room type descriptions. A maximum of 36 room types can be entered.
The Room Types are numbered Alpha-numerically, 0 - 9 and A - Z

The screen abowve displays the current room type configuration, listing room type, room type
description, number of rooms of this type, Classification Y = Casual rooms N = Motel rooms C =
Conference rooms, maximum number of persons per room and if cleaning is required.

Conference room types are not calculated in to the occupancy statistics. If adding Restaurant
rooms to the room allocation screen then set these up with the Conference code C. The same can be
done for 'dummy rooms' that are not Accommodation rooms.

his

Room Type Maintenance = =

Room Description Total | Classifi| People| Require
Tupe Foams /Room| Cleaning

KIMG SPA
HOTEL SP&
STUDIO DELUXE
SUITE 2 BED
SUITE 1 BED
PENTHOUSE
RESTALRANT
COMFERENCE

@~ ||| &= | R —
=== |e|m| oo @
nololz|z|z|=|=|=
oo |||
A= === R =

Totals: FRooms 28 Casual rooms: 0 Conlference rooms: 2

Add ‘ Frint |
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Click on the Add button to add new room types or double click on a current room type to edit or delete.
The screen below will be displayed.

<t  Room Type Maintenance - o

Fioom Type Cd: ’1_
Fioom D escription: ’W
Mo of Fooms: ’—B
Mo of people per room: ’—2
Min. Mo of rooms for waming: ’_U

Cleaning requirsd [v

Tranzaction code:

Clazzification
" Backpacker * Motel (" Conference
Save | Delete | Ezit
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Room Type Cd
This will be Room Type code/number. This is between 0-9 or A -Z

Room Description
Enter the room type description.

No of Rooms
This field will populate itself once Rooms have been created, it can not be changed manually.

Number of People per Room
Enter the number of people this room will accommodate.

Min No of Rooms for warning

This will allow you to set the minimum number of rooms in the Availability screen in the Front Office
menu. When a room type reaches this set number of rooms the colour of available rooms will change
from black to red indicating to staff low levels of rooms.
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Transaction Code
To use a different accommodation transaction code other than default, during night audit posting.

Dummy Room

If a 'Dummy Room' is required that is not to be used as an Accommodation room, the room type MUST
be setup as a Conference Room. Conference Room reservations are not included in occupancy
statistics, therefore any 'resernvations' entered in this dummy room will not be included in the Occupancy
Statistic reporting.

7.2.2 Bed Configuration Codes

Click on the Bed Configuration Codes button, and the following screen will be displayed. These
configuration codes can then be selected in the guest reservation. This information will display on the
Housekeeping report so the bedding configuration can be setup as requested before the guest arrives.

71 Starfleet Software - Bed Confi.. = &

BC Code BC Cade Description
K KING

k4 |KING QUEEN #<5INGLE

K55 KING SINGLE SINGLE

KS5B  [KING 2<SINGLE 1xBUNK

2} GQUEEN

55 245INGLE

5555  [4XSINGLE

Select the Bed Configuration code that vou wish to update by
double clicking on the code

239

To change or edit a bed configuration code, select the code, then double click. The window below will be
displayed. Here the Bed Configuration Code or description can be edited. Click the Save button to sawe
the changes or click the Delete button to delete the code all together. Click the Exit button to return to
the previous code.

2 Starfleet Software - Bed Confi.. - &

BC Code: K]

BC Code Description [KING

Save | Delete | Exit

240

7.2.3 Room Facilities

Click on the Room Facilities button, and the window below will be displayed. This setup is used to
display on your website when using Starfleet On Line Web Booking link.
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71 Starfleet Software - Room Facilities Codes = =

RF Code RF Code Description
AR |AIRCONDITIONING
COP  |DIRECT DIAL PHOME
DES |DESK
WD |DWD PLAYER
FO | FOXTEL
HEA  [HEATING
KIT |KITCHEMETTE
SHO [SHOWER
SPA | SPABATH
T&C | TEA & COFFEE FACILITIES
TEL | TELEWISION
WEl  |[WIRELESS BROADBAND INTERMET

Select the code that vou wizh to update by double clicking on the code

Frint | Add |
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Select the code you wish to change, then double click. The window below will be displayed to enable
you to edit or delete a code. If the code is new, click on the add button, then add the code, and
description, then save.

1 Starfleet Software - Room Facilit.. — &

RF Code: |&lR

RF Code D escription: IAIHCDNDITIDNING|

Save ] Delete 1 Exit
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724 Print

To print a listing of rooms and their details, press the print button once . This will generate a complete
listing of rooms in your system.

2 Room Maintenance = g
Foomft | Tepe | Status | Cond | “ing | Grouping| Attib 1 | Attrib 2 | Attrib 3 | Attrib 4 | Attb 5 | Altib B | Acc # Guest Mame -
1 C 0000000
0z 1 W C Q000000 il
03 1 u] o] 0000557 |PARKER .|l
04 2 a [} 0000564 |HARRISOM Lo
05 2 ® C 0000000 I
113 2 W C Q000000 o
07 3 u] D 0000558 |CARTWRIGHT . |00
08 3 W C 0000000 I
09 2 L C 0000000 1]
10 &) W C 0000000 I
" 3 W C Q000000 o
12 1 W C 0000000 I
13 1 W C Q000000 o
14 1 L C 0000000 1]
15 2 W C 0000000 I
16 2 L C 0000000 1]
17 2 W C 0000000 I
18 4 u] 0} Q000561 |HOGAM O 1 [
KN ;H
Begdocdigﬁg FE;EJ;S Fint Call Limit Add ‘ E it |

252
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7.2.5

7.2.6

Call Limit

To use this option go to Communication ->PABX ->Set Call Limit. Refer to Set Call Limit[28 to setup.

Add New Room

4 Room Maintenance =

Room Number Type |TKING 5P& | wing [
Fioom Grouping Cd | [T Sole use master room  Status 'T Condition ’T
Attributes

Bed Corfig | [ [ [ [

Room Facilities For
‘web Booking Only

Fioom Description | KeyCard Fioom Mum

Account Code Giroup [v'/M]
Reservation # Guest Mame |
Mext Guest Res # Mest Guest Mame |

M aintenance Description Start date End date 'T:‘prﬁl}é}rpo

[ [ [ I Completed
[ [ [ I Completed
-

| | | Completed

Save | Delete | Exit
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Room number

Enter the number of the room you wish to add to the system. Eg: 01.

If a PABXis connected to this system, and the translation table (refer to PABX setup) is not in use, room
numbers must correspond to the PABX extension numbers.

Type
Select the Room Type refer to: Room Type Setupl s if not already created.

Wing

This is used if you wish to group different room types and rooms into a wing. This may be a separate
building or just a floor or part of a floor. This is useful for housekeeping reports if you wish to allocate an
area for each person to clean and then you can print rooms by wing.

Room Grouping Code

This is used for Backpacker accommodation or if you have a backpacker style setup in a couple of
rooms. Each bed will be setup as a room and can be grouped together to book the room as 'Sole Use'.
eg room "100" has 4 beds setup as 4 room numbers (100A,100B,100C,100D) If the sole use option is
setup and someone would like to have a room to themselves, by ticking the sole use check the system
will take all that GROUP "100" out and allocate to the one guest.

Sole use master room

This only applies if there are two rooms that interconnect and can be booked as one resenation, i.e. a
two bedroom and one bedroom can be booked as one three bedroom. The Master Room is the 'main'
room. See Sole Use Set Upl1s)

Status
The Status will default to V - Vacant when setting up a new room. V — Vacant, O — Occupied, X — On
Maintenance.
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7.2.7

Condition
The Condition will default to C - Clean when setting up a new room. C - Clean, D - Dirty.

Attributes
Enter the room types three characters code attributes, up to six attributes are available

Bed Config

Enter the room setup here. (eg 1D2S — 1 double bed, 2 single or 0D4S — 0 double beds, 4 single beds)
Some rooms will be able to be made up in a number of ways. This will then be shown on the
housekeeping report. It is suggested that the most common setup be placed in the first box. Refer to
Bed Configuration Codes| 1 to setup.

Room Facilities for Web Booking Only - refer to Room Facilities| s for information.

Maintenance

Rooms can be put in maintenance from the room allocation screen in Front office. This is done by double
clicking on the room number in the Room Allocation screen. Enter the details in the Room Maintenance
screen that will appear.

Sole Use Set Up

Sole Use is used when there are interconnecting rooms that can be booked as a larger Apartment for
one reservation. When setting up one room is selected as the 'Master Room'. The Room Grouping code
can be the 'Master' room number. The second room also has the same Room Grouping code. When a
resenvation is made the option 'Sole Use' is selected. This will then link the rooms by the Room Grouping
code.

The 'Master' room has Sole use master room ticked. Room Grouping code is the room number.

2 Room Maintenance = =
Fioom Mumber [21 Type [4-5UITE 2BED | wing
Roam Grauping Cd J21 b t Statuz | 0 Condiion | D

Attibutes ]— ]—
Bed Config | | | | |

Fioom Facilities For
‘web Baoking Only

Fioom Description KeyCard Room Mum Q00anoan
Account Code |0000347 Group [Y#M)

Rleservation # | 0000582 Guest Mame ]FLINSTDNE M
Next Guest Res # |0000000 Mext Guest Name J

Apply To
M aintenance Description Start date End date Fim Gip

J J J (| Completed
J J J O Completed
-
|

] J J Completed

Save ‘ Delete ‘ E it

245a

The second room has the same Room Grouping code as the Master room.

L Room Maintenance ==
Room Mumber [22 Type [S-SUITE 1BED | Wing
| Room Grouping Cd ‘21 j| [ Sole use master mom  Status | 0 Condition | D

245b
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7.2.8

The Room Maintenance screen will display the 'Master' room with a m in the Room Grouping Code
column.

20 + [ v |¢c [

4 0 FLINSTONE

22 5 o |D 21 0000347 |FLINSTONE oo

23 e 23 m 0000000 it

24 s [ v | ¢c 23 0000000 o

= 4 0o | D % m 0000026 | NICHOLSON [

6 s [ v | ¢c 25 0000000 o,

RN f
Eedifong ‘ [Beam ‘ Frint Call Limit Add ‘ Exit ‘
LCodes Facilities

245¢

Change Room Details

= Room Maintenance = C

Fiaarm Number |01 Type [1KING SP& = wing [
Fioom Grouping Cd | [ Soleuse master raom  Status ’T Condition ’T
Altributes

BedCorfig | K [ 55 | [ [

Fioom Facilities For
‘wieb Boaoking Only

Fiaom Description KeyCard Foom Num Q0o0oa0o
Account Code 0000000 Group [T'/M]

Reservation # |0000000 Guest Mame |
Mext Guest Res # |0000577 Next Guest Mame |F\EYNDLDS

Apply To
Fim Grp

[ | | Iz Completed
[ | | B Complsted
! \ \ I _Conplted |

Save | Delete |

aintenance Description Start date End date

246

If you need to change any room details you may do so by double clicking on the room number on the
Room Maintenance screen to open the above screen. Select the field to change or enter details.

Room number
The room number can not be changed.

Type
Enter the Room type (i.e.: - 9 corresponding to the room types setup in Room Type Maintenance).

Status
Enter the status of the room (i.e.: V = Vacant or O = Occupied). Always check the status if guests are
already in house prior to changing any room status to be vacant.

Condition
Enter the condition of the room (i.e.: C = Clean or D = Dirty)

Account code
The account code of the current guest is displayed in this section.

Reservation number
The reservation number of the current guest is displayed in this section.
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7.2.9

Guest name
Displays the name of the guest currently occupying this room.

Wing

This is used if you wish to group different room types and rooms into a wing. This may be a separate
building or just a floor or part of a floor. This is useful for housekeeping reports if you wish to allocate an
area for Housekeeping to clean and then you can print rooms by wing.

Room Grouping Cd

This is used when there is a sole use or backpacker set up. There will be a nhumber of beds in the room,
i.e.four. The room number could be 25 so the beds or 'rooms' would be numbered 25A, 25B, 25C, 25D.
These four beds will then display as separate rooms' on the Room Allocation screen. The Room
Grouping code will then be 25. This will then link the four beds together as one room for the purpose of a
sole use booking allowing the guest/s sole use. Tick the option 'Sole Use' when entering the reservation,
refer to Sole Use Set Uples1 and Backpacker Bookings| 641

Next guest Res
Displays the reservation number of the next guest allocated this room.

Next guest
Displays the name of the next guest allocated this room.

Attributes

Enter up to six 3 character room attribute codes. Use the first attribute to indicate anything that is
special regarding this room i.e. smoking or non smoking room (eg: N/S = Non Smoking Room) as this
will appear above the room number when allocating rooms and next to the room number on Room
Availability screen in Quick Vacancy.

Room On Maintenance

More details refer to Room Maintenance[ 79)

7.2.10 Deleting a Room

22 Room Maintenance = =

Fioom Mumber |01 Type [1-KING SP4 | owing [
Fioom Grouping Cd v | [ Sole use master ioom  Status ’T Condition ’T
Attibutes

BedConfig [ K| 55 | [ |

Fioom Facilities For
‘Web Baoking Only

Fioom Description KeyCard Room Mum 000anoan
Account Code | 0000000 Group [Y#M)

Rleservation # | 0000000 Guest Mame |
Next Guest Res # |0000577 Mest Guest Name |HEYNDLDS

Apply To
M aintenance Description Start date End date Fim Gip

[ [ [ [ Completed
| | | | Completed
-

| ] | Completed
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To delete a room simply double click on the room you wish to delete and select the Delete button. You
will then have to confirm that you wish to delete this room. Rooms with future bookings can not be
deleted. These bookings will need to be transferred to another room first.
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7.3 Conf Letter/SMS/Voucher

7.3.1 Confirmation Letter
Customize your own Confirmation or Welcome letters. To edit an existing Confirmation letter, double
click on the line to open the letter. Edit/Change details or Delete if required, Save & Exit. Refer to Set Up
> System Configuration -> Conf Letter| 205 for configuration details.

Template Setup = =

] SMS 1 Vnuchel]

Double click line to update Confirmation Letter

Code Diescription "~

Confirm1 Confirmation Letter

Welcomel | Welcome Letter 1

N | P

Select Add to create a new Welcome or Confirmation Letter, enter a code to use for the letter ie:
Confirm1 and Description. Confirmation letter layout allows for free text to be entered in three areas,
Top Free Text, Middle Free Text & Closing and Bottom Free Text. Click on each of these
headings to enter your required text in these fields.

Tick Display booking details will show these details on the letter, then Save & Exit.

L] Confirmation Letter Setup = =

Code: || Description: |
Letter lapout ] Top Free Test | Middle Free Text & Closing | Bottom Free Text |

Dear: pise s aiviasia
Top free text [1000 Chars)

ARRIVAL: 99/99/9939 ETd: el

DEPARTURE:  99/99/9333 ETD: 300003

ROOM TYPE:  Soddddddioddd RATE:  $59393.99 Iv Display baoking details
Pax ;933 Aduks 933 Children REF:  [ACC/MO. 33333)

DEPDSIT:  $3333.33
PACKAGE: 30000

iddle free text (3000 Chars)

Closing [100 Charsg)
Bottom free text (4000 Chars)

Delete Save & Exit Exit

250a
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7.3.2 SMS

Double click on a blank line to create or edit an SMS message template.

7] Template Setup - o

Canfirmation Letter Youcher I

Double click line to add/update SMS

Description
ARRMAL CONFIRMATION

1
2
3
4
&
|3

250b

Enter a description for the SMS you wish to send. Do not type past the end of the screen, use the
<enter> key to return to the start of the next line.
Please contact Starfleet to set up your account before using this option.

w7 §nwiéuqﬂaﬁr- Ea

ShS: |2_ D escription: I

SMS Text

Fies.9999999 Ar.DDMMAY Dep DO

HOTE: Maximum length of text is 120 characters

1 250c
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7.3.3 Voucher

The Vouchers tab gives us the option of creating different Vouchers to be issued to Guest's much in the
same way as the Confirmation Letter. The option to prompt for voucher print on Check In is available and
existing vouchers can be edited or deleted by double clicking on the description line. Refer to Printer Set
gglﬁ to set specific printer for vouchers.

2 Template Setup = =2

Corfirrnation Letter] SM5  Woucher

Double click line to update Youchers

Code Description
REST RESTAURAMT WOLUCHER
W1 Dy SPA
W2 TEMMIS COURT

Add

Exit

Click Add to create new wucher. Enter Code and description. When entering text do not type past the
end of the line, use the mouse cursor to start on a new line. Save & Exit.

i Voucher Update = =

Code: Descriptior: |

Mame:  SOOS0SOGLOGR0OH0H Pan 2 Roorm: 201

Delete Save & Exit Exit

251a
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7.4 Pay Types/Discounts
2 Pay Type.. = ¢

Select Option
" Change Pay Types

(" Change Discounts

253

This menu is accessed by selecting the Pay Types / Discounts button. Payment types used in the Front
Office System are setup using this program.

There are two options to select from. Select one of the following for more information:
e Change Pay Type|is)
e Change Discount|:sn

7.4.1 Change Pay Types

Change Pay Types will display the following screen.

Pay Types

Fay Syztem| Surcharge | Surcharge | Surcharge Debtar Frant

Type D escription Type | Amount aza¥ |TransType| Account | GL Code | Office | POS | Tour
& AMER 2.00 ¥  [SUR 1-1170 ) = )
C  |CasH £ poo| B |Mis 111580 V| M ¥
o] DINERS 2.00 ¥ [SUR 1-1170 ¥ = )
E EFTPOS E 0.00 W [MIS 1-1185 ) =2 )
| DIRECT CREDIT 0.00 v M5 1-1175 v = )
o] CHEGUE 2] 0.00 ¥ |MIS 1-1160 ) = )
Vo | VISAMC oo M |MIS 11160 VM M|

General Ledger Code

[Bank Accourt [1-1220 [Debtor discount applied 61600 w

|G L Contra Account |1 -1180 |D ebtor commizsion applied |B-42‘I 5 Add |

254

Select Add to create a new pay type. To setup a Surcharge refer to Credit_Card Surchargem. G/L
(General Ledger Code) must be entered if using Accounting link, refer to separate documentation if using
this module.
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X Payment Types = B
Fay Type: I_ System Type: ’_ Usein Front Office |+
Description: | Uszein POS v
Debtor Account: Use in Tour v
Surcharge  [For Front Office & POS only) Optional
Armount; 0.00 4 G/ Code: ,7
Trans Type: |MIS
Save Delete | Exit |
255
To edit an existing pay type double click on the pay type, the following screen will display. Edit or add
the information, Save and Exit.
L Payment Types = =
Pay Type: ’A_ Spztem Type: El Use in Front Office [+
Description: |[AMEX Use in POS 2
Debtor Account: Use in Tour v
Surcharge [For Front Office & POS anly) Optional
Amount: 2.00 3
GAL Code: |1-1170
Tranz Type: |SUR
Save Delete | Exit |
256
To delete selectthe Delete button. Itis recommended notto delete any Pay Type that has previously
been used. By unticking Use in Front Office, Use in POS and Use in Tour, this will disable the Pay
Type. The Pay Type then can notbe accessed butthe pasthistory is keptintact. A Pay Type that has
notbeen used can be deleted if notrequired.
7.4.2 Credit Card Surcharge

You may wish to hawe a Credit Card Surcharge applied to some credit card types. Add a new
Transaction Type and this can be named SUR - C/C SURCHARGE, select DR (debit) and apply GST.
Now in SETUP go to Pay Types/Discounts -> Change Pay Type. Double click on the Credit Card to
apply the Surcharge to. Enter in the Surcharge percentage and select the SUR transaction.

2 Payment Types = &
FPay Type: |4 Syztem Type: D Use in Front Office v
Description: |AMER Usein POS v
Debtor Account: Use in Tour [w
Surcharge [For Front Office & POS only) Optional
custi| AU G/L Code: [11170

Tranz Type: |SUR
Save Delete E it |

256a
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7.4.3 Discounts

If you wish to set Discount amounts select Change Discount Types and, the next screen will appear.
These discount codes (1 — 9) are used to calculate percentage discounts in programs such as
Reservations. These Discount amounts need to be entered if a Commission amount is to be applied to a
Debtor as this also used for the Commission amount.

2 Chan.. - 2 HEE

Dizcount %
1] 100000 |
2| 15.0000
3| 20000
4| 11.0000
5| on.0000
5
7
8
3

00.0000
00.0000
00.0000
00.0000

Exit

257

7.5 Transaction Types

This menu is accessed by selecting Transaction Types in the Set up menu. This program is used to
configure transaction departments and transaction types for use in the Front Office system. Each
transaction type must have a valid department code therefore we need to configure the transaction
departments first. To do this select Department Maintenance.

<* Transaction.. — O

Select Option

" Department maintenance

" Transaction type maintenance

258

e Department Maintenancel 1)
e Transaction Types Maintenancel s
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7.5.1 Department Maintenance

2 Department Maintenance =
Code Description Frint 5eq |
1 [ACCOMODATION 1
2 |TOURS 2
3 |RESTAURANT/BAR 3
4 |MISCELLANEOUS 4
5 |COMFEREMCE 5
£ [SHOP 3]

To edit a department code double click on the department
code or to add a new department, click on the add button.

259

These transaction departments (1 — 18) are used in the revenue reports such as Transaction List,
Weekly Summary etc, to group transaction types into departments thus giving both individual transaction
revenue and their department revenue.

To change a department type simply double click on the line you wish to change or to add a new
department select the Add button. The following screen below will appear.

< Edit Department Code - ©

Department Code: |:|

Drescription: |

Frint 5 equence:

Save | LDelete | Exit |

260

The print sequence determines in which order the departments appear in the report and can be changed
anytime you like without having to re-shuffle the department numbers. You may only hawe one
Department allocated to any Department and Print Sequence number. When you have finished select
the Sawe button.

To delete a Department Code select the Department by double clicking it and the press the delete
button.

To edit a department code, double click on the department code . The following screen will appear.

< Edit Department Code - ©

Department Code: m

Description: |AEED MODATION

Frint 5 equence: m

Save | Delete | Exit |

261
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752

Transaction Types Maintenance

199

All transaction types used in the Front Office system must be setup here, eg item such as:
Accommodation, Laundry, Phones, Breakfast Food, Dinner Liquor, Payment etc. Each transaction code
can have up to three alphanumeric characters and you can setup as many transaction codes as you like

using a 3 character combination.

s Transaction Types = &

Trans Description Dept | Dr/Cr [Longterm| Dizable | Apply | Long |System| System | GL Code ﬂ

r ACCOMMODATION 1 ) [ = | = E 41100

ADR A0% DEPOSIT REFIUND 1 D O OO0 a I [11z20

O ADY DEPOSIT 1 Cr [ Ol & 1 M 11220

A0 A0 CAMCELLATION FEE 1 D | B2 || F M (41100

BAR BAR 3 i} W O|0O)| . [T |42100

BRK BREAKFAST 2 D [ M || 4 M [41200

CaN CANCELLATION FEE 1 i} O] F|O| cC I [41100

Co4 COFFEE/TEA 5 Di O V| & O [41400

COM  |[COMMISSION 1 [Ef 7 F || o I |E-4215

CON COMFEREMCE 5 Di ] V| [~ [4-2200

DN DINNER 2 D | || & M (41200

Dl DISCOUNT 1 [} W || D I |E1600

GIF GIFT YOUCHER 4 o O = ] w2 [0 [11220

GST GST 1 D W OO0 G I |2a010

HOR HORSE RIDING 2 Di || V| & [T [41500

IND INTERMET DATA CHG 1 D I V| D I I [41600

INT INTERMET 1 Di ol M| 7 M [4-1600

LUN LUINCH 2 D | || & M (41200

MAS MASSAGE 1 HOUR 4 i} [ V| D [T [41700 =]

To edit a ranzaction twpe double click on the tranzaction . .

code or b add & new transaction, click on the add button, ~ Update Trans Cd | Erint | add | Exit I

To add a new Transaction Type select the Add button.

2 Transaction Types =
Trans Code: ’|_ Longterm GST tramsaction type [
Description: | GST ¥
Depattment: [01ACCOMODATION | Longterm GST [~

DR/CR: ™ Debit © Credi Longterm Trans Code: J—
System Type: ’_ Digable [
Optional
GACode: |
Save | Delete | Exit |
263

The following entries will now need to be entered.

Trans code

Enter the code for this new transaction type. (maximum 3 alphanumeric characters)

If the code already exist the system will reject it and ask you to re-enter another code.

Description
Enter the description for this transaction type. (maximum 20 alphanumeric characters)

Department

Enter a valid department for this transaction type. Refer to Department Maintenance/ 9] if a department

is not setup.
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Debit/Credit
Select 'DR' for debit transactions such as Accommodation, Minibar, and Facsimile etc.
Select 'CR' for credit transactions such as Payment, Advance Deposit etc.

Disable
Select tick box to disable this transaction.

GST
Select tick box to apply GST to this transaction.

Long Term G.S.T
Select tick box to apply GST to apply Long term G.S.T (applies to Accommodation 28 days and ower).
Refer to Tax/CurrencylZs'ﬂ to setup Long Term GST amount.

General ledger code
If you are using the Accounting Link Module, you must enter your General Ledger code.

General ledger contra code
Please add the contra General Ledger Code for the transaction. i.e.: the opposite code for the General
Ledger Code. Please refer to separate documentation if using Accounting link module.

The system comes with the following pre-defines transaction types:

System type Trans code  Description

3 ACC Accommodation

A ADR Adv Deposit Refund
1 ADV Advance Deposit

F ADX Advance Cancellation fee
4 BRK Breakfast

C CAN Cancellation fee

6 DIN Dinner

D DIS Discount

G GST GST

7 INT Internet

5 LUN Lunch

M MIS Miscellaneous

P PAK Package

0 PAO Paid Out

2 PAY Payment

B RBC Restaurant/Bar

R RBT Bed Tax

H RMH Room hire

9 ROU Rounding

E TCG Tour charge

L TEL Telephone

8 TIP Tips

T TRA Transfer transaction
\% VID Void entry

X XFR Xfer to debtor

Z Z Owner expenses

You can change the code and description of these transactions but you must not interchange
them or use it for other transaction types. These codes can not be deleted. If not required for
use then disable the code.
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7.5.3 Editing Transaction Types

On the menu bar select Set Up -> Transaction Types -> Transaction type maintenance.

ol Transaction Types =
Trans Description Dept | Di/Cr |Longterm| Disable | &pply | Long [System| Sestem | GL Code ;|
Code Cd Tax | G5T | Type | Default

A ATION 1 ] | & @ [41100
ADR A0 DEPOSIT REFUND 1 Dr ] OO A 11220
ADY A0 DEPOSIT 1 Cr O Ol 1 ¥ |1-1z20
ADX A0 CAMCELLATION FEE 1 Dr ] F | O F ¥ 41100
BAR BAR 3 Dr V! Ol B [ |42100
BRE BREAKFAST 3 Dr ] F | O 4 ¥ 41300
CaM CANCELLATION FEE 1 Dr O V| & B ¥ |41100
CO&  |COFFEESTEA 5 | or [N = I~ [41400
COM COMMISSION 1 Cr =2 Ml 0 ¥ |54215
COM  |CONFERENCE 5 | or [l = I [4z200
DN DINNER 3 Dr O Ml O B ¥ |4-1300
DIS DISCOUNT 1 cr ¥ V|| o V¥ [s1600
GIF GIFT ¥OUCHER 4 Cr O Oola 2 O [1-1220
GST GST 1 Dr V Olo G V¥ |2300
HOR HORSE RIDING 2 Dr O V| [T |41500
IND INTERMET DATA CHG 1 Dr v V| D | ¥ |4-1600
INT INTERMNET 1 Dr ) F | O 7 ¥ |4#1800
LUMN LUNCH 3 Dr [} V| & 5 ¥ |4-1300
MAS MASSAGE 1 HOUR 4 Dr [T F | O [~ |41700 j
To edit a tranzaction type double click on the transaction X §
code of bo add & new franzaction, click on the add button, Update Trans Cd | Print | Add | Exit ‘
- 265

To edit an existing Transaction Type double click on the Transaction Code you wish to edit and the
following screen below will be displayed. Edit the transaction code then click the save button to save
changes.

Refer to Transaction Types Maintenance[s3), for descriptions of the fields and prompts displayed if

required
2 Transaction Types = =
Trans Code: |ACC Longterm GST bansaction type [
Drescrption: JACCDMMDDATIDN GET ™
Department: [01-ACCOMODATION — ~| Longterm GST
DR/CR: (% Dehit € Credit Langterm Tran: Code: ]
Syztem Type: i Digable [~
Optional —————
’7 G/L Code: I4-11DD
Diuplicate Save | Delete ‘ Exit I
266

7.5.4 Deleting Transaction Types

Deleting Transaction Types is password protected. Please contact Starfleet.
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71.5.5

Long Term Accommodation Transaction type

Click on Setup menu, then click transaction type, select transaction type maintenance, the following
screen will be displayed.

et Transaction Types = =
D escription Dept | Dr/Cr |Longterm| Disable | Apply | Long | System| System | GL Code i‘
Cd Tax | GST | Type | Default
ODATION 1 ) [} (v I | 3 @ 41100
Al DEPOSIT REFUND 1 Cir O O|lg A ¥ [11220
ADY DEPOSIT 1 Cr [ Ol g 1 M [11zz20
AD CAMCELLATION FEE 1 Dr 0O |F | O] F 41100
BAR BAR z) Dr vl OO B [ [42100
BRE. BREAKFAST 3 Dr | VM| O 4 M [41300
CaN CAMCELLATION FEE 1 Dr || M| O [ ¥ [41100
COA  |COFFEE/TEA 5 Dr O M| O [ |41400
COM COMMISSION 1 Cr vl VM| O u] ¥ |E-4215
COM COMFEREMCE 5 Dr O V| O [ [42300
DIN DINMER 3 Dr 0 F || & ¥ [41300
DIs DISCOUNMT 1 Cr vl VM| O u] ¥ |E-1600
GIF GIFT VOUCHER 4 Cr [=] ] | [ 2 0 (11220
GST GST 1 Dir vl O|g G M |2-3010
HOR  |HORSE RIDING 2 Dr O M| O [ |41500
IND INTERNET DATA CHG 1 Cir vl VM| O | ¥ [41600
INT INTERMNET 1 Dr el ¥ |- 7 ¥ |41600
LUM LUUNCH 3 Dr ] F || & ¥ [41300
h&S MaSSAGE 1 HOUR 4 Dir [ |2 [ [44700 j
To edit a ransaction type double click on the transaction . .
code or to add a new transaction, click on the add buttorn. Update Trans Cd | Prirt | Add | Exit ‘

269

To add a long term accommodation transaction type, first double click on the ACC transaction type as if
you were going to update it. Then click on the

Duplicate button. Enter any code you wish for the new code, then make sure that the long term GST
option is selected. Then click on the Sawe button to save the new transaction you have just created.
Now, double click on the ACC code again. In the Long term Trans Code field put the code of the
transaction you hawe just created. Now after 28 days, the guest will be charged reduced GST(as required
by Law) using the long term accommodation transaction type.

2 Transaction Types =
Trans Code: ’W Longterm GST tramsaction type [
Drescription: |ACCDMMDDATIDN GST ¥
Depattment: [01ACCOMODATION | Longterm GST [

DR/CR: " Credit Longterm Trans Code: J—
System Type: Digable [
Optional
G Code: [41700
Duplicate Save Delete | Exit |
270
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System Configuration

This menu accessed by clicking on System Configuration in the Setup menu.

This sub menu allows you to set certain parameters in the system, and to enable or disable certain
functions.

You will require a password to access this option, please contact your administrator for this.

T

271

Once you hawe entered a valid password, the following screen will appear.

Invoice | Houszekeeping I Backpacker I Printing I Tour Bkg I Account I Debtors I TAX/Cumrency
Conf Letter I Youchers/SMS I Daily Update I Other/Securty I Modules I Reg Slip

Allow Tentative Reservations Force Room Allocation

Show all Reservations when Searching Faorce Rate Code
Force R ate Amount
Force ETA

Force ETD

Force Arrival Method

Use Gender Preferences

Farce Payment befare Check Out
Enabled Room Sole U ze Facility
Allow zera pax in a reservation

Do nat allow overbaoking a room type Force Departure Method
Default to pre-authaorized when creating a bkg Force Youcher

Show rezervation number on new booking Force Room Setup

0 1 o 8 o 13 |

Use Armival/Departure method list selection Force Gender

Group Rooming List Option
Use group name in rooming list name

e e o o o 1 |

Post Charges on Check In
IV Mewer Always walk Inonly ‘ Allocate next available room in room izt

" Guest " Group [exclude Extraz)
* Mone " Group finclude Extras)

Frefered Check In Time |D3. 00pm
Prefered Check Out Time I‘I 0.00arm

Ermnail Setup Spztem Counters Mame Setup System Setup Save and Exit

"D efault Charge To

272
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7.6.1

Reservation

it System Configuration =5 =

Invoice ] Houzekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAX/Currency ]
Reservation l Conf Letter ] Youchers/SMS ] Daily Update ] OtherdS ecurity ] Modules ] Regq Slip ]

= Farce Room Allocation B
Show all Reservations when Searching v Farce Rate Code I
Usze Gender Preferences " Force Rate Amaunt I
Force Paymert before Check Out i~ Foree ETA I~
Ernabled Room Sols Use Facility I Force ETD I
Allow zera pax in a reservation I Force Armival Method I
Do nat allow overbaoking a room type B Force Departure bethod |
Default to pre-authonzed when creating a bkg I Force Youcher |
Show reservation number on new booking [ Force Room Setup -
Usze Arrival/Departure method list selaction 1 Farce Gender B
Group Rooming List Option
s e B Use group name in rooming list name v
{* Always Walk Inorly Allocate next available room in room list v
Diefault Charge To
EreferediEheckiintime ,W " Guest " Group [exclude Extraz)
SR e (DN ,m (+ Mone " Group (include Extras]
Ermnail Setup | Syztem Counters | Mame Setup | System Setup | Save and Exit | Exit |

273

Allow Tentative Reservations is now selected through the Guest reservation as Unconfirmed Booking,
so this is no longer available.

Show all Reservations when Searching (default and is always on).

Use Gender Preferences - Used for backpackers for Male and Female dorms.

Force Payment before Check Out (Cannot check guest out unless balance is zero).

Enabled room sole use facility - Used for Backpackers where one person / group wants sole use of a
dorm.

Allow zero pax in a reservation or not.

Do not allow over booking a room type when making a new booking.

Default to pre-authorized when creating a booking (allows charges from a POS to room accounts).
Display arriving guests button in Book Room.

Show reservation number on new booking.

Use Arrival/Departure method list selection - allows a pre-entered list of arrival / departure methods.
Allow you to auto post accommodation charges on check in - options are Newer, Always or Walk in/
Day use.

Enter the Preferred Check In Time that will appear on your Confirmation Letter ( HH:MM AM or PM ).
Enter the Preferred Check Out Time that will appear on your Confirmation Letter ( HH:MM AM or PM ).
Force room allocation - that is a room number must be entered at reservation time.

Force rate code.

Force rate amount.

Force ETA.

Force ETD.

Force Arrival method.

Force Departure method.

Force Voucher.

Force Room Setup.

Force Gender.

Use the group name in the rooming list.

Allocate the next available room in the rooming list.

Default Charge To: select the default for charges on a Group booking. This example None is selected.
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7.6.2

7.6.3

Conf Letter

his

System Configuration = =

Houzekeenpi I Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAX/Cumrency ]

Youcher ] Daily Update ] Other/S ecurity ] Modules ] Reg Slip ] Invoice ]

Reservation

Options For Conf Letter Default Confirmation Slip Comment for [B)
Type of Confirmation Letter: |LINE 1
(v Standard &4 |LINE 2

" Detailz with Remitance Print B)
" Booking Confirmation
~

Uzing Blank Paper v
-
Left Justiied Property Header [

Email 5 etup | Syztem Counters | Mame Setup | System Setup Save and Exit E it

286

Options for Confirmation Letter
e Type of Confirmation Letter to be used. For most properties the Standard A4 option will be selected.
e Using Blank paper - only select if using blank paper. If using letterhead leave unticked.

Default Confirmation Slip Comment for (B) is only used when Details with Remittance Print (B) is
selected.

Refer to Set Up -> Conf Letter/Sms/Voucher -> Confirmation Letter| 12 to set up and edit Confirmation
Letter Templates.

Daily Update
4 System Configuration = =
l

Invoice ] Housekeeping ] Backpacker ] Printi

] Account ] Debtors ] TAX/Currency ]
Reservation ] Conf Letter ] VYouchers/5MS

Other/Security ] Modules ] Reqg Slip ]

Daily Update Options Newspaper Options
Show % acant Roome on Update I 1FTHE AGE ‘:
Charge Resereation Once Only [ 2| THE 5N
Allaw D aily. *Weekly or Monthly Charging ] 3| WEEELY TIMES
Allow voiding of previous day transactions I~ 4| FINAMCIAL REVIE'W
Delete "Mo Shows" in Might Audit ] 5
Prampt For Credit Card Surcharge H
Restricted Access To Transaction Reversal [ Reconciliation Report Status
Only allow auto dizc / comm on debtor H Delcclisf=por 1241042004
Apply Digcount on Extras [ High/Low Rate Days e— r
Sunday I Thursday [
DayEnd :
Monday I Friday i
Tuesday r Saturday B
Email Setup System Counters MHame Setup System Setup Save and Exit Exit

29
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e Show all vacant rooms on the Daily Update.

¢ Charge Reservation Once Only (regardless of the length of time the guest is staying).

e Apply Discount on Extras (apply any discount % set for any guest account to be taken off any guest
extras that apply).

¢ Allow Daily, Weekly or Monthly Charging.

e Allow widing of previous day transactions. (NOT recommended as this will affect transaction and
revenue history records).

e Delete "No Shows" in Night Audit.

e Prompt for Credit Card Surcharge.

¢ Restricted Access To Transaction Rewversal. User must have admin lewvel to enter reverse amounts.

Newspaper Options

If guests have an option to order a daily newspaper during their stay the newspaper selection offered can
be entered here. By selecting the drop down "News" field on the Guest Information screen the newspaper
can then be selected. Refer to Housekeegingmﬁ report to print the Newspaper report.

High/Low Rate Days

You also hawe the option here to select your High or Low Rate Days to apply these to your rates. Just
tick the days you wish to be either high or low rates.

NOTE: in rates setup Add/Edit_Rates[:s) you have a normal rate and this HIGH/LOW rate so it cant be
both it needs to be either a higher or a lower rate.

Day End (Night Audit Reports)
This program allows you to select reports to process when the Night Audit is run at the end of each day.

Click the Day End button to open the following window below.

Guest Departures Motes Far the day

7 Night Audit Reports = =

[]
Tranzaction List | Baooking List I
Tranzaction List [Reversals] | Daily O cocupancy I |
Guest Accounts Balances [ Cancellations [
Guest &cc Bal Inhouse [ Phane Calls [
Securty Deposits | Daily Surnrnary I
Guest Aivals [ Guest Notes [

[ [

[ [

Housekeeping Draily Statistics

Save and Exit Exit 291

Tick the box to print these reports automatically at end of day or untick to skip. Select Savwe & Exit to
update your options. The Daily Update is only printed when selected here. All the remaining reports can
be manually selected to print directly from the Front Office menu.
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7.6.4 Other/Security

-4 System Configuration = =
Invoice ] Houszekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAXSCumrency ]
Reservation ] Conf Letter ] Youchers/SMS ] Daily Update Modules ] Reg Slip ]
Otzaecrkc;t‘;:s?c:sformea W Raaom Allacation with index -

Track Statistics for Segments v Hetatiooms seizen ’ﬁ
P i Show Day Use in Availability Screen v
|5 an Electionic Cash Diawer Fitted [ Show Pax line in Availability Screen v
Display booked by in daily info report r Dizplay First Mame on Room Allocation Screen I
Apply PCI higher lewvel security I Ierge Mame on Room Allocation Screen v
Da nat store credit card details L] Fioom Allocation Screen - Toaol Tip on Click B
Change encryption key
Description TT1[ 112|173 TT4[ T15] 116 Rlecover System Counters'?
1} DEFALLT [zannot change) 1: Recaver
2| ACCOMMODATION ACC
3 |
4
5 Setup System Accounts
Clear Sy Accounts
Ermail S etup | Syztem Counters | Mame Setup System Setup | Save and Euit | Ezit |

287

e Track Statistics for Area.

e Track Statistics for Segments.

e Display the name list when entering new accounts. This will display a drop down field with previous
guest names to select from when entering in a new Guest Resenation. If the guest has stayed
previously by selecting the correct name details these details do not need to be re entered.

¢ |s an Electronic Cash Drawer Fitted. (please select if there is one).

¢ Display booked by in daily info report. (displays the User ID of who made the booking).

* Apply PCI higher level security. Refer to Change User Password[ 201 and PCI DSS Compliancel 20}

e Do not store credit card details. Refer to Clear Credit Card Datal 171

¢ Room Allocation with index.

¢ No of rooms/screen. Room Allocation screen will fit approx 39 rooms, with properties with less than 39
rooms you can chose the amount of rooms you would like displayed.

e Show Day use in Availability screen.

e Show Pax line in Availability Screen. (displays many people are In House in the Availability screen).

e Display First Name on Room Allocation Screen.

¢ Merge Name on Room Allocation Screen. (shows as one continuous booking from arrival to departure)

e Room Allocation Screen - Tool Tip on click. (when selected will only show guest details when you
click instead of howvering over them).

Recover System Counters - DO NOT USE - contact Starfleet Software.

Set up System Accounts
e Set up System account numbers for Cash Account, Tour Desk, Owners Account (Owners
Accounting module), House Account & Staff Account.
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7.6.5 Modules
L2 System Configuration = =
Invoice ] Houszekeeping ] Backpacker ] Printing ] Tour Bkg ] Account | Deb ] TAX/Currency ]
Reszervation ] Conf Letter ] Youchers/5MS ] Daily Update ] Other/Security | Reg Slip ]
Modules l ExtemalAppIications]
Frant Office v Boom Gate I
Groups v Qiwrer Accounting [
Debtors v Mavie Link I
PaE Link v Global Gossip [
Stock & Touch POS [Starfleet) v
Conference Manager v
Tour Desk v
Tour Booking [with s2at contral] |
External POS Link [Quest/Orderkdate) r
Update Modules | External POS Setup |
Email 5 etup | Syztem Counters | Mame Setup | System Setup | Save and Exit | E it |
287a

The Modules tab will show the active program modules. These can only be activated by Starfleet
Software.

Update Modules: these are Starfleet Software Modules, to activate this is password accessed by
Starfleet Software.

External POS Set up: refer to Starfleet for information.Separate documentation is available.

External Applications

There are a number of links to external programs such as MYOB and Quickbooks (Accounting link),
Internet bookings, Internet and Door Key Cards. These external applications are password accessed and

activated by Starfleet Software.

4 System Configuration = =

Invoice ] Housekeeping ] Backpacker ] Printing ] Tour Bkg ] Account | Debtors ] TAX/Currency ]
Reservation ] Conf Letter ] Youchers/5M5S ] Daily Update ] Other/Security  Modules l Reqg Slip ]

Modules ]
Eaternal Account Link [roor Key Cards
(" Attache ™ Mpob 7 Quickbooks © MNone " Wision " Kaba * Maone
Myob/Quickbook : Export Option YingCard Licenze | TRYN

Do not export to Myob/Quickbooks Bank Ledger [

External Intermet Booking Links

Heliday Guide [~ YIP T Jasons I
Baokinl ]

Channel Manager Link

(v STasH " SiteMinder

" Resonline " Mone

Other Link
Internet Link. [

Update Modules | External POS Setup |

Email Setup System Counters MHame Setup System Setup | Save and Exit | Exit |

287c
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7.6.6 Vouchers

If a Voucher is required on arrival tick the option to Prompt for Voucher Print on Check In. Refer to
Voucher[:s3 to create Voucher templates. Refer to Printer Set Upl 18] for Voucher printer selection.

2 System Configuration = =
Housekeeping ] Backpa rinting ] Tour Bkg ] Account ] Debtors ] TAX/Cumrency ]
Reservation ] Conf Letter aily Update I DOther/Security ] Modules ] Reg Slip ] Invoice ]
Youchers options
Prampt For Youcher Print on Check In |
Email Setup Spstem Counters Mame Setup System Setup Save and Exit Exit |
329
7.6.7 Reg Slip
2 System Configuration = =

Invoice ] Housekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAX
Reservation ] Conf Letter ] Youchers/5M5 ] Daily Update ] Other/Security ] Modules
UPDATE STANDARD REGISTRATION SLIP [Standard] Options

| (™ Standard with Terms

I
| * Standard  StdLong

" Custam

Custom
{ GRS ERT

TERMS AND CONDITIONS OF AGREEMENT [Standard with Terms]

CK OM OR 5

T @A

Z

Standard Slips Only

Do rot pritt room nurmber [

Do nat print roam rate I
D'o rot pritt conmrment [
Email Setup | System Counters | MHame Setup | System Setup Save and Exit Exit

275

There are three options for registration slips.

e Standard with Terms - You are able to add text to this registration slip using the text boxes provided.
You can enter any text specific to your property.

e Standard - Will print preformatted registration slip. (most commonly used).

e Custom - This enables the user to customize the registration slip. If this option is required please
contact Starfleet Software for costing.

e Std Long - This will give three areas to add text. If one of the fields is not used then this will not show
as a blank area when the Registration Slip is printed.
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7.6.8

4 Registration slip long template

Property Header

-Guest details
Guest name:
Address:

Email Companv:

-Booking details

Arrival date: . FOOM NUMber Murn. of nights:

Departure date: . __ Res. number: ... ; Total charge

“Youcher: Adults: Children:
Comment,

Payrment details

tethad of payment: [ Cas =
= o
Creditcard no B 3

EEEE EEEN EEEN EEEN Expiry: [N/ W

Marne on card: ...

Terms & Conditions

Signature/date details

MOTE: Do not exceed the free text area size - press <Enter> key to go to the new line Exit
275a

Invoice

= System Configuration = 2

Reservation ] Conf Letter ] Youchers/SMS ] Daily Update ] Other/Security I Modules ] Reg Slip ]
] Housekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors 1 TAX/Currency ]

Invoice Options

— Type of Invaice Comments for standard quest invaice
{+ Standard A4 ™ Custom Type [3 Lines, sach 80 characters long)
1
' ; o (A
" Ty [ " Type'™ Type'T
" Twpe'B' " Type'H'  Type'D' © Type' 3 ‘
" Type'T & Tur i Type 2

" Typs'E' © Type®'

Left Justified Property Header in Standard A4 v
Allow Summary Invoices |
Dieduct Debtor Payment from Invaice Total v

Enable Printer Selection [for Standard Invaoice only) [

Change of Management Right D ate:

Email Setup Spatem Counters Mame Setup Syatem Setup Save and Exit Exit I

276
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Invoice Options:

e Select Standard A4 or Custom Type.

e [f you require a customized type this option is password protected, please contact Starfleet.
Left Justified Property Header in Standard A4 - print property header on top left of inwoice.
Allow Summary Invoices.

Deduct Debtor Payment from Inwice Total (

Enable Printer Selection (for Standard Inwice only) - allow to select which printer to use.

Comment line for standard guest invoice
Enter up to 3 lines of comments to display on the standard guest inwice

Change of Management Right Date:
When a Property has a change of Ownership the date the new owner takes ower is entered.

7.6.9 Housekeeping

4 System Configuration = =
Reservati ] Youchers/5M5 ] Daily Update ] Other/Security ] Modules ] Reg Slip ]
Invoice l Backpacker ] Printing ] Tour Bkg ] Account ] Debtors ] TAXSCurrency ]

Houszekeeping Report Options

Show nest guest detail v

Show vacant room anly if dirty o

(" Digplay Booked By OR ™ Comment Line

Mumber of days between Major cleans: |T

Mumber of days between Minor cleans: 'T

Update Reservations
Allow room checking after cleaning v
Password required to update rooms [
Email Setup | System Counters | MHame Setup | System Setup | Save and Exit | Exit

Scr

Show the next guests details on the housekeeping report.
Show vacant room only if dirty.

Display Booked by or Comment line

The number of days between a Major clean of a room.
The number of days between a Minor clean of a room.

The update reservation button will update all reservations in the system still to arrive to the new
housekeeping regime selected.

¢ Allow room checking after cleaning
e Password required to update rooms
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7.6.10 Backpacker

-4 System Configuration = =

7.6.11

/SMS | Daily Update | Other/Security | Modules | Reg Ship |
Printing ] Tour Bkg ] Account ] Debtors ] TAX/Currency ]

Reservation ] Conf Lette

Invoice ] Houszekeeping

Backpacker Ophtions
" Al Backpackers " Some & Mone Check In charges
Tran Type Description Amount
Fast check in and check out " ]
Accommodation to be charged at night audit B g gg
Backpacker accommodation transaction: | 0.0
0.00
Set time for late checkout warning (hh:mm) oon
Set time for late checkout warning2{hh:mm) 0.00
0.00
Late check out slip comment: oon
0.00
Check Dut charges
Tran Type Description Amount
Exclude this transaction from list of l— 0.00
deposits to be refunded in check out 0.00
Il 0.00
Email 5 etup | Syztem Counters | Mame Setup | System Setup | Save and Exit | E it |

280

Backpacker Options, this option will allow you to Charge set items such as Key Deposits on check in
and receive monies.

Fast check-in/check-out for Backpacker bookings.

Accommodation to be charged at night audit instead of check in.

Backpacker accommodation transaction allows you to select a different accommodation code to the
default. This is useful for properties that have a mixture of rooms and backpackers.

Set time for late check out warning to warn you when a guest hasn't yet departed. This will display in
the Backpacker departure screen.

Check In Charges/ Check Out Charges

In

the right hand table select the transaction(s) that you require to charge on check in and check out.

Printing

o

System Configuration = =

Reservation ] Conf Letter ] Youchers/5M!
Invoice I Housekeeping ] Backpacker |

ily Update ] Other/Security I Modules ] Reg Slip ]
Tour Bkg ] Account ] Debtors } TAX/Currency ]

Print Receipt on Payment 1
Frint Two Receipts T
Receipt Print Type:  40Col & 80Col ¢ 80ColR
Print Ore Line Receipt |
Frint Banking Slip ]
Print 44 Booking Slip I-1

-

Use large logo on invoices/statements

Email Setup Systern Counters Hame Setup System Setup Save and Exit Exit |

278
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e Automatically print a receipt on all payments received.

e Print two receipts automatically on all payments received.

e Specify which type of receipt you would like printed, a 40 Col wide or an 80 Col wide.
¢ Print a one line receipt.

¢ Do you require a booking slip printed.

¢ Do you require an A4 booking slip.

e Select if using the large logo on invoices and statements.

7.6.12 Tour Booking

4 System Configuration = &
Reservalion ] Conf Letter ] Youchers/SMS ] Dail Other/Security I Modules ] Reg Slip ]
Invoice I Houszekeeping ] Backpacker ] Printing Account ] Debtors } TAX/Currency ]
Disclaimer Options

Force service date on open booking 1
Tour booking requires invoice update I
Motto
Comment
Email Setup | Systern Counters | Hame Setup | System Setup | Save and Exit | Exit |

279

If using the Tour Desk booking module this setup enables you to input your own disclaimer, motto and
comment to appear on your booking slips for the client.

You can also check against the following items to allow access.

¢ Force senvice date on open booking

e Tour booking requires inwice update

7.6.13 Account

-4 System Configuration = 2

Reszervation ] Conf Letter ] Youchers/5M5S ] Daily Update ] Other/Security ] Modules ] Reg Slip ]

Invoice ] Houszekeeping ] Backpacker ] Printing ] Tour Bkg || Debtors ] TAX/Currency ]

Surmame; | [ Title: | [~ First Name: ll—i
Company: | | Card Nox | ™
Address 1: | . Contact: | -
Address 2 | ] Pharelz): | ~ Fau: | r
Suburb: | - - Car: ’f
State: | i ﬂ Postcode: | [~ E-mail: | -

¥ Forced entry on guest/aroup account information

Email Setup System Counterz Mame Setup Syztem Setup Save and Exit Exit

281
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This screen is the layout configuration setup in your system for guest and group details. The only option
you hawe is to tick to allow or untick the box to disallow the forced entry of information on to guest/ group
account information
7.6.14 Debtors
4 System Configuration = =
Reservation ] Conf Letter ] Youchers/5MS ] Daily Update ] Other/Security ] Modules ] Reg Ship ]
Invoice ] Housekeeping ] Backpacker ] Printing ] Tour Bkg ] Account TAXSCurrency ]
Debtor Diebtar Statemert Type
Debtor Types * Standard " Custom
1 FCORPORATE |
2 | TRAVEL AGENT
3 " Type B " Type ' ™ Type T
4 Usze the following as the reference number:
5 Guest 7 Account % Reservation  Woucher
B Mote: Only the first 8 characters of voucher # will be uzed
7 Buank Details for Debtars Statement:
2 Pap To: |
9 Bank: |
Print debtar invaices |—| BSE Ma: Account;
T T e e = Export debtar transactions to remate debtor I
Remate Debtor D atapath:
Farced voucher number on transfer to debtors [ |
Display a range when paying/reconciing entries[ Debtor mezzage on all print/email statements
Send email statement withaut pop-up o |
Email Setup | Systemgounters| MHame Setup | System Setup | Save and Exit | Exit | 282

Debtor Types.This option allows you to enter different types of debtors (for example Corporate, Travel

Agent etc).

Tick/untick against the following:

¢ Print Debtor Invoices (prints Debtor statements as tax inwices - specific application for some users
only).

e Transfer nett and commission amounts to debtors. (when transferring to the debtor it transfers the

gross amount which then shows nett and commission amounts individually).

Forced Voucher Number on Transfer to debtors (requires a voucher / reference number)

Display a range when paying / reconciling entries (no longer used).

Send email statement without popup prompt.

Debtor Statement Type
Standard or Custom (Custom are specially modified just for the client requesting them).
If using Custom select the Type, selection is password restricted by Starfleet Software.

Use the following as the reference number
Guest, Account, Reservation or Voucher. Reservation number is the default.

Bank Details for Debtor Statement
These details will display on debtor statements.
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7.6.15 Tax/Currency

-4 System Configuration = =

Reszervation ] Conf Letter ] Youcherz/5M5S ] Daily Update ] Other/Security ] Modules ] Reg Slip ]
Invoice ] Houszekeeping ] Backpacker ] Printing ] Tour Bkg ] Account ] Debtors i

TAX Options Tax Type Currency
(F GST VAT O Tax Symbol l_ Shart Marme l—
Enter TA% as % ’W Enter Start Date m Name |
Previous TAX in % w Currency Multiplier ’W Update
Long Term GST in % ’ﬁ
Mumber of Dayz when Long Term Applies W
=
Predominantly Long Tem I
Unit Dwner Remits the TAX r

Last day of current Financial v'ear 3040642005

Email 5 etup | Syztem Counters | Mame Setup | System Setup Save and Exit E it

274

Tax Options

e Select the Tax Type.

e Enter the GST as a percentage figure.

e Enter the start date that the GST will apply from ( DD/MM/YYYY ).

e Enter any GST as a % value that was applicable prior to the above GST.

e Enter the Long Term GST as a % value.

e The number of days the long term residents have on the normal rate before it reverts to the Long Term
GST.

¢ Number of Days when Long Accommodation Term Applies. (Australia is 28 days)

e Do all prices include TAX

e Are your guest predominantly Long Term.

e Does the owner of the units remit the TAX (if applicable - only for Owner Accounting).

e Last day of current Financial Year allows you to set the date for your end of Financial year.

Currency
Enter the Symbol (i.e.$ or R), Short Name (i.e. AUD, USD, Rp), full Name and conversion multiplier.
Used only when the currency is of very low value (i.e. Rupiah where there is around 9000 to one dollar.)
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7.6.16 Email Set Up

)

Starfleet email setup S
Guest sccourt | Guest KK letter | Conference quote | Carference proforma | Conference invoice | Conference KK letter | Debtar

Email subject:

Email message:

OK Apply Close
283a

An email subject line and message can be setup for each email option. This will display on the email
cower page when emailing the selected account, invice, Confirmation Letter or Quote.

If left blank a default generic message will be used. If there is a prompt this is not configured contact
Starfleet Software.

7.6.17 System Counters

71 System Counters — O

ENSURE YOU DO NOT
CHANGE THESE NUMBERS TO
EXISTING ONES

Reservation:
Accourt: a72

Tranzaction: ’T
Taour Bkag lree Mur: ’7‘1
Touwr Booking Murm: ’T

Save | Exit |

283b

NOTE: DO NOT change these unless advised by Starfleet!

7.6.18 Name Set Up

To edit Name details contact Starfleet Software, Ph: +61 3 9428 4333. This option is password
protected.

Setup Password

Enter Password: || Ok
Cancel

1 285
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A CONTROL FILE MAINTENANCE SFMTL = &
Feport Mame Mame and Addresz
Starfleetc Mame: |Starf|eetBusiness Solutions

Address: |F‘.D. Box 6143 Hawthom 'west 3122

Suburb: |sales@starfleet-software.com.au

Phone/Fax: |F'h:+81 39428 4333 Fax+61 3 8640 0446

Reload Country:  [AUSTRALLS -

ABM number: [ABM 12 345 678 993
Save
= Property ID: {9999

Frint

LCompany Setup

1l

Exit

285a

7.6.19 System Set Up

A System Setup = 12
System Setup
Enter System Date [DDMMCCYY): [
Enter Installation Date{DDMMECYY); [
Enter b aximum Murmber of Rooms: ’—
Sy

You must enter a password!

Enter li M ﬂ =

Enter

Enter Deposits Cloging Balance:
Enter Mext Day Pkg ltems Cloging B alance:

Exit

284

The System Setup can only be accessed by Starfleet Software.

7.7 Marketing Codes

This program is used to add, change or delete Source, Area and Market Segment Codes which are used
when creating reservations to assist in your properties market research. A record will be kept of the
revenue generated, number of room nights and the number of people for each code, which can then be
reproduced in the form of a report in the Reports ->Marketing Statistics|[ 5]

To access this option in Setup select Marketing Codes.

2 Code Maint.. = O

Select code

" Souwrce code maintenance

(" Area code maintenance

" Market segment maintenance

292

To select one of the codes to change click the white circle nearest the word. Click on the links below to
access the relevant information.
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e  Source Code Maintenancelz:s)
e Area Code Maintenancel 21
e Segment Code Maintenancel 219

7.7.1 Source Code Maintenance

2 Source Code Maintenance = 2

Clazz | Code Description

ALY ADVERTISING

CON CONFERENCE

DIR DIRECT BOOKING

GIF GIFT YOUCHER

GOV GOVERWMENT

INT INTERMET

REF REFERRAL

RET RETURNING GUEST
TAL TRAVEL AGENT LOCAL
TAN TRAVEL AGENT NATIONAL
‘WEB WEBBOOKING

WIN ALK IN

Select the code that you wizh to edit
by double clicking on the code.

Frint | Add | Exit |

293
Double click on the Code that you wish to Edit. The window below is displayed.

Edit the fields that need to be changed, select <enter> to mowe the cursor to the next field, then click on
the Save button.

2 Add Source Code - ¢
Code; || Class: |—
D escription: |
Save | Delate | Exit |
294

ADD a new code select the Add button. The window abowe will be displayed with the code, class and
description empty. Enter the area code, class and a brief description, up to a maximum of 30 characters.
Click on the save button.
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7.7.2 Area Code Maintenance

4 Area Code Maintenance = 12

Clasz | Code Desc -~

AlUS AUSTRALLA

BRA BRAZIL
CAN CANADA
CHI CHINA
EUR EUROPE
IND INDIA
ISR ISRAEL
JAP JAPAM
KOR KOREA

MAL MALATSIA

M5 ME'W SOUTH WALES

M2 NE'W ZEALAND

0s OWERSEAS OTHER v|

Select the code that you wish to edit
by double clicking on the code.

Frint ‘ Add | Exit |

295
Double click on the Area Code that you wish to Edit. The window below is displayed.

Edit the fields that need to be changed, select <enter> to mowe the cursor to the next field, then click on
the Sawve button.

n Add Area Code - &
Code: Class: |—
D escription: |
Save | Delete | Exit |
296

ADD a new code select the Add button. The window above will be displayed with the code, class and
description empty. Enter the area code, class and a brief description, up to a maximum of 30 characters.
Click on the Sawve button.

7.7.3 Segment Code Maintenance

= Segment Code Maintenance = 2

Clazz | Code Description

B/B BED # BREAKFAST
COM CONFERENCE
COR CORPORATE

DIR DIRECT BOOKING
FUN FUNCTION

GOV GOVERNMENT
LEI LEISURE

Tau TOURIST

TRA TRAVEL AGENT
WEB WEB BOOKING

Select the code that you wizh to edit
by double clicking on the code.

FPrint Add E it

297
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Double click on the Code that you want to Edit. The window below is displayed.
Edit the fields that need to be changed, select <enter> to mowe the cursor to the next field, then click on
the save button.

2 Add Segment Code - &
Code: || Class: l_
D escription: |
Save | LDielete | Exit |
298

ADD a new code simply press on the Add button. The window abowve will be displayed with the code,
class and description empty. Enter the code, class and a brief description, up to a maximum of 30
characters. Click on the Save button.

7.8 User Maintenance

This menu allows you to set user passwords and option level codes. To access, select Setup, then User
Maintenance. Only the Administrator level can access this option.

2 Password - ©

User ID: ||
Password:

Enter | Exit |

299

Enter your User ID and password, then <enter>, the window below will be displayed.

£ User Maintenance = 2
Name [ ritials [ Mum [Level] Change [ Dae  [P:
Starflest [ses | 15| 99| o3mzs2003] 17/01/2014)
I i
Double click on the name you wizh to update/delete
Print | Add Eit |
300
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Add User
Click on Add and a new window will appear like the one below.

hie

User Maintenance = =

User Name: | I

User ID: User No: (00076

Eoval ,_ [%/alid values are 1 to 99. Use 99 far administratar]
[1 to 50 for restricted levels.]

Password: Generate password
POS Paszwaord:

PLEASE SELECT WHICH PROGRAMS YOU REQUIRE ACCESS

FRONT OFFICE

<l

USER MaIL v

BACK OFFICE

<]

=

REPORTS

<l

CONFERENCE MANAGER [

ACCOLUNTS

<l

STOCK [

SETUP

<

PO% v
PABX LINE.

<l

O'wHER ACCOUNTING [
MHGR DR&W

-

TAB DRAW [

Kaba Autharization nurmber: 000 Credit card details access [~

Save Delete Exit

303

Users name
Enter the user's name.

Locked
Refer to Change User Password| 2} for information on changing passwords and PCI DSS Compliance( 201

User initials/l.D
Enter a unique User 1.D.

User No.
The next available number will be generated, this can not be changed.

User level
Enter required User lewvel, 1 - 99 (99 Administrator), 1 - 50 Restricted lewels.

Enter the password
Enter a unique user password. Once entered this will not be displayed, will show as xxxxxx when
accessing the User ID details.

POS Password
If the User only has access to POS then enter the password here. This would be used in the case of Bar
or Restaurant staff who don't have access to or use the Front Office.

Modules

Tick the modules that user is able to access.

Once you are finished, click the save button and exit this program. The user may now log on to the
system.

Generate password
The new password will be displayed in the following prompt.




222 Front Office 10.7.16

Password generation

I.-"'_"'.I Mew password is:
W HENOUSL
Please record this password and press OK

303a

Double click on a User name to edit or delete. The following window will be displayed.

his

User Maintenance = =

User Name: |Starfleet I

User ID: |5BS Uszer No: (00075

Level: ,ﬁ [Walid values are 1 to 99, Use 53 for administrator]
[1 to B0 for restricted levels.)

Pazgward; | Generate pazsword

FOS Pasgward; [»====
PLEASE SELECT WHICH PROGRAMS YOU REQUIRE ACCESS

FRONT OFFICE v USER MaIL v
EACK OFFICE v [
REPORTS v CONFERENCE MANAGER [
ACCOLUNTS v STOCK [
SETUP v PO% v
PABX LINE v O'WHER ACCOUNTING [
MHGR DR&W [ TAB DRAW [
Kaba Authorization nurmber: 'ﬁ Credit card details access [~

Save Delete Exit

301

Any field can be edited/changed. Click on the Sawe button after the changes have been made.
To delete a user click on the Delete button. A message below will be displayed.

WARNING

Iel Are you sure you want to delete this User?

302

Confirm Yes or No to exit and return to the User Maintenance screen.
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7.9 Guest Special Request

<1 @uest Special Requests — o

Code D ezcription

CH& | CHAMPAGHE [N ROOM
caTt |cat

Add Save & Exit 313

To Add items for Guest Special requests click on the Add button, enter the Code and Description. These
are case sensitive, they must be in upper case. Save & Exit.

7.10 CardLocks

7.10.1 Gate Cards

To access this menu, select the Setup menu, then select Card Locks ,Gate Cards or Kaba Locks. The
window following will be displayed.

o Gate Entry Card Maintenance = =

Number | In Use | Staff... ‘ R eservation § | Start Date |Start Time‘ End Date | End Time | |

To edit a card, double click on the card number or to add a new card, click on the add button.

Add Exit

314

Deleting a Card

Double click on the item you wish to delete or change. The window below will be displayed.

This will bring up a window similar to the one below. Then click on the delete button to remove that card,
or just edit the information then click the save button.
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. Edit Gate Entry Card = O

Card Mumber: ’30—
Card Inuse: W Staft Card: [
FReservation: ’W
Stat Date: ’m
Start Time [24hr]: ’ﬁ 5 W 2 ’ﬁ
End Date: ’m
End Time (24hn): [10 : [00 -

Save | Delete | Exit |

315

Add a Card
Click on the add icon and the window below will be displayed.

~» Edit Gate Entry Card — &

CadMumber: ||
Card Iruse: [~ Staff Card: [~
Reservation: |
StatDate: [
Stat Time (240t [ = [ o[
EndDate: [
ErdTime (2 [ [ [

Save | Delete | Exit |

316

Enter the details as requested such as:

e Card Number

e Tick whether the card is a staff card or a card in use or both
e |f a guest card add the reservation number

¢ Insert the start date

e Insert the start time (in 2400 hr time)

e Insert the end date

e Insert the end time (in 2400 hr time)

Click on the sawe button to start card use or disuse.

7.10.2 KabaLocks

To enter the Kaba Card setup click on Setup, Card Locks, then Kaba Locks. The screen below will be

displayed.
o Kaba Key Cards Setup = &
Check Out Time 24ht HHMM: foomib
Foom# | Room D i‘
Common Areas
Description o 0
0z 1]
1 [m] i) i
7 [m] in 0
3 [m] i3 i
1 O g i
5 [m] o7 i
3 =] i 0
= ] fic] i
g O 10 i
I N 0
12 1]
13 1]
Write On Track 2 14 0
f* Room # " Reservation # o = ﬂ
Save & Exit | Cancel |

316a
A full manual on Kaba Setup and operation will be supplied when installing this link.
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8

8.1

8.1.1

Communication

<2 30/10/13 Starfleet Shift:1 UserSBS (00015) =i =

FEile FrontOffice Back Office Beports Debtors Setup Comrmunication  Lserbail Conference BOS Tours Dwner Help

SResBERREE 7. |RAE LS00 =

Internet Bookings i

i B
=

Movielink >
Global Gossip L
SMS Setup

318

PABX

Allows you to configure your PABX settings, set call limits and print a phone report.

Phone Report

To print or display Phone Report, go to Communication -> PABX -> Phone Report menu.

- Telephone Listing = =

Select calls

= Alleal Ext number or 00 [

for al

Number called

" Zero pulse
Start date | 01/07/2013
" Charged orly End date [31/07/2013
Ceartog | [[Beeen Bt |

319

If the PABX module is installed, all telephone calls made from telephone extensions will be recorded.
Calls made from guest rooms will be charged automatically. This telephone report can be printed, listing
telephone extension numbers, the telephone number dialled, the time the call was made, the duration of
the call, the total cost of the call, the date the call was made and the call status. ie: ADMIN for
Administration phone calls, CHG TO for calls charged to a guest account, VACANT for calls made from
vacant rooms.

Select Calls
Select which calls appear on the report between All calls, Zero Pulse or Charged Only

Extension # 00 for All
Enter an extension number if you want a phone listing on a particular extension only, otherwise enter 00
to list all extensions.

Start Date (DDMMCCYY)
Enter the date you wish the phone listing to start with.

End Date (DDMMCCYY)
Enter the date you wish the phone listing to end with.
Following is an example of the phone report.
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8.1.2

o Telephone Listing = =
Date: 15/07/2013 To 31/07/2013
Ext it Number Called Time | Duration | Fulses | Arnount D ate Call Status | A
an 1300633423233 12:05 00:03:5 00oaoa 080 30/07/2013  ADMIN
an E931063 1210 00:00:1 000000 000 17/07/2013  NOT CHAR..
an E9312063 1z1n 00:00:3 000000 200 17/07/2013  ADMIN
m 0455243400 1244 00:31:1 000000 4EED  20/07/2013  ADMIM
m 99486267 1263 00:04:0 000000 320 18/07/2013  ADMIN
3N 0293306306 1zm 00:00:5 (000000 0.80 30/07/2013  ADMIN
an 1324613 1309 00:04:2 000000 080 30/07/2013 ADMIN
an 132356313 1315 00:03:3 000000 080 30/07/2013  ADMIN
m 0448211921 1415 O0:42:2 000000 6450 19/07/2013  ADMIN
m 9376 1458 00:00:1 000000 000 19/07/2013  NOT CHAR..
m 95763810 15:00 00:00:1 000000 000 19/07/2013  NOT CHAR..
an 0400333738 1510 00:01:1 000aoo 150 31/07/2013  ADMIN
an 0413573534 1517 00:03:0 000000 450 16/07/2013  ADMIN
an 0413573534 15:23 00:025 000000 450 16/07/2013  ADMIN
m 1800252719 16:05 00:00:4 000000 000 18/07/2013  NOT CHAR..
m 99486267 1821 00:03:0 000000 240 19/07/2013  ADMIN
m 041634 1624 00:00:0 000000 000 19/07/2013  NOT CHaR..
31 0416377365 16:24 00:05:4 00oooo 1600 19/07/2013  ADMIN
an E05E2791 1652 00:00:1 000000 000 3140742013 NOT CHAR..
an E05E2791 16:55 00:00:5 000000 080 31/07/2013  ADMIN
m EOBE3377 1E:56 00:10:1 000000 080 31/07/2013  ADMIN
m 0418694019 1710 00:01:3 000000 300 31A07/2013  ADMIN
an 0400341400 18563 00:00:3 00oaoa 150 17/07/2013  ADMIN
an 0400341400 13m 0001 000000 150 17/07/2013  ADMIN
an 63253130 1348 00:02:4 000000 600 31/07/2013  ADMIN
m 69255190 1958 00:00:5 000000 200 JA07/2013  ADMIN ¥
Total Calls: | 437 Total Amount: 258540 Print ‘ Eiit |
320

If you wish to print this report, just click on the Print button once. To exit back to the menu, click the
Exit button once.

Clear Log

It is advised that at the end of the month you do a print out of all logged calls for the month,
and when doing the month end balancing, clear the first 3 weeks of the month. This way if
any current guests are in house you will have the last weeks calls still on the computer. The
rest you should file in a folder after you have printed.

Set Call Limit

The call limit function will allow you to set limits on any room in-house, this will not stop guests making a
call. To access this menu click on PABX menu. Then select Set Call Limit. The screen below will
appear.

a Set Room Call Limit =
Foom # Comment Amt Foom # Comment Amt Foom # Comment dmt Foom # Comment At Foom # Comment Amt
|01 | 0.00 21 0.00
| 02 | 0.00 23 0.00
1 I 0.00
I | - 0.0

05 0.00 26 0.00
1153 0.00 27 0.00
a7 0.00 28 0.00
[ 08 | 000 | COM | ooo | | | | | |
[ 03 | 000 | RES | ooo | | | | | |
[ 10 | 000 | | | | | | | |
R | ooo | | | | | | | |
12 .00 I
13 .00 I
14 0.00 I
15 0.00 I
16 0.00 I
17 0.00 |
i S 1 0| | | || |
[ 1@ [ [ oo |
20 [ 0.0
To zet acall limit on a room, double click on that room and =
enter the details. Exit |

321
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8.1.3

8.1.3.1

To enter a call restriction, simply double click on the Room Number and enter the call amount limit and a
reason. The following screen appears ower the main screen Once a limit has been entered the entry
displays as abowve. Note: Limit will not be accepted without a reason. All limits on rooms will be disabled
upon check out. If a guest exceeds this limit a warning will appear for you to action, as your policy
advises.

4 SR 1 1 1 I

ooo | | | | |

Room# | 05 Enter Limit 0.0

Enter Comment

— : ! 321a

PABX Setup

The PABX setup is accessed by clicking on the PABX setup menu.

Note: This program is only applicable when your PABX has been linked to the Front Office System.
Contact Starfleet Software to order this link if required.

This program is used to setup PABX information such as call charges and room extensions. This
program creates a log file which keeps track of numbers called, room numbers, duration of each call and
other relevant information for each outgoing call. Guest accounts are updated automatically.

If room extension numbers differ from the room numbers setup in the Front Office System, a translation
table can be created to ensure calls made from these extensions are charged to the correct rooms.

Calls which can not be charged to a room appear on a call activity report. (i.e. Print Calls in the Reports
menu). If the setup is for TCP/IP please contact Starfleet Software to configure the setup.

Change PABX Type

When you select the PABX Setup button, the following screen will be displayed.

3 PABX Setup = B
PaB Tupe: J Costing Type: |— Translation Table
Call &larm: r Alarm Timeout:

o LCost Setup

Translation: v Error Log: |
Hide number: I Logging: - PAE Part Setup
Bi-Directional: r Lirit Exceeded Alarm: r
Credit Lirit; r Auta apply credit mit at checkin: [+
TCP Link: r Default credit limit: 2000

Pratocal type: J Maotify clean room code:

Pulse Pabx Timed Pabx

First Pulze: 0.00 [ Dial cut prefis
Thereafter: n.00 [~ Other Carrier prefix
Actual Cost | non Dizcard first ’D_ seconds of call

Path to PABX input file:

| =

PAB input file name:

If changes have been made please re-start PABX B

L

323
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PABX Type
This is setup by Starfleet Software when the PABX module is installed. DO NOT CHANGE.

Call Alarm
Tick to activate call alarm. (Refer to "TIMEOUT" abowe). Default should be ticked.

Translation
If your PABX extension numbers differ from your room numbers, you must use a translation table. This is
so each PABX extension can be charged to a room number.

Ticking this prompt will allow use of a translation table, which will match extension numbers to room
numbers, otherwise, leave blank and calls from room extensions will be charged to the corresponding
room number automatically. Refer to PABX Translation Table Set upl22s]

Hide Number
Ticking this option replaces part of the phone.

Bi-Directional
Some PABX can hawe Bi-directional communications and if so this is configured by Starfleet.

Credit Limit
Tick to set credit limit on a room otherwise leave blank. Refer to Set Call Limit/ zzo).

TCP Link
If communications to the PABX s via a TCP/IP connection this will be configured by Starfleet.

Costing Type
This is setup by Starfleet Software when the PABX module is installed. DO NOT CHANGE.

Alarm Timeout

The Front Office System monitors the last time a telephone call was logged by the PABX system. The
system will alert you if a call has not been logged within the time set (in minutes). If a fault occurs in the
PABX or the cabling to the PC you will be alerted and be able to investigate - only if this option is ticked!

Error Log
Tick to use PABX error log text file, to log all data/info received from the computers COM port connected
to the PABX

Logging
Tick to log all calls or leave blank to log only calls which are not charged to a room. Default should be
ticked.

Limit Exceed Alarm
Tick to activate the credit limit alarm otherwise leave blank.

Auto apply credit limit at check In
A credit limit can be set up on the guest room before check in. This option when ticked will automatically
apply this limit. Enter the amount on the room number in Communication -> PABX -> Set Call Limit.

Default credit limit
Enter a default credit limit amount for all room phone charges.

Notify clean room code

Some PABX systems can have a humber entered on the phone in the room by the housekeeper. This
can trigger a code in the received data from the PABX to Starfleet and enable us to set the room to
clean.
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8.1.3.2

8.1.3.3

Thereafter
Enter the charge for subsequent pulses. (Eg: .65). For time costing PABX this value is ignored.

Actual
Enter the actual cost of the pulses. (Eg: .45). For time costing PABX this value is ignored.

Dial out
Tick if PABXlog shows dial out prefix otherwise leave blank. This is only relevant for time costing PABX

Status Line
Tick to display status line on the PABX screen. This assists in checking the incoming data if there are
problems.

PABX Translation Table Setup

This program is used when the PABX extension numbers differ from the room numbers in the Front Office
system, or some rooms have multiple extensions. The translation table must contain all room numbers
and extension numbers in either case.

To access this select the Translation Table button. The following screen is displayed. To add a new
extension simply click in the blank room number, enter the room number and < tab > to the Extension 1,
2 or 3 and enter the PABX extension number, Save. To edit or delete details double click on the room or
extension number. Select Print to print a list of the room numbers and corresponding extension
numbers.

2 Room Extension Setup = =2

Ext1 Ext2 | Ext3 Ext 4 Ext 5 Ext 6 Room Mumber

01| 1M

2 102 Extenzion 1

03| 103 Extension 2

04] 104 Estension 3

05| 105

o6 108 Extenzion 4

07| 107 Extension 5

08| 108 Estension B

03| 109

10f 110

Delete

Print Exit |

324

PABX Phone Cost Table

This program is used when the PABX is charging by duration of a call instead of pulses. This table is
used by the PABX to look up a call's cost/min, by matching the prefix of the numbered called. If no
match is found then it will used the 'Unlisted prefix' (99999999) cost.

You can add as many combinations of phone prefixes as you like, below is an example of some of them.
Select the Cost Table button in the PABX Setup window, and the following screen will appear.
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o Telephone Cost Table = =

Prefix Call Description FlagFall| FlagRate |$ per Minute [Initial] | Initial Minute | $ per Minute [Sfter]
[} OVERSEAS I 0oo 200 0.00
005 CHARGE BALCK. M non 5.00 0.0
03 INTERMNET it 075 0.00 0.00
nz2 STD M noo 1.35 0.0
03 STD M oo 1.35 0.00
n4 MOBILE h noo 1.35 0.00
0740 LOCAL b 075 0.0 0.0
0748 COUNTRY GLD M noo 0.80 0.00
0743 COUNTRY GLD M noo 0.30 0.00
0z STD M noo 1.35 0.00
1Al INFO b nan 0.0 0.0
12345 ANOTHER CARRIER M noo 1.50 0.0
13 INFO b 075 0.00 0.00
1800 FREE CalLL M oo 0.00 0.00
18918 TELECARD I 0oo 0.00 0.00
140 CHARGE BALK. M noo 5.00 0.0
40 LOCAL it 075 0.00 0.00
46 COUNTRY GLD M noo a0.00 0.00
49 COUMTRY (LD N oo 0.80 0.00
99339353 | UNLISTED PREFIx h 0oo 2.00 0.00

To edit a call cost double click on the call prefis o to add a new call cost, click on the add button.
Add | Delete | FBrint | Exit |

325

To add a new cost setting click on the Add button. To alter an existing entry, double click on the line the
prefix number is on, or select Add to set up a new Prefix.

a Call CostEnty - ©
Call Prefic  [om]
Call Description: ’W
Flag Fall- .
* Mg Flag Fall " FlagFal " Flat Rate
Rate: ’W

Cost/Minute [Initial): 300

Iritial Mirute Duration:

Cost/Minute [fter]: 0.00

Save ‘ LCancel 1

326

8.1.3.4 PABX Port Set UP

The following screen is displayed when the Port Setup button is clicked once. You will need to know the
COM port your PABXis connected to and the relevant settings. Your PABXtechnician should be able to
give these to you.

Port Properties

Part: lm

Bawd Rate: | 9500 b
Parity: m

D ata Bits: m
Stop Bits: lﬁ
Flows Contral: lm

LCancel |

327
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8.2

8.3

8.4

8.5

Port
Select any valid COM ports connected to your PC. Normally, the PABX will be connected to COM 1 or
COM 2. Your PABXtechnician can advise you which port he has used.

Baud Rate
Select the correct baud rate for your PABX

Parity
Select the correct parity for your PABX

Date Bits
Select the correct number of data bits for your PABX

Stop Bits
Select the correct number of stop bits for your PABX

Flow Control
Select the correct flow control for your PABX

If ANY of these settings are incorrect, your PABX connection is unlikely to function properly, if

at all.

Internet (Data)

Please contact Starfleet for separate manual on this link.

MovieLink

Please contact Starfleet for separate manual on this link.

Global Gossip

Please contact Starfleet for separate manual on this link.

SMS Setup

This option requires an account to be setup with Message Media (contact Starfleet for set up details).
Once you have your account name and password enter this with your contact email and Save.

A7 SMS Account Settings = =

Account Name: |

Password:

Contact Email:

Save Exit

328

To create the SMS message go to System Configuration -> Vouchers_/ SMS|z0d), double click a line to
open. Up to six preset SMS messages can be created. This option is available in Front Office and
Conference.
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9 User Mail

S

]

: A

9.1 Address Book
This is used to store address and phone details on either staff, suppliers or groups or anyone in which

you wish to keep their details handy on file. Select User Mail, then select address book. The screen
below will be displayed.

Suburh State | P/Code | Contact Phane #

£ ihaet e | iy

9.1.1 Add Address Book Entry

335

M ame: || Mobile # : I

Type: I E-Mail : |

Address: I Commeht: I

County [ ] Motes 1: |
Subur: | | Notes2]
StaeRegon: [ Notes 3 |
PostCode: | | Entered: [30/10/2013

Contact: I

Phone I

Fa:-cii:l

o | see | peee | e |

336

Add Entry The fields are not mandatory so you add as much data as you like.
Note: It is suggested that you enter the surname first followed by a coma then first name to make
searching easier once you hawe a lot of names entered.
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9.1.2

Name: Enter guest name (surname first)

Type: Enter the type of person i.e staff, supplier or group, etc

Address: Enter the address details

Suburb: Enter the suburb name

State/Region: Enter the state or Region name

Postcode: Enter the postcode

Contact: If the entry is for a Supplier enter the name of the person you would speak to

Phone: Enter the phone number

Fax: Enter the fax number

Mobile: Enter the mobile number

Email: Enter the email address

Comment: Enter any comments (e.qg if staff maybe the area they work in)

Notes: Enter any further comments (e.g for staff what days they can or can not work). Only the first line
will display on the screen, the rest will appear when you double click on the name. Once you have
entered all the details click on the Save button.

Delete Address Book Entry

o New Entry =: 42
Marne: ‘StarfkeetBusiness Solutions Mobile # |
Type: W E-tai |info@starfleet-softwale.com au
Address ‘F’.D.Box E153 Comment: |
CoLintry ’m‘ Motez 1 |
Subuib; [HAWTHORN WEST J Mates 2 |
State/Region W Motes 3 |
PostCode [3122 | Entered [20/10/2013
Contact: |
Phane # ‘+ B139428 4333
Fax # ‘+B1 3 8460 0446
Print | Save | Delete | E sit ‘
337

Click on the address book icon and search either by Name or Type, the click on the search button.
Once the selected name appears double click on the line wanted

This will display the information as above.

Click on the delete button to remowve the details

DELETE RECORD

'9' Are you sure you want to delete this record

Yes Ne |

338

A message will be displayed to ask if you want to delete record. Click yes to confirm or no to cancel.
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9.13

Search For An Address Book Entry

Click on the address book, then select the type of search you would like to do either by name or type.

e By Name - Select the Name button, type the name you are searching for, click on the Search button
and it will list all names in alphabetical order (This is why surname is the best way to enter names)

e By Type - Select the Type button and enter the type (i.e. Staff, Supplier or Group) you are searching
for, click on the Search button. The entries will display in alphabetical order.

The window below will be displayed. To print the list, click the print button. To exit this window click on

the exit button. Note: when searching this is case sensitive.

Suburb State | P/Code | Contact Phone #

339
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9.2

9.2.1

User Mail

File FrontOffice Back Ofiice Beports Debtors Setup  Communication Userbail Corference POS Tours Owner Help

L PEEIT T LD

M

This allows you to send mail to different users on the internal system. When the user logs in at the start
of their shift an enwvelope will display on the task bar to inform you that you havwe mail. To access this
click on the enwelope. The window below will be displayed. If there is a message to be read there is a red
flag alerting the user that there is unread mail.

Buits |

Date Time Sent By Subject
30042013 16570047 00015 Starfleet iNOISY GUESTS
3041042013 16663944 00015 Starfleet MEW RATES

Dektc il Ml

340

This displays the date, sender, subject and Y is mail has been read or N if the mail has not been read.
To read the message, double click on the message.

Add User Mail

Click on the new mail button to add a message, box below will appear.

10 [ - |

Subject: |

From: ~ Starfleet

MESSAGE

342
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e Click on the drop down box at the top to select the recipient or to send to ALL.
e Type in the Subject title for your message
e Enter your message
e Print if hard copy is needed; however the message will stay in the system until you delete it.
¢ Click on the Send button to send the mail to the other user(s).
* Then click on the Exit button to return to the previous screen.
9.2.2 Read User Mall
Click on User Mail, then double click on the line you wish to read. The message/s will be displayed in a
window.
At the end of the messages there will be either a Y or N under the heading Read. The N means these
messages have not been read yet. Once you open them the N will automatically update to a Y, meaning
the message has been read. Print the message by clicking on the Print button.
2 New Mail = =
TO:  Starflest
Subject: |NEW RATES
From:  Starflest Date: 3041042013
MESSAGE
Mew ratez have been et up for Easter weekend. Do not uze the STD
rates.
Send | Frint | Delete Exit
343
9.2.3 Delete User Mail

Once you have opened the user mail and read the message you have the following options.
e To print if you wish to print and obtain a hard copy and then you can delete the message.
e You can leave the message and exit.

* You can Delete the message.

Then click on the Exit button to go back to the previous screen.

a New Mail - 0

TO: Starflest

Subject: |NE'w RATES]

From: ~ Starfleet Date:  30410/2013

MESSAGE

Mew rates have been set up for Easter weekend. Do not uze the STD
rates.

Send Frint Delete Exit

344
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10 Conference

X 30/10/13 Starfleet Shift:1 User:SBS (00015) ==

File FromtOffice Back Ofice Beports Debtors Setup Communication UserMail | Conference POS Tours Dwner Help |

(B0 S RARFE = § < Byt [T OS

i=| Allocation
Setup 4
Reports 4

‘_

S=

Day End Procedure

345
10.1 List

This will display a list of forthcoming Conferences. Select the Conference you wish to view or change,
double click to open the Conference Information.

] Conference List = 4=
— Arival date selection Selection

From; |31 A020m3 To |30H1 142013 ’7 Status: IAII 'l [ Include events

Account Mo, Reservation MName Arival Contact Phone g
noooseE2 0000594 BURMLEY CAR CLUE AGM 2013 04/11/2013 TOM MUNROE 9998 8222 Enqu
< I 2

Print | Exit |
345a
10.2 Information
4 31/10/13 Starfleet Shift:1 User:SBS (00015) = =

File FrontOffice Back Office Beports Debtors Setup Communication Userbail Conference BOS Tours Dwner Help ‘

LEes 2 BERRE © < |F@dEw =1 e =

Conference Information

Eu.u
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10.2.1

The Conference Information option allows you to Add or Change Conference details, including name
and address as well as making a booking. Next to the suburb and postcode fields are the postcode
lookup icons. Depending on the country selected in the country field the suburb, state and postcode can
be selected from the postcode lookup screen. For more information refer to Postcode_Lookupl 251, or
click on the postcode icon next to the suburb or postcode fields.

4 Conference Information = g
Account Code: ﬂ Lazt Activiy: Balance:
M ame: || J Pay Method: | CasH - Operator:

Credit Card |

Account Details l Conference Activities] Transactions] Itinelar_l,l] Taszks ]

AR: Phone 1: |
Company Mame: | Phaone 2: |
Address Line 1: | tobile: | [™ Ok to receive SM35
Address Line 2: | Faw Mo: |
Cauintry: - Cortact: |
Suburb: | J E-mail: |
State / Region: Fostcode: J Status: |Enqui|'_l,.| j Type: |MEETING j
Comments1: |
I
MNotes | Delete | Duplicate | MHew | Save |

Account LCharges/Pmts BReservation Frrint Exit
346

e Account: displays the Company name, address, contact details, booking status and type of
Conference.

e Charges/Payments: displays the Charges/Payments screen.

* Reservation: enter a new reservation or to edit a current reservation.

e Print: gives the option to print or email Quotation or Proforma Inwoice. Select Tax Inwice or Conf
letter for the option to print or email. Select Running Sheet for print option.

e Ok to receive SMS: allows an SMS message to be sent to arriving Conference Group. Refer to
SMS Setupl 211 and Vouchers / SMS| 20 to create setup.

e Exit: will exit from the current screen.

Conference Account

To create a new Conference account, click on the New button, enter the Conference details as shown
below. (Please note that if the Conference group is already has an Accommodation booking, you can
use the same account number. It is the same if you hawe already created the Conference and wish to
create an Accommodation booking, you can use the same account number.) Enter all the information
required, then click on the Save button
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10.2.1.1 Account Details

2 Conference Information =
Account Code: | 0000551 ﬂ Last Activity: | 301042013 Balance: 2.150.00
N armne: |STAHFLEET J Pay Method: |CASH - Operator. m15¢c15

Credit Card |

Account Details I Eonferenceﬂctlwtles] Transactlons] Itmerary] Tasks]

AR |5TAR Phone 1: |+E1 35728 4333
Campaty Marne: |STAHFLEET BUSIMESS SOLUTIONS Phone 2: |
Address Line 1: [P.0. BOX 6143 Mobile: | I~ Ok toreceive SMS
Address Line 2: | Fax No: [+61 38640 0446
Country: 'W‘ Contact: |
Suburb: |HAWTHDF|N J E-mail: |sales@slarfleel-suflwara.cum.au
State / Region: ’\u"llii Pastcode: ’W J Status: |In Progress j Type: |COMFEREMCE j
Comments1: |
|
Notes ‘ Delete | Duplicate | HNew | Save |

Account LCharges/Pmts BReservation Print Exit
347

¢ Notes: add notes relevant to the reservation. These notes can be printed, refer to Guest Mail &
Notes[6h)

* Delete: this button will delete the Conference Information ONLY if there is NO reservation.

e Duplicate: this will duplicate the account details, a new reservation can then be entered.

* New: click on New to create a new account and reservation. This does not duplicate the account on
the screen.

e Exit: to close and Exit form the Conference Information screen.

10.2.1.2 Conference Activities

This is a display of all the activities and their charges for the entire conference. To print this report, click
on the print button at the bottom of the screen. To Add or Change Conference Activities refer to
Conference Activities[ 243 on the Resenvation screen.

= Conference Information = =
Account Code: | 0000551 ﬂ Last Activity: | 30/10/2013 Balance: 2.150.00
Mame: |5TAHFLEET J Pay Method: |CASH - Operatar: m15c15

Credit Card |

Account Detailz Transactions 1 \tinerary] Tasks ]

Date Time S| Time F | Actitivity Description Location | # Extra $ Extra # Adults F Adult 1t Child
1|30A0/20013 1000 1020 MTEA MORNIMG TEA CAFE 1] 0.0 an 10.00 1]
2|30M0/2013 1200 1300 LUNCH - LUNCH REST 1] 0.0 an 3000 ]
3|30M0/20013 1800 1520 ATEA AFTERMOON TEA CAFE 1] 0.0 an 10.00 il
41 3A0/2002 1000 1020 MTEA MORNIMG TEA MEET 1] 0.0 an 10.00 ]
5 |31/0/2013 1200 1300 LUMCH  LUNCH REST o 0.00 an 30.00 il
B | 31A10/2013 1500 1520 ATEA AFTERMOON TEA MEET 1] 0.0 a0 10.00 1]
7 |30M0/2013 0300 1700 CONF COWFERENCE EOARD 1] 0.0 an 0.0 1]
8| 31A0/2013 0900 1700 CONMF COMFEREMCE EO0ARD 1] 0.0 an 0.0 il
< >

FPrint

Account LCharges/Pmts Beservation Frrint Exit
348
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10.2.1.3 Transactions

This screen will display all the transactions charged to the conference so far. If any transactions have
been Voided by ticking the option to Hide woid transactions, these will not display.

- Conference Information =
Account Code: | 0000551 ﬂ Last Activity: | 301072013 Balance: 2.150.00
Mame: |STAF|FLEET J Pay Method: |CASH - Operatar: ml15c15

Credit Card |

Account Detalls] Conference Activities ] \tlnerary] Tasks ]

I” Hide void transactions

ResH | Date | Trans# | Code | Description | Comments | Extra ‘ Room Amount G A
0000552 30410/2013 0002374 COA  COFFEE/TEA CONF 300,00 27
0000552 30410/2013 0002375 LUM  LUNCH CONF 400.00 g1
0000533 30410/2013 0002376 COA COFFEE/TEA .. COMF 300.00 270
0000578 3041042013 0002383 PAK PACKAGE 0000554./0000551 03 130,00 11
0000573 30/10/2013 0002384  ACC  ACCOMMODATI..  0000554/0000581 03 7000 B
0000578 3041042013 0002385 DIN DINNER (0000554,/0000581 03 40,00 3
0000578 30410/2013 0002386 BRK  BREAKFAST .. (0000554/0000581 03 2000 1
0000572 3041042013 0002387 PAK PACKAGE 0000555/0000582 10 13000 11
0000572 30/410/2013 0002388 ACC  ACCOMMODATI..  0000555/0000582 10 7000 B
0000572 30410/2013 0002383 DIM DINMER (0000555/0000582 10 4000 3
nnnn&s7a - 3ANAN2T3 - NNAan RRK RRFAKFAST NNNNSSARANNNNSA? mn annn 1188
< >

Account LCharges/Pmts Beservation Print E it
349

10.2.1.4 ltinerary

This is a display of all the activities for the conference. You have the option of displaying the whole
conference itinerary, or the itinerary for just one of the days by selecting the appropriate date. You can
print the itinerary by clicking on the Print button.

A Conference Information = =
Account Code: | 0000551 ﬂ Laszt Activity | 301052013 Balance: 2.150.00
Mame: |5TAHFLEET J Pay Method: | CASH - Operatar: ml15c15

Credit Card |

Account Details | Conference Activities | Transactions Tasks ]
Date Time 5 Time F | Actitivity Description Location | #Aduks | #Child | #Infants Details
1| 3010203 1000 1020 MTEA  MORMING TEA CAFE il 1] 1]
2 1200 1300 LUNCH  LUNCH REST a0 1] 1]
3 1500 1520 ATEA AFTERMNOON TEA CAFE 30 1] 1]
4 | 30203 1000 1020 MTEA  MORMING TEA MEET a0 1] 1]
5 1200 1300 LUNCH  LUNCH REST a0 1] 1]
E 1800 1820 ATEA AFTERMODN TEA MEET il 1] 1]
7| 3010203 0300 1700 CONF CONFERENCE EO0&RD a0 1] 1]
8| 31A0s2m3 0300 1700 CONF CONFERENCE EOARD a0 1] 1]
< >
Print Display & p days  Selected day Enter Date ’7

Account LCharges/Pmts Beservation FPrint E it
350

To enter items into the itinerary field go to the Reservations button which is located at the bottom of the
screen. Refer to Conference_Activities[2+3 to Add or Change items as this will also display as the
Itinerary Report.
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10.2.1.5 Tasks

A Conference Information = 2
Account Code: | 0000551 E Laszt Activiy: | 3041072013 Balance: 2.150.00
Mame: |STAHFLEET ﬂ Pay Method: |CASH - Operatar: ml5clh

Credit Card |

Account Details | Conference Activities | Transactions | Itinerary

[ate Time Task Completed

e [ e [ e [ | e [ |
e [ e o e [ | e e |

Fring ‘ Save ‘

Account LCharges/Pmts Beservation FErint Exit
352

The Tasks screen will display all the tasks to be completed for the Conference. Enter all your tasks in
the table and click on the Sawe button. You only have room for a maximum of 10 tasks. To print the
tasks, select the Print button.

Date: enter the date the task is to be completed. (DDMMYYYY format).

Time: enter the time the task is to be completed. (HHMM — 24 hr format).

Task: enter a description of the task to be completed.

Completed: enter'Y' when the task has been completed.

10.2.2 Charges/Payments

Charges and payments are posted in this screen. The Conference account can also be Finalized here.
Click on the Finalize button and any charges not posted will then be posted, this will be in the case of
any Extras that have been setup on the Account. The Conference status will then change to Completed.

- Conference Information = &
Account Code: | 0000551 ﬂ Laszt Activiy: | 3041072013 Balance: 2.150.00
M ame: |STAF|FLEET ﬂ Pay Method: |CASH Operatar: ml5clh
Credit Card |
Account balance: | 150000 Status: | Arrived Tranzaction: |
Date D ezcription Phkc| PT Amaurt GST F| :""-T" 3
30/10/2013 COFFEE/TEA 300.00 2727 Amaunt: |ADY - ADY DEFOSIT
30A10/2013 LUNCH 900.00 g1.82 AD - A0 CAMCELLATION FEE
30/10/2013 COFFEE/TEA 300.00 2727 Camments: | BRE - BREAKFAST
CaAN - CANCELLATION FEE
NA - CFFFFATFA &
£ > _
Finalize | Apply ‘

Account LCharges/Pmts Beservation FErint Exit
357
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Charges

To post a charge to a conference account, select the transaction type in the Transaction field, <tab> to
the next field and enter in the amount of the transaction. If the transaction has GST this will be
calculated automatically for you. Enter a comment if required and select Apply.

Payments
To post a payment select PAY in the Transaction field, <tab> to select the payment type then <tab> to
the amount field, enter the amount and select Apply.

10.2.3 Conference Reservation

After completing the Conference Information details, select the Reservation button to make the booking.
The following window will be displayed.

7ot Conference Reservation

‘ Reservation #: (0D00593 Booked: {30/10/2013 Changed: (301042013 Statuz: [In Progress

Booking Details l Conference Activities] Extras ]

arival: [30/10/2013 Daps: [ 2 Start Time: [0900 Source: [RET

Departure: m Finish Time: ’W Area: |AUS

ddubs: 30 Chiden(U18p [0 Chiden(Ui2: [ 0 Seg: [CON
Conference: ’m Status: ’W‘
Booked By: [SBS Voucher: |

Comments: |

LCancel |

354

Arrival: enter the Arrival date of the Conference. (DDMMYYYY or double click to select from the
calendar)

Departure: enter the Departure date of the Conference. (DDMMYYYY or double click to select from
the calendar)

Nights: enter the number of nights for the conference.

Start time: enter the Start Time of the conference.

Finish time: enter the Finish Time of the conference.

Adults: enter the number of Adults attending the conference.

Children (U18): enter the number of Children under 18 attending the conference.

Children (U12): enter the number of Children under 12 attending the conference.

Conference: enter the Conference Package you wish to use. Refer to following Package[ 2+ to setup.
Rate: enter the rate for the Conference.

Booked by: this will be the ID of the user logged in to Starfleet.

Comments: enter any comments about the Conference.

Source: select the Source of the booking. (Used for marketing purposes.)

Area: select the Area of the booking. (Used for marketing purposes.)

Seg: select the Segment of the booking. (Used for marketing purposes.)

Status: select the status of the Conference. Enquiry, Tentative, Confirmed, In Progress, Completed
and Canceled.

Voucher: can be an order number provided by a company or a Travel Agents booking number.
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10.2.3.1

10.2.3.2

Conference Activities

Conference Activities are setup by selecting the Reservation button then Conference Activities tab. To
start select Add Line, enter the date, time to start, time to finish, the activity and the location by <tab> to
the next field along the line. If there are Extra guests enter in the number and the amount per guest.
Continue to add details as required along the line.

A Conference Reservation
Reservation #:  |D0D0S93 Booked: |30/10/2013 Changed: |30/10/2013 Statuz: [In Progress
Booking Details Eutras ]
Date Time 5 | Time F | Activity Description Location | # Extra $ Extra 1 Adult $ Adult 1 Child
1 130A110/2013 1000 (1020 |MTEA  |MORMING TEA ... |CAFE a 0.00 a0 10.00 1]
2 |30/10/2013 1200 [1300 |LUNCH |LUNCH REST 1] 0.00 30 30.00 0
3 |30A10/2013 1500 1520 | ATEA  |AFTERMOON TEA ... |CAFE 1] 0.00 30 10.00 1]
4 |31110/2013 1000 1020 |[MTEA  |MORMING TEA ...|MEET 0 0.00 30 10.00 0
5 |31A10/2013 |1200 |1300  |LUNCH JLUNCH REST 1] 0.00 30 30.00 1]
6 [31/10/2013 |1500 (1520 |ATEA  |AFTERMNOONM TEA ...|MEET 1] 0.00 30 10.00 0
7 |30/10/2013 |0300 (1700 |COMF  |COMFEREMCE ...|BOARD 1] 0.00 30 0.00 1]
8 [31/10/2013 |0900 (1700 |COMF | COMFEREMCE ...|BOARD 0 0.00 30 0.00 0
K — 2
Add Line ToEnd ¥ Delete Line Reload
Save | LCancel |
348a

When the Activities amounts have been posted in Night Audit the entry is highlighted grey. These
Activities can not be remowved or changed. If an activity has been charged to an account incorrectly then
this can be reversed. Go to Charges/Payments screen, select the correct transaction type, enter the
amount with a -minus, select Apply.

Conference Extras

Extras can be added to the Reservation. These charges are setup in the Extras tab to post to the
account with the Night Audit process. Refer to Front Office -> Guest Information -> Guest Extras| 38 to
setup.

4 Conference Reservation
Reservation #:  (DD0D593 Booked: (30/10/2013 Changed: (301042013 Statuz: |In Progress
Booking Details] Conference Activities  Extras ]
Mo | Start | Seq| Tran | Oty Tokal &mt GST Comments Frint | »
1
2
3
4
b
E
? W
Type | Drescription ~ Bemove
ACC ACCOMMODATION
ADR - ADY DEPOSIT REFUND -
A0 AD CAMCELLATION FEE Do rloJl 5har.|_gtla er:lne:l; _lha‘l have been
BRK.  BREAKFAST ] . = -
Save LCancel

358
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10.3

Allocation

In this window all conferences are displayed for either a day, week or a month (28 days). Depending on
what the status of the conference is (Enquiry, Tentative, Confirmed, In Progress or Completed), will
depend on the colour displayed. You can mowve forward or back using the buttons with the arrows on
them and depending on which tab you are on, the date will move either one day at a time, 7 days at a
time or 28 days at a time. You can also double click on the date field and select a date from the
calendar.

Daily tab, the following window will display.

4 Conference Allocation = &
Daily lWeekIyl Monthlyl
THURSDAY

Location oo 700 a0 am 1000 100 2m Bw 1400 1500 1500 o 1200 1300 0 nm 2m zm

BAR

BOARD

CAFE

CONF

MEET H H
ouT

POOL

Print
Date:|11/10/2013 | 4 | M InProgress M Confirmed H Tentative I” Enquiy M Completed
359
Weekly tab will display the following screen.
7 Conference Allocation = &=
Daiyp | Waekly | Monthiy |
| Thy | | __Fi | | car | | __sun | |__Mon | | Tue | | wed |
Location  [F7/0/2013 [m1A11/72013 02/11/2013 [03/11/2013 [0s/11/72013 [05/11/2013 [06/11/2013
BAR
RO4RD
CAFE
CONF
MEET
ouT
POOL
REST
Print
Date:|31/10/2013 4 | p M In Progress B Confirmed H Tentative I~ Engquiry H Completed Exit
360
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Monthly tab will display the following screen.

Daily I ieekly 'Monthly‘l

Location 02 03 04 05 06 07 08 09
BAR
BOARD

feests | 4] b

361

Dai | Weekly Monthly |

Location 31 01 02 02 04 05 06 07 08 09
BaR :

| Name ACH St Time Fri Time | Achvity
STARFLEET 0000551 0900 1700 COMFERENCE 030 0oo

362

10.4 Setup

Deblors Set

= 5 &
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10.4.1 Activity

The following screen is the Activities table a list of Conference Activities.

ol Activity Maintenance =
Activity Code Activity Mame Description Per Person Transaction Description
ARRIV ARRIVAL ARRIVAL 0.00 |COM - COMFEREMCE
ATEL AFTERMOON TEA AFTERMOOM TEA 0.00 |COA - COFFEE/TEA
BRE BREAKFAST BREAKFAST 0.00 |ERK - BREAKFAST
Co& COFFEE/TEA COFFEE/TEA 0.00 |CO& - COFFEE/TEA
COMF COMFEREMCE COMNFEREMCE 0.00 |COM - COMFEREMCE
DIMNMER DIMNMER DIMNMER 0.00 [DIN - DINMER
GOLF GOLF GOLF FULL D&Y 20,00
LUMCH LUNCH LUNCH 0.00 [LUM - LUNCH
MEET MEETING MEETING 0.00 [MEE - MEETING
MTEA MORMING TEA MORMIMG TEA 0.00 |CO& - COFFEE/TEA
PRED PRE DINNER DRINKS PRE DIMMER DRINKS 0.0o
RMHIRE ROOM HIRE ROOM HIRE 0.00 |RkiH - ROOM HIRE
WED WEDDING WEDDING 000 [WED - WEDDING
To change an activity, double click on the activity code.
Eit ‘

363

To add a new activity, click on the Add Activity button. The following window will be displayed. The yellow
fields must be completed. Select the Trans Type description that the activity will be displayed by on the
Conference account. (i.e. Activity Code: ATEA AFTERNOON TEA will display on the account as
AFTERNOON TEA because the Trans Type description is ATE AFTERNOON TEA).

5 Add Activity - =
Activity Code :l
Activiey Name |
Description 1 |
Per Adult | Child 12 | Child U |

Mawaduts [ Min[  Maxti12 [ Min[  MaxUS[  Min[

Activity available Sunl¥ Mol Tuelv  Wedv Thulv Fi W Sat v

Between times | and |

Save |

Delete

Trans Type | ﬂ

Exit ‘

364

To edit an existing activity just double click on the activity in the table. The following window will be
displayed. Edit any of the fields, then Save button. To delete an activity, select the delete button. Exit to
return to the previous menu.

2 Edit Activity = =
Activity Code | MEET
Activity Name [MEETING
Description 1 [MEETING
Per Adult | 0.00 Chidu12 | 0.00 ChidUs | 0.00

Maxiduts | 0 Min[ 0 MaeU12 [ 0 Min| 0 MaxUS| 0 Min[ 0

Activity avalable Sun¥  Mon¥  Tue¥ WwWed¥ ThuV Fi ¥ Satv

Betweentimes | 0000 and | 0000 Trans Type [MEE -MEETING  ~]

Save | Delete | Ezxit ‘

365
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10.4.2 Location

Location Set up for all Conferences.

! Location Setup =

Code Description MB
1|BAR BAR e
2|BOARD |BOARD ROOM M
3| CAFE CAFE Y
4|CONF |COMFEREMCE ROOM M
5|MEET  |MEETING ROOM M
6| 0UT OUTSIDE ACTIMITY M
F|POOL  |POOLAREA e
8| REST RESTAURANT Y

To edit a location, double click on the line_

Add Frint Exit 366

To add select the Add button. The screen below will be displayed.

i

Location Setup = =

Location Code

Description |

Multiple bookings T

Save | Delete | Exit |

367

Location code i.e Barbecue Area would be BBQ

® Description of that Code.

* Tick multiple bookings - "Y" will appear on main menu. This will allow more than one booking in the
location area.

e Untick multiple bookings - "N" will appear on main menu. Only one booking will be allowed in the
location area.

¢ Click Sawe to sawe the location

e Exit to return the previous menu.

Change/Delete Location

To change or delete a location/s, double click on the code/description line. The following window will be
displayed. Edit the fields as necessary or Delete then Sawe.

i

Location Setup = =

Location Code |COMF

Description |CDNFEHENCE ROOM

Fultiple bookings T

Save | Delete Exit

368
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10.4.3 Package

The list of Conference Packages available once they have been setup.

his

Conference Template Maintenance = =

To change a template. double
click on the template code.

FPrint | Add Package |

369

To add a package click on the Add Package button. The following window will display.

4 Conference Template Maintenance = c
Template Code I:l Repetitive v Murber of Days
Degcription |
Adult Childnz Child IS

Drescription 1 |
Description 2 |
Description 3 |

Day [ Entry [ Time S [ Time F [ Activiy | Description | aduk | Chid [ Infant

« ol

Bemo\reltems| Add ltems |
Save | Delete | Exit |
370

Enter the Template Code and Description, tick if Repetitive, Number of Days and number of adults/
children. Click on Add ltems to enter the package items included in the package, see following screen.
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4 Conference Template Maintenance ==
Template Code ’W Repetitive W Mumber of Days W
Descripfion |[CONFERENCE DAY PACKAGE
Adut [ 4500 Chidnz 000 ChidUs 0.00
Drezcription 1 |
Diescription 2 |
Description 3 |
Day | Entry | Time S | Time F Activity Description Adult Child Infant
1 101000 |[10:13  |MTE& MORMIMG TES 15.00 0.00
1 211200 1300 |[LUWNCH LUMCH 30.00 0.00

BREAKFAST
COFFEE/TEA
COMFEREMCE
DINMER ﬂ
GOLF FULL D&y

LUMCH Bemove ltems | Add ltems |
MEETIMG =
MORNING TEA e | Delete | Exit |

PRE DINMER DRIMNKS 371

To edit/change package details, double click on the Description line. The details of the package will be
displayed. Edit as required, then Save.

To delete a template, double click on the Description line. The details of the package will be displayed.

Then click on the Delete button.
NOTE: Do NOT delete a package if there is a current guest using the package.

10.4.4 Conference Manager

Pt Conference Setup = &
] Quolation] KK Letter Text] Chargesfﬂeceipt]
Conference uses Front Office W Confersnce Type
Tax 1} MEETING
GST & VAT O Tax & 2| COMFERENCE
ey 3| WEDDING
Symboal l_ Shart Mame 4
5
MName 5
7
8
|
Mame Setup Save & Exit Exit |

372
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Quotation: Add remarks on quotation, salutation on quotation and terms of quotation.

b

Conference Setup = =

Setup KK LetterTexl] Chargesfﬁeceipt]

Remarks on Huatation:

S alutation on Quotation:

Temn on Quotation:

Name Setup | Save & Exit | E st |

373

Conf Letter Text: Click on the Add button to setup the Conf letter. Refer to the Front Office Conf Letter
[2051 setup in System Configuration.

Ea Conference Setup = &
Setup ] Quotation £k Charges."ﬁeceipt]
Options For KK Lett
MR eher Using Blank Paper r
Double click line to update KK Letter
Code Description
Add
Name Setup | Save & Exit | Exit |

374

Charges/Receipt: Enter comments or Bank Account details to be displayed on the Conference
Account.

o Conference Setup =

Setup ] Guotation | KK Letter Text ’_

Comments for conference charges./receipt
(3 Lines, each 80 characters long]

Name Setup Save & Exit E st |

375
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10.5 Reports

U

10.5.1 Itinerary

Acc Mumber: I

Acc Name: I

Dizplay |

376

Enter the Account Number or Account Name of the conference. The report will be generated from the
data that you originally entered into the booking. This report details the conference schedule for the
entire conference following what you have entered. The more information entered to begin with means
more information on the reports. Below is an example of the conference itinerary report.

377
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10.5.2 Running Sheet

< Conference Runnin.. = &
Acc Number:
Acc Mame: |
Dizplay | Exit |
378

Enter the Account Number or Account Name for the conference in the window abowve. Then click on the
Display button. A running sheet will be generated from the data that you originally entered into the
booking. An example of a running sheet is displayed in window below.

-4 Conference Running Sheet =: 42
STARFLEET
Activity Time Location PAX Details
MORNING TEA START CAFE ADULTS ~
1000 020
END CHILDREN
1020 000
IMFANTS
000
LUNCH START  |REST ADULTS
1200 020
END CHILDREN
1300 ooo
IMFANTS
000
AFTERNOONM TEA START CAFE ADULTS
1500 020
END CHILDREN
1520 o000
IMFANTS
000
MORNING TEA START MEET ADULTS
1000 020
END CHILDREN
1020 ooo
IMFANTS
000 W
Exit

379

10.5.3 Transaction

“ Conference Transaction Listing Opt.. = &
Date Hange Find matching
From: [Tt/102M2 I~ Transaction |
Untl: [71A10/2013 I secount |
" Daly M useit [

 Monthly I oshitg [

o ™ Pay Type ’_

Report Type

% Fulllising ¢ Totals only e | Eait |

380

To display the Conference Transaction Listing enter the following:
e Date Range From

e Date Range Until

Select one of the following

¢ Daily

e Monthly or

¢ Range
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Report Type select one of the following
e Full Listing
e Totals only

Find matching
¢ Transaction

e Account
e User#
e Shift #
e Pay Type
Click on the screen button to display the report. The window below will be displayed.
o Transaction Listing = &
Date TransHf | Code ‘ Tranzaction | ACH | Fes it ‘ Mame ‘ Fioom | Amountl
30/10/20.. 0002374 COA  COFFEE/TEA 0000551 0000533 STARFLEET CONF 300.00 2
3010/20.. 0002375 LUN LUNCH 0000551 0000533 STARFLEET COMF 500.00 g
3010/20.. 0002376 COA COFFEE/TEA 0000551 0000533 STARFLEET COMF 300.00 s
30410/20.. 0002333 AMH ROOM HIRE 0000562 0000554 BURMLEY CAR CLUE AG..  CONF 100.00
3010/20.. 0002377 COA COFFEE/TEA 0000563 0oo0sss  TOWN COUNCIL COMF 225.00 2
< >
Total Amount: | 5 182500 Total GST: | $+ 16590
[ Display voided transactions Exit
381

10.5.4 Location Report
2 Conferenc.. — = HE

Start Date:  |31/1042013
End Date:  |31410/2013
Location:  |=aLL -

Exit |

382

Click on the Location Report, the window abowve will be displayed. Enter the Start Date and End Date.
For Location select All or a specific location, then select Display. The following report will be displayed.
Print for a hard copy and Exit to exit the window.
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- Conference Location Report = =
Start Date: 31/10/2013  End Date: 31/10/2013
Date Drescription St Time | Ed Time Location Aclivity Pax Status

3141042013 | STARFLEET 0300 | 17:00 |BOARD ROOM COMFEREMCE 030 | In Progress
3141042013 | STARFLEET 1000 | 10:20 |MEETING ROOM MORNING TEA 030 | In Progress
3141042013 | STARFLEET 1500 | 1520 |MEETING ROOM AFTERMOOM TEA | 030 | In Progress
042013 | STARFLEET 1200 | 1200 |RESTAURANT LUNCH 030 | In Progress
< >

Exit |

383

DAY END PROCEDURES
This option is ONLY applicable if using the Conference Module as a stand alone option. Please contact
Starfleet Software for information.

11 POS

Please contact Starfleet Software for separate Point of Sale Manual.

12 Tours

Please contact Starfleet Software for separate Tours Manual.

13 Owners

Please contact Starfleet Software for separate Owners Manual.

14 External POS links

Contact your Point of Sale supplier for specific configuration for your tills. Contact Starfleet Software for
configuration and documentation of the Starfleet software link to your Point of Sale.

15 Help

15.1 Help Topic

This is where the on line Manual is accessed.

15.2 How To

A short presentation of most commonly used tasks of Starfleet.
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15.3 Remote Assistance

1

- 31/10/13 Starfleet Shift:1  User:SBS (00015) =

File FrontOffice Back Office Beports Debtors Setup  Comrmunication Userbail Conference POS Tours Owner Help
by, o - 3 | i :
S BaREEB = © < RE E‘D\Gg

Remaote Assistance

=

If your property is on Software Support please contact Starfleet BEFORE attempting to remote
connect. Click on Help in the Starfleet Menu, then Remote Assistance the following screen will
display. Starfleet will advise you which Internet support number to double click on.

Starfleet Remote Support

Internet suppoart 1
Internet suppart 2
Internet support 3
Intermet support 4
Internet support &
Internet support &

Double Click to make a connection Starfleet Remote PC support
Starflest Business Solutions

Before making & connection

Mare Info

392

15.4 About Starfleet

Details about the software version.
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16  Appendix A (Suggested Night Audit Procedures)

Click on the links below for more information.
Night Audit[zsn

Run Night Audit[2s

Daily Backupl 2s7

Night Audit Selected Reports|zsn
Screen Arrivals| 255

Screen Departureslz_sﬁ

Print Booking List/zs8)

Print In-House Guest List[ 258
Print Registration Slips/zs

End of Day Procedure] s8]

16.1 End of Day Procedure

Please note this is only a sample end of day procedure check list. It is suggested that you change it for
your specific requirements.
1. Screen Arrivals|zss)
Screen Departures
Print Booking List
Print In-House Guest List[ 2s
Backupl 14 This MUST be done.
Night Audit[::1) The following reports can be printed.
Transaction List
Guest Account balances
Security Deposits
Arrivals for Next Day
Departures for Today
Housekeeping Report
Booking List
Daily Occupancy
Cancelled Reservations
Phone Calls
Daily Summary
Guest Notes
Notes for the day
Daily statistics
7. Print Registration Slips| zss

o0k wN
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16.1.1

16.1.1.1

16.1.1.2

16.1.1.3

Night Audit

Night Audit is usually run last thing at night, although you can run it first thing in the morning if the
property closes early and has no late arrivals.

Night Audit will automatically charge accommodation to all occupied rooms and produce a report
detailing the room numbers, room rate charged and the current balance on these rooms. This will also
change the system date to the next day and print the pre-selected reports. It will first show you a list of
reports that you can alter (by ticking or un-ticking as required). A selection of Reports can also be set so
these reports will automatically print with Night Audit. Select the reports in Setup -> System
Configuration -> Daily Ugdatelzﬁ -> Day End button to open the report selection.

NOTE: (1) If you have the PABX Link connected, any calls between midnight and when you run the Night
Audit will be on yesterdays date, and (2) if you have POS then night audit should be run after the POS is
finished for the night or before POS is started the next morning. All guests who hawe arrived MUST be
checked in and all Guests who are departing MUST be checked out before you run Night Audit.

Run Night Audit

Back Office Menu -> Night Audit.

If you are ready to do a Night Audit, select Continue. You will be reminded to do the Daily Back Up.
Select OK, Starfleet AUTO BACK UP Procedure will run. (This is an internal backup done for rescue
in case of emergency. Do not rely on this backup for your backup purposes). Then select desired
reports, and select Run Update.If there are guests who have not yet arrived, or guests who have not yet
departed, an Arrivals / Departures report is displayed. Exit the report to correct any reservation before
proceeding.

Daily Backup

Backup from the Starfleet Menu

To setup the Backup go to File -> Backup. Enter the File/Folder to back up. Select the File to Backup
to, or Browse. When entering the File to Back up to please ensure .zip is added on the end of the path
or the backup will not run. Although there is an automatic backup run at Night Audit we do not
recommend relying on this one alone for data backup. To ensure safe data backups we do recommend
multiple manual backups to an external CD or USB device as instructed above. Ensure that you do a
daily backup as applicable for your property. Refer to Backugmh

Night Audit Selected Reports

Night Audit brings up a list of user selectable reports. These are pre-defined by you or your manager in
Setup->System Configuration->Daily Updatel?s'ﬂ -> Day End. You can tick or un-tick any of these as
required in that night's Night Audit in particular and the next night's list will be unchanged.

e Print Transaction Report
Print a full daily transaction report (i.e. not a summary). This report will provide record of all
transactions processed through the day as well as a summary of payments and revenue
generated by each transaction code. Ensure transaction totals agree with restaurant charge
dockets, bar dockets, mini bar dockets, etc.

e Print Security (Advance) Deposit Report
Print security deposit report as a permanent record of the current deposits held for Guests not
yet arrived in the system.

e Print Arrivals — (Not Yet Arrived)
Print an arrivals report for the following day, and make specific room allocations if required.
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16.1.1.4

16.1.1.5

16.1.1.6

16.1.1.7

e Print Departures — (Not Yet Departed)
Print a departures report for the following day. Check that folios are correct and all payment
methods have correct authorization.

e Print Housekeeping Report
Print a housekeeping report in either room or alphabetical order for Housekeeping. On this
report any special request for the following day. (e.g.: cot for room 210) will be listed.

e Print Daily Occupancy Summary
Print an occupancy report to provide a permanent record of the occupancy figures for your

property.

e Print Booking List
Print a list of all Bookings made to review details.

¢ Print Canceled Reservations
Print a report of reservations canceled on the current date for review.

e Print Phone Calls
Print this report only if your PABXis connected to the motel system.

e  Print Daily summary
Print the summary of the daily occupancy, revenue and receipts.

e Print Guest Notes
Print a report of Guest Notes which are to be printed as a reminder due today.

Screen Arrivals

Screen Arrivals Report for the current day and ensure there are no guaranteed or late arrivals which need
to be checked in prior to posting room charges.

Reports Menu -> Reservation report.
Select Arrivals, Not yet arrived, All Guests, and Start Date and End Date as the current date.

Screen Departures

Screen Departures Report for the current day and ensure there are no remaining check outs. If there are,
you need to extend or check the remaining rooms out prior to posting room charges.

Reports Menu -> Reservation Report
Select Departures, Not yet departed, All Guests and Start Date and End Date as the current date.

Print Booking List

Print a Booking List to provide a record of all reservations entered in the system today.

Reports Menu -> Reservation Report
Select Booking List and then Start Date and End Date as the current date.

Print In-House Guest List

Print an In-House guest list to provide a record of all guests in-house tonight.

Reports Menu -> Reservation Report
Select In House and then Start Date and End Date as the current date.
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16.1.1.8 Print Registration Slips

16.2

Print Registration Slips for the arrival day. Ensure all arrivals have been allocated room numbers.

Front Office -> Reg Slip / Allocate Rooms -> Print Registration Slip.
Select the appropriate arrival date.

Quick Reference Guide

This documentation is only included as a 'Quick Reference'. For detailed explanation of the following
topics, please refer to the User's Guide. Click on the following links for information.

Front Office[21)

Guest Reservation - Quick/ 381

Guest Information[ 22}

Advance Deposits| 361

Attach/Remove Group Booking[38)

Guest Confirmation Letter| 391

Guest Registration Slip[42)

Changing & Deleting a Guest Reservation[ 43)

Search for Existing Guest Details[ 4R

Guest Check In[ 461

Guest Check Out[ 48

Reinstate Checked In or Out Resenation[ 50)

Guest Account Invoice[51]

Guest Charges & Payments[52]

16.2.1 Returning Guests

1. Select menu item Front Office -> Guest Information. Enter the first sewveral characters of the
Guest surname in the surname field. A list of similar names to select from will appear in the drop
down field. Select the returning guest name. If not available this option can be turned on in Set Up -
> System Configuration -> Other -> Display name list on new accounts 'tick box'.

2. Alternatively, if you have a Guest Information screen open, click on the search button next to the
Account number box, and enter the first sewveral characters of the Guest's nhame. Select the Guest
from the search list. Refer to Search for Existing Guest Details[44)

3. When the guests name and information is displayed, select Book Room to create a reservation.
4. Enter the Guest's resenvation details, then select Save.

5. If you have received a deposit, please refer to Advance Deposits| 361

6. Alternatively, go to Front Office -> Room Allocation and right click on the desired date / room
number intersection and select Book room. Type in guest surname and select returning guest name
from the list  displayed. This new reservation will then be attached to the existing guest account.

Refer to: Guest Information[ 22)
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16.2.2 New Reservation

=Y

. Select menu item Front Office -> Guest Information.

2. Select New to create a new account and then a reservation.

w

. Enter the guests details beside each prompt, or <Tab> to leawe fields blank.

Ea

Select Book Room to create a new booking.

o

Enter the Guest's reservation details, then select Save.

. Ifyou have received a deposit, please refer to Advance Deposits| 36)

(o)}

~

. Alternatively, go to Front office -> Room Allocation and right click on the desired date / room
number intersection and select Book Room.

Refer to: Guest Reservation - Quick/ 38}

16.2.3 Check In

1. Select menu item Front Office -> Guest Information.

N

. Key in the Guest's account number in Account, <enter>. Update any details if required.
3. Click on Arrivals button.
4. Select the relevant resenvation if there is more than one.

5. If the correct room number is already allocated select Check In. If not allocate the room number
then Check In.

6. If payment is received on arrival check the guest in and then post the amount as a Payment. (An
Advance Deposit is paid to the guest account before Check In).

7. Alternatively go to Front Office -> Room Allocation and right click on the guest name arriving today
then select Check In.

Refer to: Guest Check In[ 48]

16.2.4 Check Out

1. Select menu item Front Office -> Guest Information.

2. Enter the Guest's room number in the 'Room' field and press <enter>. Alternatively, select the right
or left arrows located to the right of the Room number, until the desired account is displayed.
3. Click on the 'Departures' button.

4. Select the reservation, if more than one, to highlight it.
5. Select Transaction' to process any charges or payments to that account (if applicable).

6. Select 'Guest Account', to print. (If required, select the appropriate transactions or folio).
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7.

8.

9.

Ask the guest to verify the charges on the account and make any necessary changes through
Charges and Payments.

After posting the payment, reprint the account if required.

Select 'Check Out' to check the Guest out.

10.Alternatively, right click on the guest name in the Room Allocation screen. Select Check Out.

Refer to: Guest Check Out[ 48

16.2.5 Security (Advance) Deposits

1.

2.
Guest's details, if required.

3.

4,

Select menu item Front Office -> Guest Information.

Locate the Guest's account number, key it in to 'Account:’, then press <enter>. Update the

Select 'Charges/Pmt'.

Select the reservation to process, by highlighting it (if it is not already highlighted).

Select Transaction' to process, and select the transaction type you use for Security deposits.
Key in the amount, and select ‘Apply".

Alternatively, go to Front Office -> Room Allocation and right click on the desired guest and

select Charges/Payments. Then select the transaction type you use for Advance Deposits and
the payment type and amount and select ‘Apply’.

Refer to: Advance Deposits|36]

16.2.6 Charges

1.

2.

Select menu item Front Office -> Guest Information.

Enter the Guest's room number beside the 'Room' prompt and <enter>. Alternatively, select the
right or left arrows located to the right of the Room number, until the desired account is displayed.
Or enter the Guest account number in the account field and <enter>.

. Select the Charges/Payment button, highlight the reservation to process (if it is not already).
. Select "Transaction' to process, and select the transaction type you want to enter.

. Select the folio (if it has not been set automatically in setup).

. Key in the amount, and select 'Apply’

. Alternatively, go to Front Office -> Room Allocation and right click on the desired guest and

select payments. Then select the transaction type you wish to use, enter the amount and select
‘Apply".

Refer to: Guest Charges & Payments[s3)
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16.2.7 Payments

1. Select menu item Front Office -> Guest Information.

2. Enter the Guest room number beside the 'Room' prompt and <enter>. Alternatively, select the right
or left arrows located to the right of the Room number until the desired account is displayed. Or
enter the Guest account number in the account field and <enter>.

3. Select the Charges/Payment button; highlight the reservation to process.

4. Select 'Payment’ transaction to process, and select the transaction type you use for payment.

6. Key in the amount, and select ‘Apply'.

7. Alternatively, go to Front Office -> Room Allocation and right click on the desired guest and select
Charges/Payments. Then select the transaction type you wish to use. Enter the amount and select

‘Apply".

Refer to: Guest Charges & Payments[s2)

16.2.8 Screen Color Legend

Room wvacant

Unconfirmed booking

Room allocated

Room allocated + payment

Do not move guest

Guest inhouse

Guest inhouse with a balance
Guest checking out today

Guest checking out today with a balance
Guest checked out

Guest checked out with a balance
Room on maintenance

Room requires cleaning

AENRNNRNTNRNN |

Room not ready
Last accessed guest

Cloze

wents ‘ 1nh0use| Stat | Befresh‘

£
N
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17

Troubleshooting

TROUBLESHOOTING

Problem

Solution

1: Unable to Book Room -
Room Type is Overbooked.

Use the Unallocated Booking Report to check if there is a
reservation without a room number allocated. Allocate a room
number or delete the reservation as required.

2: Room NOT AVAILABLE or
ON MAINTENANCE when
entering reservation.

When you are trying to enter a reservation a message pops up
saying the room is on maintenance. Go to Setup -> Room. Find the
room number; double click to open the information. Check the
Status. Is it O-occupied or X-maintenance? These can be changed
to the correct status by clicking on this field and changing to V
(vacant). Now the booking can be entered and saved.

3. Reservation disappears
from the screen when
checked out.

This will happen when the Arrival & Departure dates are the same,
effectively making this reservation a “Day Booking”. (Day Bookings
will show on the Room Allocation screen with a ~ before the name —
until checked out. The number of nights will be 0 (zero). Find the
Guest Account by using the Search option in Guest Info. Open the
Resenvation and if you need to re print an account this can still be
done by going to Departures and selecting Guest Account. The
reservation can then be ‘checked back in’ and extended if required
(but only if there is not another booking in the way). The reservation
may also have been checked out before Night Audit has been run for
the end of the day.

4: Unable to find data path,
check network.

This is a common error message you will get when logging into
Starfleet on a network computer. This means that this computer is
‘unable to find' the data folder on the server or ‘main’ computer.
Sometimes Windows does not re-connect a previously configured
network path (usually after a loss of power for example). Go to My
Computer and see if there is a network path shown with a red cross
against it. Double click on this to see if the path is restored. If this
does not correct the situation, please refer to your IT department to
check there is no problem with the network.

5: PABX not logging Phone
calls.

Close the PABX link and restart. If this does not work then try
rebooting the computer, always remember to check the PABX icon
is visible in the lower right system tray. See also item 4 abowe. If
this is not successful then please contact Starfleet. Note that if the
problem is hardware or network related it’s likely we won’t be able to
correct the problem.

6: Email MAPI error.

When installing Starfleet for the first time emailing of Confirmation
letters or emailing Guest accounts might not work and return an
error. If the email default settings are not set correctly, you will
receive a "MAPI error" when you go to email a guest account or
Conf letter out of Starfleet. You will need to make sure that default
option for the email client you use is actually selected by going to
Start Button ->Control Panel -> Default Programs -> Set your default
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program. Select the email client you are using and make sure all
it's defaults are ticked. Note that this is in Windows 7 - for other
versions of Windows this may be slightly different. If your computer
is part of a domain, you might get a "MAPI error - Login invalid”. If
this is the case, your IT needs to make sure that the MAPI
connection is actually pointing to your email program, and has
permission to use this connection. Exit Starfleet and then log in
back to apply the changes.

7: Back Up Errors

517 - Disk Full
503 - The zip file could not be opened or found.

Tips: The path and filename provided to the ZipFilename property
may be invalid. When trying to zip or update files in a zip file, this
could mean that the zip file is already opened for reading or writing
by another application. When unzipping files or listing the zip file's
contents, this could mean the zip file is already opened by another
application for writing.
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