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RezOvation GT Quick Start Guide

Thank you for your purchase of RezOvation GT.

RezOvation GT is a comprehensive front desk property management software and guest
management software designed specifically for the accommodations industry. It is designed
with the ease of use of Guest Tracker in mind along with new simple yet powerful features such
as a modern user interface and a flexible rate management system. In addition, RezOvation GT
offers enhanced Booking Engine integration as well as integration with the
BedandBreakfast.com online reservation program. RezOvation GT was built using the latest in
Microsoft programming technology and is based on the robust SQL Express 2005 database
engine. Our state of the art design is perfect for bed and breakfasts, inns, and other lodging
related businesses.

This Quick Start Guide will quickly teach you the basic concepts of using RezOvation GT. For a
more complete guide, please explore the rest of the help file, refer to the User’s Guide, or visit
our web site — http://www.RezOvation.com.
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) Configuration Overview

Before you begin using RezOvation GT, you will need to set up the software so it will conform to
how you manage your property.

To access system configuration:

Click the Configuration icon e“ﬁor select View > Program Configuration from the menu to
display the Configuration window.

Fle Commands Wiew  Maletinotool  Reports  Help

Curmrent Status:
- PMS Configuratiore 0¥
- Booking Engine: incomplele (check Propesty information, Booking Engine seltings, Rate Types)
- BedandB reakfazt com Reservations: incomplete [check BedandBreakiast com Setlings)
- Rezlvation Server Sync: disabled [click here o start synchionization]
= Autornatc Updates: dissbled [click bere to enable updates)

Access the main configuration
options here,

Property Settings Oiriline Flssu\fatbm

Progerly Information Lommen Settings

Room Arenilies Booking Engine

P o) Fees BedandBireakizst com

Beverue Accounts ) ) )
Uzet Definable Lists and Fields

Tawes - r ,

- r It
House Gift Certificates Customer User Definable Fislds
Thied Parly Gilt Cestili o

Access configuration opkions Rieasons for Stay
as lisked in the four boxes

o . —_—
Fioom and R ate Management
Booms Software Seltings
Bate Types Stattup and Logn
Base Rales s
Rate Seasons and Adusiments Lists &nd Occupancy Map
Extras Email
Packages
Portal status: 3| Not replicating | 4.3.4.17
. If you manage rates and amenities by individual room you will not have a
| "Room Types" option in the Rate and Inventory Management section.

From here you can do the following:

e Configure Property Settings
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O 0O O0OO0OO0OOo

(0]

Define Property Information

Define Room Amenities

Define Payments and Cancellation Fees
Define Revenue Accounts

Define Taxes

Setup QuickBooks options

Setup House and Third Party Gift Certificates.

e Configure Rate and Inventory Management

(0]

O O O0OO0Oo

(0]

Define Rooms

Define Room Types (if you manage rates or amenities by room type)
Define Rate Types

Define Base Rates

Make Rate Seasons and Adjustments

Define Extras

Define Packages

e Configure Online Reservations

(o}
o
o

Define Common Online Settings
Configure the Booking Engine
Configure BedandBreakfast.com

e Configure User Definable Lists and Fields

o
o
(o}
(o}
o

Define Customer Occasions

Define Customer Interests

Define Referral Sources

Define Reasons for Stay

Setup User Definable Fields for Customers and Reservations

e Software Settings

(o}
o
o
(o}

Configure Startup and Login

Setup Users

Set Options for Lists and the Occupancy Map
Setup Emaill

e Synchronize your database to the RezOvation server
e Enable auto updates
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@ Managing Via Individual Rooms or Room Types

When you initialized RezOvation GT, you selected a room and rate management scenario. The
choices were as follows:

Scenariol - Manage room attributes and rates by individual room.
Select this option if the rooms on your property are all unique. You will set up rates and
amenities individually for each room.

Scenario 2 - Manage rates attributes by individual room and rates by room type.

Select this option if your property has similar rooms of a certain type, but the rooms have
different amenities. For example, you may want to set up rates based on the type of room (all
king size rooms, for example), but still set up the amenity for each king room individually. You
will set up room types, assign groups of rooms to each room type, but set up room amenities
individually for each room with each room type.

Scenario 3 - Manage room attributes and rates by room type.

Select this option if your property has similar rooms of a certain type, and all those rooms have
similar amenities. You will set up room types and assign groups of similar rooms and amenities
to each room type.

To begin setting up rooms and room rates, you will follow a path determined by the scenario you
selected during initialization.

@ Room Types Overview

Set up room types when your property has several rooms of the same type and you want to
group them. For instance, you may have a group of rooms with king size beds. You can set up a
room type "king" and assign all king rooms to that room type. You can then assign room rates to
the "king" room type and all rooms assigned to that room type will inherit those rates. In other
words, you will not have to assign rates to each king room individually if you set up room type
for all king rooms.

To access room types:

1. Click the Configuration icon “oor select View > Program Configuration from the menu
to display the Configuration window.
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€ 7 RezOvation GT - Administrator = [O]X
File Commands VWiew Maketngtools  Reports  Help

DEEG 5 =X

Current Status:
- PM 5 Conhgusation: 0K
- Bocking Engine: incornplete [check Property information)
- BedandB reakfast.com Reservations: incomplete [check BedandBreakiast.com Setlings)
- Rez0vation Server Syne: disabled [click here to start symchionization]
- Automatic Updates: enabled [if you want to disable updates, click here)

)|

Propeaty Settings Orilre Reservations
Eroperty Infgrmation Common Settings
" " Booking Engi
Payments and Cancellation Fees BedandBreakiast com
Bevenue Accounts User Defnable Lists and Fields
Tanes C Decas
‘ ks Customer Inferests
H ift Ceeati c Jss Definable Fiel
Tbwd Paty Gift Cerficates Eiefensl Sources
Beazons fos Stay
= ion Uises Definable Fi
Raom and Rate Management
Room Tvpes Software Settings
Reorns Starhup and Login
Base Rates Lists And Oecupancy Map
Bste Seasons and Adustments breal
Exlias _
Packages @

Portal status: 4 |Not replicating | 4.3.4.107

2. Click Room Types to display the Room Types window.

You will see one of the following two Room Types windows depending on if you manage rates
by room type and amenities by individual room or if you manage both rates and amenities by
room type.
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€} Room Types [EJM|
o add o Edit 3€ Delete
Raoom Type D ezcription [far intermal uze anly]
Double Foom  Foom featur Jouble beds
K.ing Room Foom features 1 King bed
Double Suite Foom features 2 Double beds with a pull out couch with a Double bed
K.ing Suite Room features 1 King bed with a pull out couch with a Double bed
Single Roam Raoom features 1 Double bed

Cloze

Room Types Screen - manage rates by room type and amenities by individual room

€J Room Types

g add o Edit 3£ Delete

Foom Baze (L ER . ..
Type R g [ Amenities Dreszcrption Photo
s Internet - wired, [nternet - . .
Fing Standard 2 3 wireless, King bed, Mini bar Includes King bed and seating area.
Patio, Intemet - wireless, Includes king bed. suite with .
) Internet - wired, Suite, IncE =53 |ng|i|-I ed, swh_abi.wlt Ee%alahlajseatlnhg @lea,d
King Deluse 2 4 Pull-out bed, Mini bar, King eather couc [corvertible to bed) and armchair, and a
bed covered patio.
[ueen Standard 2 3 Internet - wirelsss, Intemet - Includes queen bed and zeating area.

wired, Clueen bed, Mini bar

Internet - wired, [nternet -
[Queen Deluse 2 1 wireless, Queen beds - 2,
Suite, Patio, Mini bar

Includes 2 queen beds, suite with separate zeating area,
leather couch and armchair, and covered patio.

Internet - wired, [nternet -
Twin 2 2 wirgless, Twin beds, Mini Includes 2 bwin beds.
bar

Room Types Screen - manage rates and amenities by room type
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Y- .
@ Rooms Overview

The method you will use to set up rooms depends on the scenario you selected when you
initialized RezOvation GT. To review, your scenario choices were as follows:

Scenario 1 - Manage rates and amenities for each room individually.
Select this option if the rooms on your property are all unique. You will set up rates and
amenities individually for each room.

Scenario 2 - Manage rates by room type, but amenities for each room individually.
Select this option if your property has similar rooms of a certain type, but the rooms have
different amenities. For example, you may want to set up rates based on the type of room (all
king size rooms, for example), but still set up the amenity for each king room individually. You
will set up room types, assign groups of rooms to each room type, but set up room amenities
individually for each room with each room type.

Scenario 3 - Manage both rates and amenities by room type.

Select this option if your property has similar rooms of a certain type, and all those rooms have
similar amenities. You will set up room types and assign groups of similar rooms and amenities
to each room type.

If you selected Scenario 2 or Scenario 3, you should have already set up room types. When you
set up room types you either defined amenities for each room type or you decided that you
would define amenities for each individual room.

If you selected Scenario 1, you did not need to define room types and will set up rooms and
amenities by individual room.

To access rooms:

1. Click the Configuration icon "-:ii-j'or select View > Program Configuration from the menu
to display the Configuration window.
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€2 RezOvation GT - Administrator El@”g,
File Commands View Reports  Help
DUEPL F TGS =X
Current Status:

- PM5 Conhguation: OF

- Booking Engine: mcomplete [check Propetty information, Booking Engine settings, Rate Types]
- BedandB reakf ast,com Reservations: incomplete [check BedandEreakfastcom Setlings)

- Rez0vation Serves Sync: disabled [click here o slai spnchionization]

- Automatic Updates: disabled [glick here to ensble updates)

Orlne Reservations

Property Seftings _

Prooeity Informalion Commen Settings

Room Ameniies el

Paymerits and Cancellation Fees EedandBreakiast con

Bevenye Accounts ! !
Uzer Definable Lists ard Fields

Tanes C 0 )

QuackBogks Customes Intesests

Houze Gift Cestificates C Disi Ei

Third Pasty Gift Certificat Refenal S ources

B for St

Beservation Lizes Definable Fislds
Room and R ate Management

Rooms Saftware Settngs

Rate Types Startup and Login

Base Rates Users

R P - Lists And Decupancy Map
Estras Email

Packages

Portal status: 3 |Not replicating | 4.3.4.17 .

2. Click Rooms to display the Rooms window.

You will see one of the following three Rooms windows depending on how you manage rates
and amenities.

10
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o add

Abbreviation

Blue Room

Brron Room

Raoom
M ame

Blue Ro...

Brown R...

Baze
Capacity

B ER
Capacity

Ext

Amenities

Fireplace,
Jacuzzi

D'escription

The Blue
Foom haz a
queeh
canopy bed
with a

The Yellaw
room has a
full zized
bed and
private bath

socdlh ofb oooooo

The Farmily
zuite haz

g g

Phota

Rooms Screen - Scenario 1 - Manage rates and amenities for each room individually

(:1 Rooms

?X

ap add o Edit 3£ Delete

Abbreviation

Twio

Foom
M ame

[1] Room One

[£] Room Two

Base
Capacity

2

GET
Capacity

Fioom Type

Eut

Single Foom

King Room

102

A
Amenities| Dezcriptic] Photo =

Air

Conditionir B added
Wirelezz
Intemet,

Eloh

Conditionir Bedded e ill

Fing

Roorm for ._' |
masimum £ 5
2 people

King -y

BElooen + L

Rooms Screen - Scenario 2 - Manage rates by room type, but amenities for each room individually

11
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€J Rooms
& Add

Abbreviation R oo Marme Raoom Type Ext
1000 1000 - k5 K.ing Standard
1001 1007 - K5 K.ing Standard
1002 1002 - £S5 K.ing Standard
1003 1003 - K5 K.ing Standard
1004 1004 - K5 K.ing Standard
100 1010 - kD K.ing Deluxe
1011 10171 - KD k.ing Deluxe
nmz2 1012 - kD k.ing Deluse
1mM3 1M3-kD King Deluse
1014 104 -kD K.ing Deluxe
1020 1020 - 05 [lueen Standard
1021 1021 - Q5 [lueen Standard
1022 1022 - 05 [lueen Standard
1023 1023 - 05 [lueen Standard
1024 1024 - QS [lueen Standard
1030 1030 - Q0 [ueen Deluse
103 1031 -4Qb [ueen Deluse
1032 1032 - 4D Llueen Deluxe
1033 1033 - 4D Clueen Deluxe
1034 1034 - QD Clueen Deluxe
1040 1040-T Tty
1041 1041 -T Twainy
1042 1042-T Twainy
1043 1043-T Twin
1044 1044 -T Twin

Rooms Screen - Scenario 3 - Manage both rates and amenities by room type

To set up rooms, follow the path that corresponds to how you manage rooms and rates.
¢ Manage rates and amenities for each room individually

e Manage rate by room type, but amenities for each room individually

¢ Manage both rates and amenities by room type

You can add, edit, and delete room types or you can add, edit, and delete both room types and
room type amenities depending on how you manage rooms and rates.

12
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@ The Rate Matrix

You may find that you want to override your base rates. You may charge different rates
depending on seasons of the year, or you may have blackout dates you apply for certain rates.
Regardless of the reason, RezOvation allows you to change rates for specific dates.

The rate matrix is used to change rates or minimum stay requirements for specific dates.

To access the rate matrix:

1. Click the Configuration icon a;zﬁor select View > Program Configuration from the menu
to display the Configuration window.

€3 RezOvation GT - Administrator E|@|E|J
File  Commands  View Reports  Help

DRI FEESEX
Current Status:
- PM5 Conhigustion: OF
- Bocking Engne: mcomplete [check Property information, Booking E naine settings, Rate Types)
- BedandBreakfast. com Reservations: incomplete [check BedandBreakfast.com Seliings)
- Rez0vation Server Sync: disabled [click here to slan spnchionization]
- Sutomatic Updates: disabled [ghick here to enable updates)

Property Settings Drline Reservations

Propetty Informstion Common Settings

Fioom Amenities Booking Engne

Payments and Cancallation Fass BedandBreakiast com

Bevenue Accounts : !
Uzer Defnable List: and Fields

Tanes C 0 )

QuickBogks Customet Intesests

Houze Gift Cetificste: C Defi Ei

Thid Party Gift Certificat Refenal Sources
R Fou St

B eservation Uses Definable Fields

Room and Rate Management

Roorms Saftware Settings

Rate Types Startup and Login

Base Rates Lsers

g Adustment Lists And Occupancy Map
Extias Email

Packages

Portal status: 3 | Mot replicating | 4.3.4.17

2. Click Rate Seasons and Adjustments to display the Rate Matrix.

13
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You can also access the Rate Matrix by selecting Rate Seasons and Adjustments from the
View menu.

€2 Edit Rate Seasons and Adjustments

Select a room of specihic dales from the gnd below and click the "Edit Selection" button to adjust rate: and availability.
Rack | BB.com Online Reservations
Select All  Claar Selection
March 2007 April 2007
Rooms - .
Thu Fri Sak Sun Mo Tue e Thu Fri Sat Sun on
29 30 3 1 2 3 4 5 & 7 8 9
Elue Room £139.00 $190.00 $190.00 $139.00 $£139.00 $139.00 $139.00 $139.00 $190.00 $190.00 $139.00 $139.00 ¢
Eroven Room $99.00 $129.00 $129.00 $99.00 $99.00 $99.00 $99.00 $99.00 $129.00 $129.00 $99.00 $99.00
Famnity Suite £239.00 $299.00 $299.00 $239.00 $239.00 $239.00 $239.00 $239.00 $299.00 $299.00 $239.00 $239.00 ¢
Gresn Room £119.00 $139.00 $139.00 $119.00 $119.00 $119.00 $119.00 $119.00 $139.00 $139.00 $119.00 $119.00 {
Red Room £149.00 £209.00 $209.00 $149.00 $149.00 $149.00 $149.00 $149.00 $209.00 $209.00 £149.00 $149.00 ¢
< ¥
Rate Infonmation Additional Information
(5) Effective Rate [adusted rates inbold] (O Availability: Availsble Fooms
() Base Rate ) Mirimum Stay
) Mone %) Mone

Navigating the Rate Matrix

14

Click a tab to display the base rates for the various rate types.

Highlight a date or date range by mousing-over the date(s). You can highlight any range of
dates - dates do not have to be next to each other. Click Clear Selection to clear the dates
you have selected.

Click Edit Selection to edit rate and minimum stay information for the room/date range you
have selected.

Use the horizontal scroll bar to scroll forward through the months of the year.

Use the Rate Information section to select how you want to view rates. You can view rates
by the effective rate, the base rate, or none to hide all rates. When viewing rates by
effective rate, any adjusted rates are shown in boldface type.

Use the Additional Information section to select alternate information. Selecting none
displays the rates by date for each room. Selecting Availability changes the matrix display to
the following:



€2 Edit Rate Seasons and Adjustments

Rack | BB.com Online Reservations |

Select & oo of speciic dates from the qid below and click the “Edit Selection” button 1o adjust tates and availsbiliy.

Selsct Al Clsar Selection
Roams Thu
29
Bl Roorn 1 % £139.00
Erowan Room 1 x $99.00
Family Suite 1 x $229.00
Green Room 1x$119.00
Red Room 1 x §149.00
<

RezOvation GT Quick Start Guide

?X)

March 2007 April 2007

Fri Sat Sun Mon Tue Wled

30 31 | 1 Z 3 | 4
1 % $190.00 1 = $190.00 1 ® 139,00 1 x$139.00 1 = $139.00 1= $139.00 1:
1%5129.00 1x%129.00 1x$99.00 1 % $99.00 1 = $99.00 1 3% $99.00 1
1 x $299.00 1 % $299.00 1 x $239.00 1 x $239.00 1= $239.00 1= $239.00 1:
1 x$139.00 1= $139.00 1x$119.00 1x%$119.00 1x$119.00 1= $119.00 1:
1 x $209.00 1 = $209.00 1= $149.00 1 x$149.00 1= $149.00 1= $149.00 1:

Fiate |rdommation

() Effective Rate [adjusted rates in bold)
() Base Rate

) Mone

Additiorsal Information

(%) Avalability: Available Booms
) Minimum Stay

" Mone

The available rooms are listed with the total number of room in parenthesis - avail rooms (total

rooms) x price for room.

. Selecting Minimum Stay changes the rate matrix display to the following:

15
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€ Edit Rate Seasons and Adjustments

Select & room of specific dates from the gid below and click the "Edit Selection’ button to adjust rates and availability.
Rack | BB.com Online Reservations |
Seleck Al Clear Selection
March 2007 Apeil 2007
oems Thu Fri Sat Sun Man Tue Wed Thu Fii
29 30 31 1 2 3 4 5 =]
Blue Roorm 1-%139.00 1 - $190.00 1 - $190.00 1 - $139.00 1 - $139.00 1 - $139.00 1 - $139.00 1 - $139.00 1 - $190.00
Brown Room 1-%$99.00 1-%$129.00 1 -$129.00 1-%99.00 1-%99.00 1-%99.00 1-%99.00 1-$§99.00 1-%129.00
Family Suite 1-%$239.00 1 - $299.00 1 - $299.00 1 - $239.00 1 - $239.00 1 - $239.00 1 - $239.00 1 - $239.00 1 - $299.00
Green Room 1-%$119.00 1 -$139.00 1 -$139.00 1 -$119.00 1 - $119.00 1 -$119.00 1 - $119.00 1 - $119.00 1 - $139.00
Red Room 1 -%149.00 1 - $209.00 1 - $209,00 1 - $149.00 1 - $149.00 1 - $149.00 1 - $149,00 1 - $149.00 1 - $209.00
< >
Fiate [ndommation Additional Information
(%) Effective Rate [adiusted rates inbold] (O Avalability: Availsble Rooms
() Base Rate %) Minirmum Stay
O Mone ) Mone

The minimum stay required for each room is displayed along with the rate for the room.

From the rate matrix you can edit rates, add blackout dates, and update minimum stays and
availability.

16
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@ The Reservations List

The reservations window allows you to view all reservations or to view reservations based on
certain criteria. You can also add, edit, and delete reservations from this window.

To access the reservations window:

Click the Reservations and Sales icon I:'J:'lor select View > Reservations and Sales from the
menu to display the Reservations window.

€3 RezOvation GT - Administrator ._|r§|rz
Fle Commends View Mardetingtook Reports  Help
DS % - S - - e -

LastMame  Fust Namw | Asiival Depaiee | Rooms Status Confumation tt ~ Paid Due Groun  Crested Guest Hotes =
/ ) Jobrson Danve df2r2007 4572007  Farly Swte  Cordfrmed 3232432 /1738 4000 lre T i
Smith Hob N7 V07 Bhue Room Pending INeAN2 £0.00 153352 207
= Oisen Ashiey BAX0E BN82006 BiownFRoom  HoShow 16002 $0.00 $AHR2E7 Br2T/ 2006
Sades Flusty Tom BT 2006 81242006 Red Rocen Mo Show 11264312 $15000 $539.70 BF2TS 2006
%) Recent Clak Susie BAS2005  B//2005  FedFoom  MoShow  THIBATIZ 16900 $216.32 §/27/2008
O Nt T apdor Deb B4 2006 BE/2006  Famidy Swte Mo Show 15864312 $55052 000 BTG
Clein Fiank B 2006 BES2006  Geesn Room Mo Show 15728312 0,00 292715 Br27 2006
) Cordimed Jobegon Dave BAS2006  BARS2006  BiowmPFoom Mo Show 15628312 $0.00 fr ek ) Br27/200E
) Aurvvas Smith F.alie B 2006 BAE/2006  Blue Room Ho Show 15524312 15000  $15200 BS2T 2006
Posters Jim TN00E  TANS2006 Biown Room  Canceled 18FEATIZ $11.80 $0.00 BS28 2006
O Checkedin Thom Jehn ARG BAUN0E  GresnFloom  MNoShow  18MANZ 000  $35483 £/28/2006
() Deparbues Jio Piowsel TRZY006  TF2B/2006  Biown FRoom Mo Show 15364312 0,00 £336.30 BT/ 2006
) Mo Shows Etrogk: Tim TAYA0E  TAY0E  BiownRoom Mo Show TEEAN2 £0.00 7.2 B I0E
T ador Db TAGA0E TAS/2006 Red Room Hio Show 1EDEAT2 £0.00 37278 B2 2006
O Al Sses Frisnd Mlicheds TAN00E TASZ0E FamidySuke Mo Show 16328312 0,00 1210 BSZ7S 2006
() Cusshoen Filbesr T ahor Jm TR0 TA1/200E GeesnFloom Mo Show Tgaan2 $0.00 2511 BF2T/H00E
Aurvdet pon Jom T8/ 2006 TA1/2006  Blue Room Ho Show 10604312 £0.00 £336.72 G274 2006
Johneon D TTF 2006 THar2006  Blue Room Canceled geaanz $29000  $0.00 BS2TS 2006
Fhussy Tam TR 2006 TA1/2006 3 Rooms Mo Show 10884312 £200.00  $44524 BT DG
Meyer John T/472006 T/2006  BiownRoom Mo Show 14604312 £100.00  $3452 B2/ 2006
Clen Fuank THMF2006  TAUV2006  Ped Rioom Mo Show 1072an2 $35000 340810 BS27/2008
Thom John BFZ3/2006  TAJ2006  Aed Room Checked- 0wt 13284312 48492 41560 Bf274 2006
Johnson Dhave BZ300E  TAS2006  Blue Room Cheched0ut 83643712 75504 $0.00 BS27/ 2006
Srrith Bab B28/ 006 TAJ2006  Geesn FRoom  CheckedOut 8224312 $29258  $0.00 BF2TS 2006
Smith Fatie EFZS/2006  BF27/2006  BiowmBFoom  ChechedOut 14424312 £100.00  §3452 B2 2006
Fluriy Tom B2S/I006  BFAT/I006  GeesnRoom  CheckedOut 8748312 $0292 5000 B2/ 2006
Clain Frank BN /A00E  BF24/2006 GeesnRoom Mo Show 11304312 $33276 4000 Bf2T 06

Smith Bob B21/2006  BF24/2006  Blue Room Checked0ut 11488312 §33858 W00 BT/ 2006 o

£ *
29 Irnviokoes Portal stabus: % | Mot replcating | 4.3.4.17

Using Quick Search

To quickly find a record use the Quick Search feature located at the top of the window.

Quick Search: | Fied oo [

You can search for values in the following fields:

Last Name
First Name

17
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Arrival Date

Rooms

Confirmation Number
Group Name

Type any portions of the information you are looking for and click Find Now. The list will show
only those records that match the criteria you entered.

Viewing Reservations with Filters

You can view reservations according to preset criteria called filters. For example, to view
reservations for guest who will arrive today, select the radio button next to Arrivals.

You can also set up your own criteria for viewing reservations by using a custom filter. Perhaps
you want to view all guests for a particular check in date. Select the radio button next to Custom
Filter to display the custom filter at the bottom of the window.

(3 RezOvation GT - Administrator

Fle Commands View Madelingtooks Reports  Help
NS F- S ] asksen Find How
/ ) Last Mame  Fst Mame  Anival Depste  Rooms Status Confumation #  Paid Diue Group | Crested Guest Nobtes
\._.-'

Saes

C} Recant

() Mot Confirmed

() Corifirmed

) Aarvals

) CheckedIn

(0 Depaibues

) Ho Shows

) Al Sales

(%) Custom Fiter
4 >
Agirval D ate w | | |3 Bletvsan | Daf2Tr007 w | and | 0G/2772007 w

-

o % agdCiteia | [_Reset ) [ Aoy
Conilermahon &

0 Invenices Iz E:h_c‘etei Puortal status: 1 | Mot replcating | 4.3.4,17

The left side drop-down box contains a list of fields for which you can set criteria. The middle
drop-down box will automatically list the relevant choices for operators. The right side box is
where you set the value.

To select all reservations for which a balance is due, select Balance Due from the left drop-

down list, "Is Greater Than" from the middle drop-down list and type a zero in the right box.
Click Apply and the window will display a list of all reservations with a balance due.
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€3 RezOvation GT - Administrater A ||E||z
Fle Commands ¥iew Makstingbools Reports  Help

J}éf_ﬁg j-&#,- e quickSearch: Find How
/ \ LastMome  Fust Name  Astival Depatiee  Rooms Stalus Confumation #  Paid D Group  Ceested Guest Nobes
\i

Sales

O Recent

{2 Mot Cordirmad
) Cordemed

) Auivals

) Chackedin
) Depatses
) Mo Shows
) AlSales

(%) Custom Filer

AN

£ | ¥

Balarce Dus v: Ix Graster Than w 0 l

[2ddCitena | [ Rest | [ Apply |

0 Envwieces Portal status: 5 | Mot repcating | 4.3.4,17

If you add more criteria, you can select AND or OR. Use AND if you want your reservations
records to match all of the criteria, use OR if the reservation record just needs to match any one
of the criteria. To delete a criterion, click the X next to it. To clear and start over, click Reset. To
use the criteria to display matching records, click Apply.

As another example, if you want to see all guests arriving today with a balance due, your criteria
would look like the following:

|.-'1‘-.rriva| Date w | | Iz Today w | -

|Ealar‘n::e Due V| |Is Greater Than V| |E|

(%) AMD [Show invoices that match all of the above criteria)

[ Add Criteria ] [ Reszet ] [ Apply ]

() OR [Show imvoices that match any of the above criteria)

If you use Quick Search when a filter is active, the filtered list is further filtered by
the last name entered in the Quick Search bar.

Right-Click Options

Right-click on a reservation to view a list of action options for that reservation.
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€ RezOvation GT - Administrater |:_||§||Z|
Fle Commands View Mubstingtooks Reports  Help
ALES% F FHE - X s Fodtn
Last Home  FustMame  Asivd Depatwe  Rooms Stalugs Confurnation Paid Dsz Group  Crested Guest Hotes
\ Jehnton  Dave S2207T  ASS/2007  FamipSute Corfrmed 32324712 181738 $0.00 329/2007
Smith Bob WN/007  4FW2007 BheRoom  Pendng 32184312 000  §53352 323/2007
h— Olsen sy BAZ06  BNS006 BiownFoom  MoShow 16104712 1000 $3M2E7 B 2742006
e Fluny Tom BTA0E  BAZIO0E RedRocen  MoShow 11264312 $15000  §53370 BF27/2006
) Recent Smith Katie B/4/2005  B/E/2005 BheFoom  HoShow 1552472 $15000  $19200 BI27/2006
O hat Jobnzon  Dave Q42006 B/E/2006  BiownRoom MoShow 15524712 000 e BF27/2006
Lockess Clein Frark BM/2006  B/E/2005  GresnFloom HoShow 15724312 000 §29275 EF27/200G
() Confimed FomdpSute  HoShow 158847012 159052 50.00 B/27/2006
) Anivals RedRoom  MoShow 15384312 $16900  §$16.32
Biowm Boom  Cancellad 167BA12
© Checkedln GreenFloom  NoShow  163A3IZ 3000 $35443
() Depaitiies | BrownRoom MoShow — 1538AT2 $000  $33630
) Mo Shows BiownRoom  NoShow 1018432 $0.00 $HI.3%
| FredFocen  MoShow  1B0EATIZ #0000 §37278
(%) Al Sges i FamilySute  MoShow 16324112 $000  $127110 BJ27/2006
(2 Custoen Fites Tahor J'm| | GieenFloom MoShow 11044312 0o 2517 B/2PI 2006
Andmsor  Joa BueAoom  MoShow 10604312 {000 $396.72 BF27/2006
Jobngon Da{ | BleFoom  Conceled 9848712 $25000  £0.00 Br2T/200E
Flurty Tor i Prin v | 3Fiooms HoShow  108BATIZ 120000 $44524 BF27/2006
Clein Fisd ) gmad , | PedRoom  HoShow  107ZAmZ $390.00  $408.10 62742006
Meyer Joh Bicwn Room Mo Show 14604312 $10000 3452 BRI 2006
Johnson Dm: 4 Edt | BleFoom  CheckedOuw 8384712 {7504 4000 BF27/2006
Thom Joh 52 Delete | RedRloom  Checkedut 12284312 $48492  $1560 £/27/2006
Srmith Bt oreovzoos—rrrevou— GiesnFloom  CheckedOut 8224312 $29298  $0.00 BF27/2006
Pester: Jim B/2T/2006  BFZ/2006 14008312 $15000  $0.00 62742006
Boder Fiark B/2T2006  BFRI006 1718412 $20000  $0.00 6/27/2006
Smith K.atie 6/25/2006  GF27/2006 BiosnRoom CheckedOu 14424312 $10000 452 62742006
Flury Tom B/25/2006  6F27/2006 GieenFoom CheckedOut ST4AN2 $20292  50.00 627/ 2006 o
< >
31 Invoices Portal stabus: 1 | Mot replcating | 4.3.4.17

From here you can do the following:

Add or edit reservations

Add a room or an extra or package to a reservation
Apply a payment, deposit, or refund to a reservation
Select a credit card for payment

Check guests in and out.

Cancel or delete a reservation

Change rooms or dates for a reservation

View reservations using the occupancy map
Manage out of service rooms

Print and email reservations information

Retail sales are added to the customer record, not to the reservation record.
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@ Creating and Editing a Reservation

You can add or edit reservations via the Reservations window or the Add Customer window.
You can also add (but not edit) a reservation from the Occupancy Map.

To access reservations from the reservations window:

1. Click the Reservations and Sales icon I:'J:'lor select View > Reservations and Sales from
the menu to display the Reservations window.

€ RezOvation GT - Administrater -_”E"Z
File Commands View Makstingtools  Reports Help
DD T - G G- - ks Find Now

LastMome | First Nome  Astival Depatiee  Rooms Stalus Confumataon #  Paid D Group  Crested Guest Motes &
r ‘ Johnson D v d2r2007 452007 Famdy Swte  Cordnmed IZIRN2 i817.38 1000 28007
Simith Eob N7 4FV2007  Bhue Foom Pending Ieanz £0.00 153352 a7
\-"'" Dlsen Ashley BN32006 BN82006 BiownRoom Mo Show 161602 $0.00 302 67 BT/ 2006
Sl Flursy Tam BAT72006 BA2/2006  Red Rocen Mo Show 11264312 $150.00  $533.70 Bf27 06
© Recent Clark Susie BA42005  BAVI0S  FedRoom  MNoShow 15384312 $16300 $21632 62742006
T apdor Dby B4 2006 BE/2006  FamiySwte Mo Show 15864312 53052 10,00 BT 2006
& Lt ] Clain Frank BA472006 BE/2006  GresnFoom Mo Show 157248312 £0.00 29275 Bf27 2006
() Confiemed Johegon Dave BAS2006  BBS2006  BiownmPFoom Mo Show 1562832 $0.00 f rird: ) Br27/ 2006
) Auivals Sraith E.atie B/ 2006 BES2006  Blue Room Ha Show 15524312 15000 $15200 Br27 2006
Posters Jim TFAVA0E  TFN/2006  BrownFRoom  Cancelsd 187RAT2 $11.80 $0.00 B2/ 2006
O Checkedln Thom John W06 B0 GiesnFoom  HoShow  18MANIZ  $000  $35483 §/28/2006
() Depaitues Ji Poweel TR2W06  TFA200E Biown Room Mo Show 15364312 $0.00 $336.30 Br27s 2006
) Ho Shows Etrock: Tim A6 TN2006  BrownFoom Mo Show 1EMeAN2 $0.00 6126 B I0E
T s Db TAGA006  TAS2006  Red Rocm Mo Show 180412 £0.00 £37278 B2 2006
O Al S Frsend Micheds TANA0E TAZ0E FamidySute Mo Show 1E92A 2 £0.00 1270 BS27H00E
() Custorn Fiter Tavlor Jm TA200E  TAN/006  GeeenFoom Mo Show T1g4an2 $0.00 $251.1 BT/ 2006
Andetson Joa 778/ 2006 TA1/2006  Blue Room Mo Show 10608312 0,00 $396.72 BF2TS 2006
Jokreson Dave TAT2006 TAU2006  Ble Room Cancelled 9844712 £25000 000 BSET 06
Flurty Tam TAE/20086 TA1/2006 3 Rooms Mo Show 10884312 £200.00  $44524 BS2T 06
Meyer John A4 2006 TE/2006  Biown Room Mo Show 14602312 $100.00  $3452 Br27 2006
Clein Fiark TH2006  TAV2006 RedRoom  MoShow 10724712 $35000  $40810 BF27/2006
Thom John BfZ3/2006 TAJ2006  Aed Room Checked- 0w 13284312 £45452  $156D B2 2006
Jokeeson Dave B2WAE  T/A/2006  Blue Aoom Checked-0ut 8364712 7504 W00 BSET G
Srmith Bob BF2R/A006  TAJ2006  GeesnFoom  Checked 0w 82247312 £29258 000 BT DG
Sith FE.atie Bf2S/2006 BF2T/2006  Biown Room  ChechkedOuwt 14424312 $10000  $3452 BS27S 2006
Fhurey Tom B/2S/I006 BF27/I006  GeesnFoom  CheckedOut 8744712 292 $0.00 BS2T/2006
Clein Frank BN /006 BF24/2006 GeesnFoom Mo Show 11908312 $£35276 40,00 G274 2006

Smith Bob Ef21/2008  B24/2006  Blue Room CheckedOut 11484312 3858 000 BS27 2006 o

L >
29 Irnvoaces Portal status: & | Mot replcating | 4.3.4,17

2. Click the Add button 'qj-to display the Add Reservation window or select Commands >
Add > Reservation from the menu..
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€3 Add Reservation @@

1. Reservation Info Additional Information
Amival |[EA08/2006 | Depatwe | (EAI/2006 Cardirmation # Taken by
; o . 14264164
Mumber of Adulks Number of Chidren Status Gl
2. Primary Guegt Pending
Find Existing:  Last: Fust: o Source Reason fior stay
W
3. Select Items Custom 1 Custom 2
Expand bne items Show after tax paces P add -
Custom 3 Custam 4
Custom 5 Custom &
[] Atention [[] Curstorn
[] Custom [] Cuestom
Tatal Charges with Tax: $0.00 [] TauExempt  2uestnotes
4. Payments
(*) Aecord payments ) Hold credit cand & Add -
Intemal ztaff notes
Comespondence P Add
Total Papments: $0.00
Balance Due:  $0.00 Actions |+| | Emal -] [ Pint |+] [ Save || Cancel

3. Define the following information:

Arrival Date - click the down arrow to select a date from the calendar.

o Departure Date - click the down arrow to select a date from the calendar.

Primary Guest Name - begin typing the last name or first name to populate the name
fields with an existing customer. To add a new customer, click Create New to access the
Add Customer window.

Taken By - type the name of the person who took the reservation.

e Group Name - enter a name for the group if the reservation is part of a group
reservation. If a Group Name is entered, the Occupancy Map will display the name of
the group rather than the Primary Guest Name.

e Source - select the referral source from the drop-down list. If the referral source is not
on the list, click Source to set up a new referral source.

o Reason for Stay - select the reason for stay from the drop-down list. If the reason for
stay is not on the list, click Reason for Stay to set up a new reason.

o Custom Fields and Checkboxes - if you set up any user defined fields or checkboxes
make the appropriate selections for the reservation.

e Guest Notes - add any notes about the guest or reservation.

e Internal Staff Notes - add any notes for staff about the reservation.

Once the basic information for the reservation is entered you can do the following:
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Add a room - this is where you set the number of adults and number of children.

Add a package or an extra

Add a deposit, payment, or refund

Add correspondence
Print or email confirmations

To edit a reservation:

RezOvation GT Quick Start Guide

1. Highlight the reservation on the reservation window and click the Edit button @or right-

click and select Edit.

f.: RezOvation GT - Administrator

Fle Commends View Marketinglooks Reports Help
N s FIE S - 0 X amsn| Fodin
LastHame  First Name Brrval Departure Rooms Status Corifrmation & Pad Dus =
@ Jobwson Do 4205007 452007 Famndy Sute Confimed 32324712 $817.38 $0.00
o 4350007 Ehss Room Pending Ba3.52
b —= Dlsen Ashley 81372008 BN8/2006 Brown Room NoShow 16104312 $0.00 $30267
Sedes Flusty Tom /742006 81242006 R Ricson MoShow 11264312 $15000  $538.70
(%) Recent Clark Susie $/4/2006 BIES205 Ried Room MoShow 15884312 68900 2B
O Nt T andor Drety 4006 BErA00E Fardy Sute Mo Show 156647312 $530 52 0,00
Lockeed Clein Fiasit 8/4/2006 B/ES2006 Glean Room NoShow 15724312 3000 §292 75
() Confimed Johnson Dave 8/4/2006 BES2005 Brown Room NoShow 15624312 $0.00 $202.92
) At Smith F.alie &4 2006 BBF005 ke Rooen Mo Show 15526312 150,00 13200
Pesterz Jim F30/2006 /312006 Browsn Flioom Cancebed 18784712 $11.80 $0.00
) CheckedIn Thom Jube FA2A006 /372006 Gisens Room NoShow 18344712 000 $354.83
() Depaitwes Joa Powssl T 2372006 74204 2006 Eirowen Rioom Nio Show 15368312 000 $336.30
) No Shows Brock, Tim TNE2006 TN2006 Erowen Foom No Show maang £0.00 7%
T andor Doty THE2006 A9/ 2006 Red Rioom Mo Show TB06AT12 0,00 §3r2Te
O A1Sse: Frisnd Wichets 7372006 7182006 Farniy Suite MoShow 16324712 $0.00 $1271.10
() Custom Fiter Tapler Jm TR0 T8 Greer Rocen NoShow 11044312 $0.00 £251.1
Arvdetpon Jom T/82006 TA1/2006 ke Room No Show T0EDAT12 0000 336,72
Johnson Diarve 7472006 Trar006 Blhse: Flocem Cancebed  S84ATIZ $25000 0,00
Fhusty Tom e 2006 TA12006 3 Rooms: Mo Shaw 10584312 $200.00 $445.24
Meyer John Ti42006 TIES D06 Eirowen Room No Show T4E04T12 $100.00 §M52
Clen Fiark T 006 7582006 Red Room No Show 07262 $350.00 $408.10
Tham John 6/ 29/2006 T1.F2006 Red Rioom Checked- Dt 13284712 $404.92 41560
Johnzon Diarve 6/29/2006 T/5FE006 Bihse: Flocm Checked-Out B36ATIZ $72504 8000
Srrith Bob E/26/2006 7152006 Gisen Rocen Checkad Oul 8224312 $29298  $0.00
Smith F.atis: 6/25/2006 B2 2006 Eirowen Rioom Checked- O 14424712 $100.00 §M 52
Flury Tom B/25/2006 B/ET/2006 Gresen Foom Checked-Ou B74A312 $20232 $0.00
Claini Frank B/ 272006 G247 2006 Giresr Riocemn Mo Show 11904312 $33276 $0.00
Smith Bob 642172006 G247 206 Ehee Room Checked-Out 11434712 $338.58 $0.00 w
£ »
29 Irvouces Fortal status: 3 | Mot rephcating | 4.3.4.17 ¢
OR
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€2 RezOvation GT - Administrator |:_||_Q|E|
Fle Commands View Marketingtoos Reports Help
DEES% F- 55 2 X s —
Last Name First Name Amval Depatire Rooms Status Confrmation f  Pad Dus A
@ Jehoon Diava 427007 4/572007 Famiy St Confimed  3Z0ATI2 WIE 0w
RN eRiaily Elss Rocen LR LV
A —2 Dlsen Ashley | S AddReservation 3 Brown Floom NoShaw 16104712 3000 $30267
Seles Fhurry Tom & Add Retal S e Reed Room MoShow 11264312 $15000  §53870
(=} Recent Clak Susin B Fied Rioom MoShow  1588A712 $I6900 421632
O bt Taplot Db dl checkin 5 Farily Suite MoShow 15864712 $59052  $0.00
Gockimed Clein Faank 3 Giean Foon MoShow 15724912 3000 $29275
0 Conlrmed Johnson Dave e T % BrownRoom  MoShew 15624312 $0.00 sa0292
Y dicie Smith K.aie E— ¥ ihss Rocen MoShow 15524312 $15000  $13200
o . Pesters Jim 6 Brown Floom Cancebed 18784712 $E0 000
Chocked Thar John -1, [— . B fsisen Roen MoShow 18348712 000 35483
() Depatues Jos Powel | . 6 BownRoom  NoShow  1538A312 00 $3%D
O) o Shows Brack Tim = tnd ' s Brown Floom NoShow 18184712 30,00 LT
Tayloe Deb 7 B b Eeaud Boonn MoShow 1806412 000 ]
O 1S Frend Mchele [ 06 Fandy Suite NoShow 16924712 0e NI
 Custom Fiber Taplor Jim 5 fiteen Floom NoShow 11048312 $0.00 25171
Anderson Jos TR0 THAL2006 Ehse Room MoShow 10604312 2000 %72
Johnon Dave 7712006 71972006 Bhas Room Conceled 9844312 525000 5000
Flurry Tom T T 42005 % Rooms MoShow 10884712 $20000  $M5
Meyer John 7412006 7672006 Brown Floom MoShow  14E0ATIZ $I000 §3452
Elein Fuarik T8 008 Fied Rioam NoShow 10724312 $35000 440810
Tham Jobn B/29/2006 T 72006 Fied Fioom CheckedOul 13284312 842 41580
Johron Darve 62972006 7572006 Bhas Room CheckedOut 8964112 7504 8000
Smith Bob B/ 282005 772006 fiien Focen CheckedOut BZ24312 ©2R®w W
Smith Katie 6/25/2006 62742006 Erown Floom CheckedOul 14424712 $10000  $3452
Fhury Tom B/25/2006 B/27/2006 (i1 Fooen CheckedOut 8744312 ik ) $0.00
Clein Faank B/21/2006 B/24/2006 Gieen Roon MoShow 11304312 $3327 4000
Smith Bob B/21/2006 B/24/2006 Bhos Rioom CheckedOut 11434712 $3W5E 4000 =
< »
29 Irrvuices Portal status: 3 | Not rephcating | 4.3.4,17
p You can highlight the reservation and double-click the left mouse button to access

the Edit Reservation window, or you can highlight the reservation and select
Commands > Edit from the menu.

The Edit Reservation window will appear.
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€ Edit Reservation E”X!
1. Reservation Info Additional Infosmation
: - " | Confirmation # Taken by
Burrval | Depate | 4 -
: | |32188312 Administeator v
Mumber of Adults 2 Musnber of Children 0 Status ' Grm ;
2. Primary Guest |Nn Show |
Mame:  Smith, Bob [ seach || Edt | Souce ' Reason for stay
Address: 111 River Road Austin Texas 77777 | W w
Phore:  Wark 5551212 Guest notes
Email  bob@Ebob.com
3. Select tems
[¥] Expand ine items  [#] Show after tax prices &b add = # Edit 3€ Delete

Blue Room $216.60 Sat 034312007

Blue Room $158.46 Sun 0450172007

Blue Room $158.46 Mon 0450242007 Inkeiral slaff notes

Total Charges with Tax.  $533.52 [] TaxExempt

4. Payments

{(*) Recoid payments ()} Hold credit card gadd = i alate Comespondence P Add

Tatal Paymerts: $0.00

Balance Due: $533.52 Actions |*| [ Emal <] [ Pint |-] | Save || Concel |

2. From here you can do the following:

e Edit the primary guest by clicking the Edit button next to the guest's name.
¢ Change the primary guest by clicking the Search button. When you click the search
button you will also have the option of creating a new guest.

If you click the Search button, the guest info will disappear. To restore the guest
information either click the ESC key to return to the reservation list where you can
try to edit the reservation again, or type the name of the guest in the search box to
put the guest's name back on the reservation.

e You can expand items in the lodging and extras section to view more details such as
each night of stay.
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3. Select ltemsz

[] Expand line items Show after tax prices ap Add ~ o Edit 3£ Delete
Auztin $495.75 . 006 - 302008 Curtiz Daley

Lodding not expanded
Total Charges with Tax:  $498.75 [] TaxExempt

Click the Expand items box.

3. Select ltemsz
Expand line itemns Show after tax prices op add » o Edit 3£ Delete
$157 .50 Wed 030820068 Curkiz D .3|Ee_|r|

$157.50 Thul Cu aley

Auztin $183.75 Frn03A0/20068  Curtiz D -E||E=1,'

AN

Lodding expanded

Total Charges with Tax:  $498.75 [] Tax Exempt

You can also handle the following tasks:

Add a room

Add a package or an extra

Add a deposit, payment, or refund
Add correspondence

Check the guest in or out

Cancel the reservation

Delete the reservation

Change the rooms on the reservation
Change the dates for the reservation
Print or email reservations information
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@ Using the Occupancy Map

The occupancy map allows you to view your rooms and reservations (for up to two years in the
future) along with payment status, arrivals and departures. You can also add a reservation from
the occupancy map, move a reservation to a different room, and print the occupancy map.

To access the Occupancy Map:

View Reports  Help
R e “ j' ; @ =) ~<" | st By | Room Name w|| show [3 2| months from [Ju 2006 %] Show Today
July 2006
Rooms n
Sak Sun Mon Tiee Wed Thu Fri Sat Sun Mon Tue Wied Thu A
1 z 3 4 5 [} 7 8 10 11 12 13 1
Ak, O Children (3 Flurry Tom; 1. Anderson Joe; 1 Aduk, 0.
e Due & $200.00 Paid; . Lﬁm.mpua,- $396.72 Due
[ Meyer Johe; 1.,
B0 &5 $100.00 Paid;...
I Friend
Farmiy Suite f 50,00 M"‘"‘I
3 Flur (3 Taylor 1.
i & $20... Ifin.m pesls £5.
8 Clein Frank; 1 Adult, 0 Children 3 Flurry Tom; 1.
Rad Room B $350.mag§id; $408.10 Due £ $200.00 Paid; ..

>
Portal stabus: 3 Mok replicating | 4.3.4.17 ,;:I

About the Occupancy Map
You can select the number of months to display and the month on which to begin displaying.

For example, if you want to see four months of occupancy information beginning in May 2006
your selection at the top of the occupancy map will look like the following:

| Shiow months From r--1-E|_',I 2006

You can also click the Show Today button to set the view to begin at two days before today's
date.

L | [ Today ] I

You can sort by room name or by room abbreviation.
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R oom Mame b

Foom Abbr

The icons on the occupancy map indicate the following:

Reservation made

&) Guest checked in

4 Guest checked out
s No payment received
8 Deposit received

8 Paid in full

%] Double booking

& No show

If the cells in your Occupancy Map are not color coded to indicate payment status, you can
enable the display of payment status color bands from the Configuration window.

Use the horizontal scroll bar to navigate through dates.
To book aroom using the occupancy map:

1. Select a date or date range for a room by dragging the mouse over the appropriate date
boxes with the left mouse button depressed.

When you release the left mouse button, there will be a slight pause and then the Reservation
window for the particular room will appear.
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(j Reserve King Room, arrival 5/8/2006, 2 nights

RezOvation GT Quick Start Guide

1. Select Guests

#gadute il S| #Chiden

2 Select Rate

3. Adjust Rate
(%) Mo adjustment

) % Discount I:I
Ot [ |
) Flat rate per night |:|

) Overide each night manually

4 Select Room
[] Show Lodging Packages

| Rack, w | [\when you change this selection, the rates and adjustmentz below will be recalculated]

May 2006
R
ooms — —
g 9
King oo $110.00 $110.00
Queen Room $90.00  $90.00

Total: $220.00 ([$220.00 + $0.00 taxes)

To azzigh guests by name, click here.

B ook l [ Cancel

2. Add a guest as follows:

Select the guests for the room. You can add a guest now, or you can add a guest after you book
the room. (When you click Book, the Add Reservation window will appear - you can add a guest

from there). If you decide to add a guest now:

a. Click click here in the Select Guests section of the window to add a guest.
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30

€7 Reserve King Room, arrival 5/8/2006, 2 nights ? x|
1. Select Guests
faduks 1 5 # Children To azsign guests by name, click here.
2. Select Rate
| Rack W | [hen you change thiz selection, the rates and adjustments below will be recalculated)
3. Adjust R ate

(#) Mo adjustment

() % Discount I:I
Osowan [
) Flat rate per night I:I

) Overide each night marnually

4. Select Room
[] Show Lodging Packages

May 2006
Roaoms e -
g g
King Roarm $110.00 $110.00
Queen Room $90.00  $90.00
Total: $220.00 [$220.00 + $0.00 taxes] o] [ o ]

The Select Guests section of the window will change as indicated below.
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€ Reserve King Room, arrival 5/8/2006, 2 nights
1. Select Guests
#adut: (15

)
X

ff Children (0 %

Double click here.

Toremove guest names, click here.

2. Select Rate

| Rack W | ["When you change thiz selection, the rates and adjustments below will be recalculated)

3. Adjust Rate
(% Mo adjustment

) % Dizcount
() % Discount

) Flat rate per night

11

() Oweride each night manually

4 Select Room
[] Show Lodging Packages

May 2006
Rooms Mo e
8 9
King Room $110.00 $110.00
Queen Room $90.00 490,00
Total: $220.00 [$220.00 + $0.00 taxes] oo ] [ o

b. Double click in the guests box to display the Assign Guest window.
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& Assign Guest

PIX

Find Existing:  Last: | First: |

| or | Create Mew

H Cancel ]

c. Begin typing in either the last name or first name field to bring up a list of guests

beginning with that letter.

d. Click the guest name to select it.

The guest's information will appear.

& Assign Guest

M arne: Curtiz Daley Search ] [ Edit
Addrezs: 2942 %W Levingwood Rd. Lake Charles L& 70511

Phone:

E rail: Sander kdpep@paboo. com

Compaty:

3

l [ Caticel

e. Click OK to accept the guest or Edit to edit the guest's information.
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When you click OK, you will return to the Reservation window and the guest's name will appear

in the Select Guest section of the window.

€) Reserve King Room,, arrival 5/8/2006, 2 nights

1. Select Guests

#aduk: 1 5 # Children (0 %

AN

Toremove guest names, click here.

2. Select Rate

Rack | [When pou change thiz zelection, the rates and adjuztments below will be recalculated)

3. Adjust Rate

(® Mo adjustment

) % Discount

) % Dizcount

) Flat rate per night

() Overide each night manually

4. Select Room
[] Show Lodging Packages

May 2006
Rooms Mon —
5 9
King Roarm $110.00 110,00
Cueen Room $90.00  $90.00
Total: $220.00 ($220.00 + $0.00 taxes] oo [ oo

3. Complete the rest of the information for the reservation as follows:
e Select the number of adults and number of children.
o Select the rate at which to book the room from the rate drop-down list.
e Adjust the rate if necessary.
o % discount - apply a discount percentage
o $discount - apply a dollar amount discount

o Flat rate per night - change the rate to a certain amount per night (not enabled for

packages)

o Override each night manually - displays a grid where you can enter a different rate

for each night of stay (not enabled for packages)

e You can also click Show Lodging Packages to view available lodging packages for the

date(s).
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€ Reserve King Room, arrival 5/8/2006, 2 nights

1. Select Guests

faduk: 1 5 ff Children (0 %

Toremove guest names, click here.

2. Select Rate

| Rack W | ["When you change thiz selection, the rates and adjustrents below will be recalculated)

3. Adjust Rate
(% Mo adjustment

) % Dizcount
() % Discount

() Flat rate per night

11

() Oweride each night manually

4, Select Boom
Show Lodging Packages

May 2006 A
L Man Tue Uze zcrall bar to viewr all avvailable
i 9 packages. —_—
King Room $110,00 $110.00
FRay Wiend $375.00
e e s £475.00 b
Total: $220.00 [$220.00 + $0.00 taves) Book | [ Cancel

4. Click Book to book the room.

The Add Reservation window will appear where you can add additional information about the
reservation.

To change rooms using the occupancy map:

Click the reservation and drag it to the new room.
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€ RezOvation GT - Administrator E| |§”E|
File Reports  Help
,;q i =k @\ﬁa “ | sort By [ Room Name || show [3 (| morths from (12006 %| Show Today
July 2006
Riooms n
Sak Sun Mon Tiez Wed Thu Fri Salt Sun Man Tue Wed Thu H
2 5 12 13 1
Blue Room
Brovemn Room
Family Suibe
P (#iTavlor Jm; 1.
Graen Room _ & $20... Lrin.uu Pﬂ; Lo
[ Clein Frank; 1 Adult, 0 Children I F Tofm; 1.
Red Room | ] ﬁn.m%ﬁ'd; $408.10 Dus ) Hm?ad,

>
Portal status: % 1Mot replicating | 4.3.4.17

Reservation dates cannot be changed when changing rooms. You can change
rooms via the occupancy map only when keeping the same dates.

To print the Occupancy Map:

1. Click the Print icon.
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€3 RezOvation GT - Administrator Elrilgl
Reports  Help
] @xﬂ “ | sort By [ Room Name v || show [3 [ |months from (12006 || Show Today
July 2006
Riooms n
Sak Sun Mon Tiez Wed Thu Fri Sat Sun Man Tue Wed Thu
1 2 3 4 5 [} 7 8 9 i1 12 13
fdulk, 0 Children 38 Flurry Tom; 1...
- DA 00 Due £ §200.00 Paid;..
(3 Meyer John; 1.,
SR & $100,00 Paid;_..
; Friend Mic
Family Suite Tg}.m Paid;
% Flur .. Tarylor 1.
Green Room o R
(@8 Clein Frank; 1 Adult, 0 Children (38 Flurry Tom; 1...
Red Room 3] $350.ma;d2id; $g'£": 10 Due &5 §200.00 Paid;

*
Portal status: 3 Mot replicating | 4.3.4.17 .-

The following window will appear.

€J Print Occupancy Map

27X

1. Date Range

From |9/24/2006  » | thiough |10/24/2006 &

2. Ophionz
(%) Display Foom Abbreviation ) Display Foom Mame
Print Payment Status Colors Show Detal

[ Pririt H Cancel ]

2. Select the date range to print, and select any options.

A copy of the occupancy map will generate in Excel. If you do not have Excel, it will generate an
HTML page and display in your web browser.
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E3 Microsoft Excel - tmp2D.tmp.him !'_ ||EI[X |
] ple Edt Vew Inset Fgmat JTook Data | Window | belp v o B X
Dot SRY L B@AR-< - - @ z-31% inHroow -0,
& Snaglt |2 Window = e
Al - & Occupancy for July 1 - July 31

A B|C | D| E | E [ £} | H | | J [ [ L)
1 |Occupanay for July 1 - July 31 |
2
g by 200
' Sat | Sun [ won Tue Wiad Thu Fri Sat Sun Mon | Tue|w,
5 12| 3 4 5 6 7 [] g 10 1|1
3 Johnson Dave B
7 BlusRoom |1 Adut, 0 Children
8 | $725.04 Paid; $0.00 Due
] [mever dohn Flurry Tom B
10 |Brown Room 1 Acdt, 0 Chidren 1 Adult, 0 Childiren
1| $100.00 Pait; $34 52 Due |$200.00 Paid, $445 24 Due
12
13 Famiy Sute
14 | |
15 | Flurry Tam
16 | Green Room 1 Adut, 0 Children
17 §200.00 Paic;, §445.24 Due
18 Clein Frank Flurry Tom B
19 Red Room 1 Ackdt, 0 Children 1 Achit, 0 Children L
20/ $350.00 Pait; $408 10 Due $200.00 Paid; $445.24 Due
A4 r
M 4 v W) DOccupancy Map / 1K1} | vl
Ready 4
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@ The Customer List

The customer list allows you to track inquiries, new and repeat guests, and contacts. You can
filter the list to help you in your marketing efforts or to generate lists of customers that meet
certain criteria. You can also add, delete, and edit customer records from the customer list as
well as add reservations.

To access the customer list window:

Click the Show Customers icon gor select View > Customers from the main menu to
display the Customer List.

£ RezOvation GT - Administrator

Ha Commands  Wiew  Marketingtools Reports  Help
g e’ 1 ﬁ j @ €@ v v S Quicksearch: | Firid Mows
) o il Compary Type  pok Home Emad City, State, Zip Created

Anderson  Joe Mew 551212 5551212 joeEae. com Allanta, Georga 46545 B/27/2006
Bodee Frank gty B/2772005

cug|mg Brook Tim Mew S55-505-BE54 tim{Slim com Tampa, Flonda 45454  B/28/2008

@ Al Customers Clark, Susie Mew E555E55.1269 susie(@susiecom  Green Bay, Wisconsi., B/27/2008
Clein Frank Repeat  555-6641 5556699 Franki@frank.com  ‘Winter Paik, Coloeado  6/27/2006

O Inquiries Flury Tom Fepeat 5557412 fhator(@tom com  Sienna. Colorada 6/27/2006

) Mew Guests Friend Michele Mew 5556550000 B55-555-8294  michele@emailc.. Palmed, Alasks 30303 6/27/2006

O Repest Gussts Jos Powel Mew 555=4378 pe@powelcom  Tuscon, Atizona B/2T/ 2006
Johnson Dave Repeat B5-4565 5556549 dave@daveicom  Dalas, Texas B2T/ 2008

O Business Guesls | Meyer Jobn Mew 5551234 5554321 meyei@meyer.com  Denver, Colorado 80, 6/27/2006

) Custom Fites Olzen Ashlay Mew BEREE5-8987  achley@ashiey.c... Shelbyvibe, llincis 48, B/27/2008
Peeters Jimn Inquiny SanAnlonio, Texas ...  B/27/2008
Srith Bob Repeat 551212 bobd@bob.com Bustin, Texas 77777 B/27/72006
Smith K.atie Repeat 555-8899 katiezmith@emal . Seattle, Washington  B/27/2006
Toador Deb Repeat 5550101 deb@thelaors.c...  Tapor, Texas 7B000  B/27/2006
T aybor Jim Mew 5557613 baylortjm. com Houston, Texas 6./27/2006
Theen Jokn Repeaat thom@thorcom  Ashland, Wisconsin,..  B/27/2006
< »

17 Customers Portal status: 3 | Mot replicating | 4.3.4.17

Using Quick Search
To quickly find a record use the Quick Search feature located at the top of the window.
Find o

Quuick Search [

You can search for values in the following fields:

Last Name
First Name
Company
Guest Type
Home Phone
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Email
City
State
Zip

Type any portions of the information you are looking for and click Find Now. The list will show
only those records that match the criteria you entered.

Viewing Customers with Filters

You can view customers according to preset criteria called filters. For example: to view
customers that have stayed on your property more than once, select the radio button next to
Repeat Guests.

You can also set up your own criteria for viewing guests by using a custom filter. Perhaps you
want to view all guests from a particular state. Select the radio button next to Custom Filter to
display the custom filter at the bottom of the window.

€3 RezOvation GT - Administrator

File Commands View  Marketingtools Reports Help

Iﬁlqﬁi—_,:}{u j '& g v 5 | Quicksearch: Fird Recws
Last First Work Home )

@ RE i Compary  Type Sl o Emai City, State, Zip Created

Customers

() All Customers

O Inquities

() Mew Guests

) Repeat Gueds

() Business Guests

() Custom Fites
4 *
M ame | |lzEqual To ~ | First Last
Orther Mames —
Company N ame [ Add Criteria ] [ Resat I [ Apply ]
Streel

0 Customers Ciky Portal status: 3 | Mot replicating | 4.3.4.17
Th aba

The left side drop-down box contains a list of fields for which you can set criteria. The middle
drop-down box will automatically list the relevant choices for operators. The right side box is
where you set the value.

For example, to select all customers from Texas, select State from the left drop down list, "Is

Equal To" from the middle drop-down list and type "Texas" in the right box. Click Apply and the
list will show only those customers from Texas.
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File Commands View  Marketingtools Reports  Help

RezOvation GT Quick Start Guide

9 (=13

Only Customers in

:;JFL:-.I (oL AE A j @ g ~ = v > | Quicksearch: | | Find Mowe Texas are listed
Last First Wk Home: -
/' \ R e Compary  Type o o Emai Ciy State, ZZ~  Created
Johnzon Dave Repeat 55-4565 5556549 dave@daveicom  Dalas, Texas B2 2008
= Peeters  Jim Inquiy SanAntonio, Tewas .. 6/27/2006
Customers Srrith Bob Repeat 5551212 bob@bobicom  Austin, Texas 77777 6/27/2006
. i Tt Deb Rrepes: 5550101 debi@thetabors.c.. Taplor, Texas 78000 6/27/2006
Tawlor Jim MNew 555-7613 taylonEprn. com Houston, Texas B/27/2008
O Inquilies
) Mew Guests
) Repeat Gueds
) Business Guests
(&) Custom Fites
< | y
[ State v..rseq.ul'I'u w | Texas l
[ Addciteria | [ Reset | [ Apply |
5 Customers Portal status: 3 | Mot replicating | 4.3.4.17

If you want to add more criteria (perhaps customers in Texas AND having a particular interest),
click Add Criteria and the bottom part of the window will display your choice and allow you to
add more criteria.

If you add more criteria, you can select AND or OR. Use AND if you want your customer records
to match all of the criteria, use OR if the customer record just needs to match any one of the
criteria. To delete a criterion, click the X next to it. To clear and start over, click Reset. To use

the criteria to display matching records, click Apply.
From here you can do the following:
Add or edit customers

Add an occasion, interest, or correspondence to a customer record
Add a reservation or a retail sale to a customer

41



RezOvation GT Quick Start Guide

42



RezOvation GT Quick Start Guide

@ Creating and Editing Customer Records

The task of adding and editing customers begins at the Customer List.

£ RezOvation GT - Administrator

Ha Commands  Wiew  Marketingtools Reports  Help
g e’ 1 ﬁ j _@. €@ v v S Quicksearch: | Firid Mows
) o il Compary Type  pok Home Emad City, State, Zip Created

Anderson  Joe Mew 551212 5551212 joeiEoe com Allanta, Georgia 46545 B/27/2006
Bodee Frank gty B/2772005

cug|mg Brook Tim Mew S55-505-BE54 tim{Slim com Tampa, Flonda 45454  B/28/2008

@ Al Customers Clark, Susie Mew E555E55.1269 susie(@susiecom  Green Bay, Wisconsi., B/27/2008
Clein Frank Repeat  555-6641 5556699 Franki@frank.com  ‘Winter Paik, Coloeado  6/27/2006

O Inquiries Flury Tom Fepeat 5557412 fhator(@tom com  Sienna. Colorada 6/27/2006

) Mew Guests Friend Michede MNew 555-505-0000 S55-E55-8294  michele®@emailc.. Palmer, Alaska 30303 /2772008

O Repest Gussts Jos Powel Mew 555=4378 pe@powelcom  Tuscon, Atizona B/2T/ 2006
Johnson Dave Repeat B5-4565 5556549 dave@daveicom  Dalas, Texas B2T/ 2008

O Business Guesls | Meyer Jobn Mew 5551234 5554321 meyei@meyer.com  Denver, Colorado 80, 6/27/2006

) Custom Fites Olzen Ashlay Mew BEREE5-8987  achley@ashiey.c... Shelbyvibe, llincis 48, B/27/2008
Peeters Jimn Inquiny SanAnlonio, Texas ...  B/27/2008
Srith Bob Repeat 551212 bobd@bob.com Bustin, Texas 77777 B/27/72006
Smith K.atie Repeat 555-8899 katiezmith@emal . Seattle, Washington  B/27/2006
Toador Deb Repeat 5550101 deb@thelaors.c...  Tapor, Texas 7B000  B/27/2006
T aybor Jim Mew 5557613 baylortjm. com Houston, Texas 6./27/2006
Theen Jokn Repeaat thom@thorcom  Ashland, Wisconsin,..  B/27/2006
< »

17 Customers Portal status: 3 | Mot replicating | 4.3.4.17

To add a customer:

1. Click the Add button Lj-or select Commands > Add from the menu to display the Add
Customer window
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€2} Add Customer

Contact Information Additional Information
B Last | Dccasions & Add
Other Mames Company
Addresz 1 Address 2
City _ State | v Zp Usa w
Wtk | Home | Maobde |
Emal 1 | Emal2 Interests # ERt
Source | ~| [ Include in marketing kst?
Holes .
Purchase H ishory
<P Add Reservation oP Add Retsl Sale Conespondence o Add
Created Aurival Total Details Date Type Details
Created 4/1/2007 | Emad [~|| Pist |v] [ Save || Cancel

2.

Add contact information.

The first drop-down box allows you to select an honorific (Mr., Mrs., Ms., Dr., Rev., Mr. &
Mrs., or Dr. & Mrs.). The rest of the contact information section is self explanatory with the
following notes: You can add a referral source on the fly if the source is not listed in the
drop-down list, check a box to include the customer in your marketing list, and type a note
about the customer. If you check the "include in marketing list" checkbox, then your
customer will be included in generated marketing lists. If you type the zip code, the city and
state will populate for you.

Once the contact information is defined, you can do the following from this window:

Add reservations - Click Add Reservation
Add retail sales - Click Add Retail Sale
Add occasions - Click Add

Add interests - Click Add

Add correspondence - Click Add

You can also print and email customers information or import a customer list.

To edit a customer:

44



RezOvation GT Quick Start Guide

1. Double-click the customer's name or select the customer's name and click the Edit button

7

2. Change the information on the Edit Customer window.
3. Click OK.
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@ Document and Report Template Overview

In RezOvation GT, reports and documents are based on templates. A template determines the
basic structure for a document and contains document settings such as fonts, page layout,
special formatting, and fields. All templates are designed in Word using tables and field codes.
Codes are used to pull data into the report or document such as invoice numbers, amounts due,
names, etc.

Editing templates involves checking them out of RezOvation GT, editing them in Word, and
checking them back in to RezOvation GT.

To access templates:

1. Click the Manage Templates icon ““*lor select View > Manage Templates from the main
menu to display the Templates List.

€ Rez0vation GT - Administrator

File — Commands  Yiew Reports  Help
NAESY - X
Report Templates Reservation Document Templates
Houzekeepmng Blank E mail
Reservalions Cancellalion leites
Decupancy Corfirmation lsiter
Payments Folio
Gift Cetibc ates Gift Cestificste
Revenue Mi bed
Taves Registiation car
5HI'I'I ﬁrk'
Booking Engine Document Templates Customer Document Templates
Confirmation Emadl Blank E mail
lirveraiy E mail Customer Details
Forgot Password E mail Erwvelope
Mi tet
Porkal status: 3 | Mot replicating | 4.3.4.107

2. Click the report template or the document template to edit to display the Manage Templates
window.
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& Manage Templates for Housekeeping

3.
4.

48

()
X

1. Click "Duplicate” to create a copy of the default template.

2. Click "Check out™ to zave the template to pour hard drive.

3. Browsze to the location where vou saved the template and open it in Microsaoft Word.

4. Edit the template, and then zave your changes and cloze Woaord.

A. Click "Check in™ ta load the cuztomized template.

B, If you wizh to zet the customized template az the default, select the template and click “Set as default”.

Houzekeeping report |

Check Out CheckIn  Set As Default  Duplicate

Mame

Wiew Template Codes

Cloze

Templates are locked and cannot be deleted or edited directly. This ensures the
original template will always remain as a fixed example on which to base other
templates. You can customize a template by copying it and editing the copy. You
can have several customized copies.

Click Duplicate to make a duplicate of the template.
Type a name for the duplicate when prompted.
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&) Manage Templates for Housekeeping

1. Click "Duplicate” to create a copy of the default template.

2. Click "Check out™ to zave the template to pour hard drive.

3. Browsze to the location where vou saved the template and open it in Microsaoft Word.

4. Edit the template, and then zave your changes and cloze Woaord.

A. Click "Check in™ ta load the cuztomized template.

B, If you wizh to zet the customized template az the default, select the template and click “Set as default”.

Houzekeeping report

Check Out  CheckIn  Set As Default Duplicate 3£ Delete

M ame
D) Standard Default

Wiew Template Codes

Cloze

Note that the copy is not locked and you can now edit it, delete it, or duplicate it. To edit a
template, you follow the process of checking the file out, editing it, then checking it back in so
the program can use it. This ensures proper version control.

5. Click Check out to edit the template. You will be prompted for a location in which to save
the file (similar to what you would see if you Save As in Word).

6. Open Word to edit the file.

7. Save the file in Word.

8. Click Check in to use the edited file in RezOvation GT.

4 To use the edited template, rather than the standard template for the report or
document, select the edited copy and click Set as default.

If you want to add types of data to the template or change the types of data, you can add or

change template codes. Each template has a set of valid template codes that can be viewed by

clicking View Template Codes.
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& Manage Templates for Housekeeping E'E'

1. Click "Duplicate” to create a copy of the default template.

2. Click "Check out™ to zave the template to pour hard drive.

3. Browsze to the location where vou saved the template and open it in Microsaoft Word.

4. Edit the template, and then zave your changes and cloze Woaord.

A. Click "Check in™ ta load the cuztomized template.

B, If you wizh to zet the customized template az the default, select the template and click “Set as default”.

Houzekeeping report

Check Out  CheckIn  Set As Default Duplicate 3£ Delete

Mame
) Standard Drefault

Copy of Standard

Wiew Template Codes

Cloze

Information about the codes relevant for a specific template is provided in the Working with
Reports and Working with Documents sections.
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@ Glossary

Accrual Basis:

Add-on Package:

Adjusted Rate:

Arrival:

Base Capacity:
Base Rate:

Blackout:

Cash Basis:

Effective Rate:

Floating:

Lodging Package:

Max Capacity:

A

Accrual basis accounting recognizes the receipt of cash when it is
earned rather than when it is actually received. Expenses related
to the revenue are matched during the same accounting period.

A package that does not include lodging charges and does not
adjust the rate.

A base rate that has been modified, for example, a seasonal rate
or a rate override.

An arrival minimum stay stipulates that the guest must stay on the
arrival day plus a certain number of days after the arrival day.

B

The number of persons who can stay in a room at the room rate.

The rate set for a particular room within a room type. The base
rate is the rate normally charged for a room without any
adjustment (a seasonal rate adjustment for example).

A blackout makes a rate unavailable for a specified rate type.

C

Cash basis accounting recognizes revenue when the cash is
received, and expenses when the cash is disbursed.

E

Base rate adjusted for specific dates = effective rate.

F

A floating minimum stay stipulates that the guest must stay a
certain number of days and the arrival date must be one of those
days, but not necessarily the first day.

L

A package that includes lodging charges and adjusts the rate.

M

The total number of persons who can stay in a room - extra per
person charges may or may not apply.
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Out of Service:

Per Day:

Per Reservation:

Per Room per Day:

Per Room per Reservation:

Room Rate:

Room Type:

Room Type Name:

Routing Number:

Secure SSL:

Sub-accounts:

52

O

Out of service makes a room unavailable at any rate. You can
only make a room out of service from the occupancy map.

P

Any fee or tax charged to the guest per day that is not associated
with a room.

Any fee or tax charged to the guest that is not associated with the
room, but is for the duration of the reservation (a 5-day reservation
would incur this type of charge once for the entire reservation).

Any fee or tax charged to the guest per day that is associated with
a room.

Any fee or tax charged to the guest that is for the duration of the
reservation and is associated with a room.

R

The rate at which a room is charged per day. The rate can be a
base rate or a rate that has been adjusted seasonally.

If room types are used, the name of a type of room that
encompasses several similar rooms. For example, a king room
type may be assigned to all rooms with a king sized bed.

The name of the type of room. This is not the name of an
individual room, but the name for a type of room to which
individual rooms will belong; for example, "King."

A nine-digit identification number assigned to financial institutions
and usually located on the bottom left of a check.

S

Protocol developed for transmitting private documents via the
Internet. SSL uses a cryptographic system that uses two keys to
encrypt data - a public key known to everyone and a private or
secret key known only to the recipient of the message. Many web
sites use the protocol to obtain confidential user information, such
as credit card numbers.

Sub-accounts are a way, in QuickBooks, to divide an account to
provide more detail. For example, if you have a credit card
account, you could create sub-accounts under the credit card
account for Visa, Amex, MasterCard, etc. to track the credit card
account by type of credit card used.
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@ Index

add a customer

add a guest

Add correspondence
Add interests

Add occasions

Add reservations
Add retail sales
adjust the rate
amenities

base rate
blackout dates

Check in
Check out
criteria

default
documents

edit a customer
edit reservation
effective rate

filters

icons
individual room
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33
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16

49
49
19, 40

49
47

44
23
14

18, 40

28
3,5,6,7,9,52

M

minimum stay 13

move a reservation 27
0]

occupancy map 27
P

payment status color bands 28

print 27,35, 36,44

Quick Search 17,19, 39
R

Rate Matrix 14

rate types 14

rates 3,4,5,6,7,9,10,11, 12,13, 14, 16

reports 47

reservation 21

reservations 17

right-click options 19

room and rate management 5

room types 5,9,12,52

rooms 9
S

show lodging packages 33

Show Today button 27
T

templates 47
W

Word 47
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