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ABOUT THIS GUIDE

This Installation & QuickStart Guide is provided to reduce the amount of time required to download, install,
and configure RezOvation Desktop. After completing the steps listed below, you will be ready to make
reservations in RezOvation Desktop.

The following list summarizes the steps outlined in this guide.
Downloading and Installing RezOvation Desktop
Launching RezOvation Desktop
Completing the Configuration Window
Defining Taxes
Defining Rates
Defining Unit Groups, Amenities, & Units
Creating Letters
Completing Optional Configuration Steps
a. Point of Sale Items
b. Packages
c. Defining a Deposit Policy
9. Tips & Troubleshooting

NGO~ WNE

CONTACT US

RezOvation Desktop Help Desk:
(512) 322-2777
Support Hours: 8:00AM to 5:00PM, Monday through Friday, CST.

1. DOWNLOADING & INSTALLING REZOVATION DESKTOP

Click the following link for downloading a copy of RezOvation Desktop.
http://www.rezovation.com/downloads/RezOvationDemo.exe

1. After clicking the above link, save the file, RezOvationDemo.exe, to a location on your computer.
Once the file is downloaded, click Start > Run and browse to the location where you saved the
downloaded file. Click the OK button. In the example below, the file was saved to the C:Temp
folder.

IE Programs 3
" = Type the name of a program, Folder, document, or
_;‘. Diocuments 4 B Internet resource, and \Windows will open it For vou,
_, Settings ¥ Qpen: | Ciitempi\RezdvationDemo, exe £ |
j‘_‘l search ’ Cancel ] [ Browse... ]
Help and Support

L_] Log OFF mkleiny. ..

O Turn OFF Computer...

RezOvation www.rezovation.com Page #3
700 Brazos Street, Suite B-700 support@rezovation.com 512-322-2777
Austin, Texas 78701 Last Update: 6/13/2005



http://www.rezovation.com/downloads/RezOvationDemo.exe

RezOvation, LLC Installing & Configuring RezOvation Desktop

2. Atthe RezOvation Demo screen, click the Continue button.

(s ul

*  RezOwvation Demo &l

Click Conkinue to extract and install the

o Welcame to the RezCrvation Download Demo.
RezOwation program.

Continue | Exit |

3. Next, click the Agree button to accept the Licensing Agreement.

=

Nl

* RezOwation Demo §|
DEMO DOWMNLOAD: License is granted ko Demo Download one demo copy of the software For use by ~
prospective user only and only for test demonstration purposes. Mo othet use is autharized, Mo use may be

made of such demo For personal or commercial use or For any okher purpose without the purchase of a license
fram RezOwation, LLC,  EMND-USER LICEMSE AGREEMENT FOR REZOVATION SOFTWARE IMPORTAMT-READ
CAREFULLY; This End-User license Agreement (EULA) is a legal agreement between you (either an individual
ar a single entity) and RezCwvation, LLC For the use of ane ar mare REZOYATION software products
designated below, which include computer software and any associated media and printed materials, and may
include anline or electronic documentation (SOFTWARE), Bv instaling, copying, or otherwise using the
SOFTWARE, wou agree to be bound by the terms of this EULA. IF wou do not agree to the kerms of this
EULA, promptly return the unused SOFTWARE ko the place From which vou obtained it For a full refund within
thirky days counted Fram the date of purchase, SOFTWARE License The SOFTWARE is pratected by
copyright laws and international copyright kreaties, as well as by other intellectual property laws and kreaties,
The SOFTWARE is licensed to vou, naot sold, REZCOYATION ar its suppliers own the title, copwright, and other
inkellectual property rights in the SOFTWARE, 1. GRAMT OF LICEMSE. This EULA grants vou the Following

b

4. After accepting the Licensing Agreement, specify a folder where the RezOvation install files will be
extracted (copied) to and click the OK button. In the example below, the RezOvation install files
are being extracted to a folder labeled C:\Temp\Rezovation.

=
d

* RezOvation Demo le
Confirm the folder where the setup files should be
extracted...
| i\ TempiRezovation J

5. If the folder specified in step #4 does NOT exist, it will be created by clicking the Yes button at the
following prompt.

. Rez0vation Demo &l

Falder 'Ci\TempiR.ezovation' does not exist, Do
wou wank to create it?
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6. Install files are then extracted to the specified folder.

x]

*  RezOwation Demo

Unzipping file:
C:h\TempiRezovation\RezCvals, CAB (76%:)
=

Overall progress:
ANNENERENENNNENENENN

7. Once all files are extracted, a message is displayed confirming that the process of extracting the
install files to the specified folder was successful. Click the OK button.

Rez0vation Demo

i ; all files were succesfully unzipped.,

o)

8. Click Start > Run and then click the Browse button to locate the Setup.exe file unzipped in step #7.
In this example, the install files, including setup.exe, were extracted to the C:\Temp\Rezovation
folder. Highlight setup.exe and click the Open button.

Browse @
Look in: | () Riezovation v O m-
= Type the name of a program, Folder, document, or
H Internet resource, and Windows will open it For you. 5 .
open: | v My Recent
Documents
G
<
- e Desktap
Wy Documents
My Computer
-Q Filz name |setup.ere v € o )
My Network | Files of type: | Programs v/ [ concel |

Click OK to launch the RezOvation Desktop Setup Program.

_ Type the name of a program, folder, document, or
= Internet resource, and Windows will open it For wau,

Qpen: | CikempiRezovationisetup.exe i |

[ Cancel H Browse, .. l
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9. After launching the Setup Program, files are copied.

Copying Files, please stand by,
FProcessing ATSSecurePost.dll (21 of 30)

10. If the Setup Program determines that certain Windows operating system files are out of date, the
following message is displayed. If this message is displayed, click OK to continue.

Setup cannot continue because some system Files are out of date on your system, Click OF if you would like setup to
update these Files For vou now, You will need to restart Windows before you can run setup again, Click cancel to exit

setup without updating swsten Files.,
Cancel

N

11. Once the required files are copied, the Setup Program prompts for restarting Windows. Save your
work in any open applications and click Yes to continue. Your computer will be automatically
restarted.

' Do you wank to restart Windows now?  IF vou choose 'Mo', you will not be able to run setup again unkil after the
LI

syskem is rebooted at a later time,

12. After completing the reboot, click Start > Run to launch the RezOvation Setup program. Windows
normally remembers the last command run from the Start menu. However, you may have to
browse to the Setup.exe file using the steps outlined in #8 above.

_ Type the name of a program, Folder, document, or
E Intermet resource, and Windows wil open it For you.

(i ikemp Rezovationsetup, exe v |

[ [o]'4 ] [ Cancel ] [ Browse. .. ]
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13. Atthe Welcome screen, click the OK button.

*= RezOvation Setup by RezOvation, LLC

@ ‘ielcome to the RezCrvation installation program.
g

Setup cannot install syskem files or update shared files if they are in
use, Before proceeding, we recommend that vou close any applications
wou may be running,

Exit Sefup

14. Click the RezOvation logo button to begin the installation to the specified folder, C:\Program
Files\RezOvation in this example. If necessary, the destination install folder can be changed by
clicking the “Change Directory” button and browsing to a new location.

< Rez0wvation Setup by RezOvation, LLC

Begin the installation by clicking the button below.

Click this button to install Rezdwvation Deskiop 2004 software to the
specified destination directory,

Directory:
Z:'Program Files\RezCryation!, Change Direckory
Exit Setup
RezOvation www.rezovation.com Page #7
700 Brazos Street, Suite B-700 support@rezovation.com 512-322-2777

Austin, Texas 78701 Last Update: 6/13/2005



RezOvation

,LLC

Installing & Configuring RezOvation Desktop

15. After reading the RezOvation End User License Agreement, click the “I Accept” button.

End User, License Agreement

RezOvation End User License Agreement

END USER LICEMSE AGREEMENT
Thizs License Agreement iz your proof of licenze. Flease treat it az waluable property.

EMD-USER LICEMSE AGREEMENT FOR REZOVATIOM SOFTWARE

IMPORTAMT-READ CAREFULLY: This End-User licenze Agreement ["EULA' iz 2 legal agreement betwesn you
[either an individual or a zingle entity] and REZOWATION for the uge of one or more REZOWATION software
products

dezsignated below, which include computer zoftware and any associated media and printed materials, and may
include "onling' or electronic documentation ["SOFTWARE'). By installing, copying, or otherwise using the
SOFTwWARE. vou agree to be bound by the terms of thiz ELLA, 1f wou do not agree to the terme of this ELILA,
promptly return the unuzed SOFTWARE to the place from which yvou obtained it for a full refund within thirty daps
counted fran the date of purchase.

SOFTWARE LICENSE

The SOFTWARE iz protected by copyright laws and international copyright treaties, as well az by ather intellectual
property laws and treaties. The SOFTWARE iz licensed ta pou, not sold. REZOVATION ar its suppliers o the title,
copyright, and other intellectual property rights in the SOFTWARE.

1. GRAMT OF LICEMSE. This EULA grants wou the following limited, non-excluzive ights provided pou comply with
all termz and conditionz of this ELLA:

SOFTWARE. You may ingtall and use a single copy of the enclozed SOFTWARE on a single terminal connected
to a zingle computer, You may not netvork, the SOFTWARE or othenwize uge it on more than one computer
terminal at the zame time without a valid license for each copy installed. vou may not uge more than one instance
of the software on a single maching withaut a valid licenze for each instance.

P Thccept Y| | Decline

16. For new installations, select the radio button for “Install Data File” and click the Continue button.
The second option, “Do Not Install Data File,” is only used for properties updating or maintaining
their RezOvation Desktop installation.

Install Data File §|

{+ Irstall Data File Required for first time installation. Wil ovenarite existing
data file if product iz already installzd.

~ DoMot Instal Data File  Does not install data file. Used only for & reinstall or a
product update.

RezOvation
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17. Specify a Windows Program Group. The default Program Group is RezOvation. Click the
Continue button.

s= RezOvation Desktop 2004 - Choose Program Group rz|

Setup will add items ta the group shown in
the Program Group box, You can enter a
new group name ar select ane Fram the
Existing Groups lisk,

Program Group:

Exisking Groups:

Accessaties
Lavasoft Ad-aware &
akion
Startup
TurbaTax IksDeductible Express
Winih
WinRAR

Cancel

18. The installation program begins copying files to the specified RezOvation folder.

£= RezOvation Desktop 2004 Setup

Destination File:

Ci\Program Files\Rezdvation\Repartsh Inventary. xml

- 5%

The following message displays once all files are successfully copied.

RezOvation Desktop 2004 Setup

RezCrvation Desktop 2004 Setup was completed successhully.,

Note that the initial system login password is set to “PASS.” Login passwords are not case
sensitive.

L3 A

Initial Password §|
The initial logon password is set ko
PASS

ou will not be able ko access the program without the password, Once wou have opened the program, wou should sek the
password ko a password of your own choosing by dicking on Tools and Configure,

RezOvation www.rezovation.com Page #9
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19. If you are converting from an existing Property Management System, the RezOvation Data
Conversion Wizard can move existing data into RezOvation format.

3

Run Conversion Wizard?

The RezCwation Data Conversion Wizard can convert your previous data to RezCwvation Format, Would you like to run the
Conversion Wizard?

A list of existing data conversion formats is shown below.

@

* RerOvation Conversion Wizand

Select the software package that you are imparting from
Guest Tracker by Rezlvation

Awal by Digikal Rez

Eazy Innkeeping 1.6 by GraceSaft [Mames only]
Inn Pal by PAL Computing

Ik eeper by lhnS oft

Inniovation by Software baker

RezDB

RezBook by Rubbertres

ROS 2000 by Digital Rez [Mames only)

YWwinroom 4.0 by Expedia

Camma Delirmited test file [cav, tat] [Mames Only)

VATIO
Deskio

e e N i i i i i N 1)

Al trademarks are the property of their respective companies

< Back | M et = | E wit |

RE

If you are converting data from an existing Property Management System, select the appropriate
radio button and click the Next button. Use the instructions in the RezOvation Conversion Wizard
to complete the data import.
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2. LAUNCHING REZOVATION DESKTOP I

After completing the installation steps listed above, click Start > RezOvation to launch RezOvation Desktop.

Programs

;; Documents 3
&
) Settings 3
@)
Fa Search 3

Q. Help and Support

3 Run...

J Log OFF mkleiry. ..

0

Windows XP Professional

Turn OFF Computer...

At the User Sign On window, enter the default Administrator password, PASS.

User Sign On

Select Uger Mame from drop dowr list
and type in password

IAdministratol LI
o]

[1ata 'erifi e d=—romrr e
User [D#: BHO41112-81LU-24705097100
Updates Contract Expires: 0100 /2006

O) The login password is NOT case sensitive.

After logging into RezOvation Desktop, complete the following basic setup tasks.
1. Set the default screen size.
2. Change the Administrator password.

RezOvation www.rezovation.com Page #11
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SET THE DEFAULT SCREEN SIZE

In order to resize the RezOvation Desktop interface to fit your screen, click Tools > Display Options and
select the View Options tab. Use the radio buttons to select the appropriate screen size (resolution). After
selecting the appropriate screen size, click the Close button.

* Display Options

Reservation Colors and Text ] Button Theme Colars
M aximum units to display on daily screen an - F'rogram SC[\thilze
ragram ‘Wi
Wweek [9 days) C dutn O
Default Day view: 2'Weeks [16 days) @ a0n C
Manth [38 days] C 1024 @
Default Contact Data Tab: | Contact Makes j 1152 C
_ 1220 O
Default Invoice Data Tab: |Status j P Heiht
rogram Heig
Use Pop Up help on Daily Reservation screen W Ayt O
Dizplay Weekend on D aily Screen az 600 [f:
7E8 .
Sunday I Thursday r g4 O
tonday r Friday v 024 O
L= r Saturday v Diizplay will rezize nest
Wednesday [ tirne program starks
Cloze

In order for the program screen size to update, click File > Exit and click the No button when prompted for
making a system backup.

=

Make a backup?

Exiting Rezlwvation. Do you wank ko make a backup?

Restart RezOvation Desktop by clicking Start > RezOvation.

CHANGE THE ADMINISTRATOR PASSWORD

The default Administrator password, PASS, was set during installation. Use the following steps for updating
the default password.

1. Click Tools > Configure and select the Users tab.

RezOvation www.rezovation.com Page #12
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=
-

Display Options

Letter Design

Lisk Edit

POS Inventory

Print Oplions

Onling Availability

Unit and Rate Setup
Property Managernent

" Configure RezOvation

Business D ata CC Processingl Functionalit}l] Settings ] Hepoltsl Heports2l

Passwords allow pou to limit access to various program features and functions based on
an employees responzibilities and need to knaw.
Uszer Access Levels and Passwords
Employee Mame Initialz Acceszl evel Password | «
¥ | Administrator [4D | Fuldccess v | 4708 |
Front Desk | FD | M ake Reservations and Enter | desk |
7|
Require sign on for every data input v
Select Sign On Interval | Startup Orly hd Add Mew User | Update User |

Close

2.
3.
character alpha-numeric password.
4. Click the Close button.
5.

The default users, Administrator and Front Desk, are listed in the User Access and Levels table.
Left-click the mouse in the Password column for the Administrator user name and enter a four

Use the new password the next time you login to RezOvation Desktop.

3. THE REZOVATION CONFIGURATION UTILITY

The RezOvation Configuration Utility is used to

define basic business data such as your address and

contact information, usernames and passwords, settings for credit card processing, and defaults for how
RezOvation Desktop should react in certain situations. After clicking Tools > Configure, the RezOvation
Configuration Utility is displayed along with the Configure RezOvation screen. This section contains
information on completing the fields listed under each tab, Business Data, Users, CC Processing,

Functionality, Settings, Reports, and Reports 2.

RezOvation
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BUSINESS DATA

The Business Data tab, displayed below, is used to define your business address and other contact
information, for example e-mail and website address. For customers taking advantage of online
reservations via the RezOvation Booking Engine, this information is transferred directly to the Booking
Engine’s Online Administrative Interface. For additional information about online reservations, please
contact RezOvation Sales toll-free at 866-565-1800.

\Windaow  Help

* Configure RezOvation

Uszers ] CLC Proceszing Funct\onality] Settings] Heports] Heports2]

DiSDlEI':." Options Business Name |The Clifthanger
Letter Design Address 1 | 700 Highway 1
Lisk Edit Address 2 |
POS Inventory City, State Zip  ['achats [0R  [a7438
Print Options Coutry/Fas  [United States of America | =] [512:322-2777
Online Availability Phone/Phone2 |541 -B88-2525 |8??-889-1 20

Ermnail |reservations@thecliffhanger.c:om

Unit and Rate Setup
Property Management

‘wieb Address |www.cliffhangerinn.c:om

Cloze

USERS

Usernames, access levels, and passwords are defined under the Tools > Configure > Users tab.

@ )
] Configure RezOvation E|

Business Data cC Prucesslngl Funclmnahtﬂ Sellmgs} Hepurls] F\epmlsZ}

Pazswords allow vou to limit access to warious program features and functions based on
an employees responsibilties and need to know.

User Access Levels and Passwords

Employee Mame Initials Accesslevel Password | =
Administrator lap | Fuldccess 4708 |
| Front Desk [FD | Make Reservations and Enter | FDO1 |

=
Require zign on for every data input [

Select Sign On Interval |Startup Only - Add Mew User | Update Uszer ‘

Close
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CREATI

NG A NEW USER

Use the following steps for creating a new RezOvation Desktop User.

1. Click the Add New User button.

=

Business Data  Users l cC Processing] Functionality] Settings] Heports] Heports2]

=

O Configure RezOvation g|

Paszwords allow you to limit access to various program features and functions bazed on
an employees responsibilities and need to know.

User Access Levels and Passwords

Ermployes Mame Initials Arocessl evel Paszward | &
P | Administrator [ap | Full dccess| = | 4708 |
Front Desk | FD | Make Reservations and Enter | desk |

-

Require sign on for every data input [

Select Sign On Interval | Startup Only - Add Mew Us Update Uzer

Cloze

2. In

=

the Employee Name column, enter a username.

=

O] Configure RezOvation g|

Buziness Data  Users l G F'roc:essmg] Functlonallty] Settlngs] Heports] HeportsZ]

Passwords allow you to limit access to various program features and functions based on
an employees responsibilities and need to know.

Uszer Access Levels and Passwords

Employee Mame Initialz AccessLevel Pazzwaord ;{
Adrinigtrator AD Full Access | 4708
Frant Desk FO take Reservations and Enter desk

& Night Awdit MU Edit Reservations/Print D aily pass

-

Require sign on for every data input [

Select Sign On Interval | Startup Only - Add Mew User | Update User |
Cloze

3. Inthe Initials column, enter the employee’s initials. The initials will be used for tracking
transactions processed under this username’s login.

RezOvation
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4. Select an Access Level from the drop-down list which is displayed automatically when

moving the cursor to the AccessLevel field.

Edit Reservations/Print Daiy | = | pass |

Lewvel

D ezcnption

Wiew Reservations and Guest Data

Edit Guest Data

bd ake Rezervations and Enter Payments
int Daily Reports

Delete Reservations

Gift Certificates

tulti-day Financial Reports

0| = [T | O S | D | —

b odify Uit Setup

5. Enter the user’s password.

The checkbox for “Require sign on for every data input” displays the login prompt every time a user
is entering information in RezOvation Desktop.

'

User Sign On

Select Uzer Mame from drop down ligt
and type in pazsword

—

| Night Audit

=

Prompting for a username and password every time data is saved in RezOvation Desktop can be
beneficial when several people are sharing one computer. Prompting for this information can help
pinpoint which employee made a reservation, cancelled a reservation, or processed a

deposit/refund.

CREDIT CARD

PROCESSING

The CC Processing tab is used for selecting your credit card processor. Please read the paragraph above
the radio buttons carefully. If you have questions about selecting your processor or taking real-time
payments in RezOvation Desktop, please contact RezOvation Support at 512-322-2777. If you are not
using real-time credit card processing in RezOvation Desktop, no action is required under the CC

Processing tab.

* Configure RezOvation

Business Data I Users §

Don't uge Credit Card processing
Demo mode
Usze Mova Credit Card Processing

Payment Tech [TR]
Merchant IO
Termninal 1D

Bank BIN

g Fumct\onalityl Settings} Hepons] Heports2]

Unless you have signed up for a merchant account with First National or Mova, pou
should not select IJze CC Processing.' Selecting don't use will keep the authorization
dialog hidden. Selecting dema made will show the authorization dialog and connect to
First Mational via your internet connection and process a dummy transaction using a test
account and test card number that the: First National uses for demonstration transactions
Once you have sighed up for an account, you will be given unique configuration
information by First M ational Processing or Mowva.

First Mational Processing [Processing. net|
Firgt Mational Processing [ECommerce Exchange]
First Mational Processing [Merchant Partners]

Press F1 to check the help file for information on setting up an account
with First National Processing or Nova. Or check our web site
v tezavation. com for information and links.

X

slslslisle sl

Clase
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FUNCTIONALITY

The Functionality tab controls how RezOvation Desktop reacts in certain situations.

* Configure RezOvation

Buziness Data] Users ] CC Processing " Functions ; Settings] Heports] Heports2]

Agk for Contact Mame before opening reservation dialog v 1
Fequire referal source entry before cloging reservation dialog v 2
Use automatic city, state/province fill in by postal code v 3
Uze Outloak to send email [If Outlook iz installed on machine) I
Attach Invoice to email letters r
Include buziness name with contact export r

D aily (=
Clicking on new invoice fram the contact data screen will go to: Hourly O
Faint of Sale T
Default for Batch C . Mot Saved @
moceleterzin onsae O ERRTNE P C
More Autn Save O
Check In Check Out
POS Invoice Edit [ POS Invoice Edit [
Check in / Check out defaults Fecord Payment v Fecord Payment  [v
Frint Invoice r Frint Invoice r
Recard Time v Record Time v
Show Checked In - v Show Checked Out v

Close

The default Functionality settings that RezOvation recommends are described below.

1. Ask for Contact Name before opening reservation dialog.

With this switch turned on, the RezOvation Name Search dialog is displayed when entering a new
reservation.

® RezOvation Name Search [

| | T Mew 2 Select X Cancel [ Business Mame

Lazt Mame First Mame | Spouse | Addiess City S5t | Home Wwork,
Guest Demo 1855 Blake St Denver CO | 303-274-341 | B66-565-181
K.leinsmith kdark. 4708 Red Rock Drive | Larkspur CO | 303-723-49'| 303-681-23

With this switch turned off, the system goes directly to the “by the Day Reservation Dialog” when

making a new reservation. In this scenario, the guest name defaults to the last name used when
making a reservation.
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-
* by the Day Reservation Dialog,

Fieservation for: w + Mew Invoice ( Add to Pi P
HewSelect... |
Rate Selection
Adults Children Uit Rate Package Selection Discount Selection
E =l =] fFeck =] [Fene =] [ene =]
Tax Exempt I Recalculate
Resersation Summary - =
Starts: 04/05/2005 Urit: Demo Unit 2 Daily Reservation Total HEI
Ends: 0470772005 Hourly Reservation Tatal: $0.00
Da s: 2 POS ltems/Package Items: $0.00
bs: Taw: 4748
Edt Invoice Detals | Total Chares: $207.48
Resson for reservation [EHERMM ~ |  Ficferal Source [EENN |
Edit Lizts: Cancel

In order to avoid confusion and to remind reservationists to collect guest names and contact
information, RezOvation recommends leaving this switch turned on.

2. Require referral source entry before opening reservation dialog.

With this switch turned on, the reservationist cannot click the OK button in the “by the Day
Reservation Dialog” displayed above, until a Referral Source is selected from the drop-down list.
Requiring a Referral Source can help track marketing expenditures and identify successful
marketing campaigns.

3. Use automatic city, state/province fill in by postal code.

With this switch turned on, the system bypasses the city and state (province) fields when making a
new reservation. Instead, the system prompts for a zip (postal) code. After entering the zip code,
the system automatically fills in the city and state fields.

r ey
&% Enter Postal Code E|
Enter postal code [US and Canada)
U5 - B digits
Canada - & Alpha numeric

81653

Wail, CO

Found | LCancel |

For additional information about settings in the Functionality window, click Help > Help and under the
Contents tab, select Program Configuration and Setup > Configuration Settings > Configuration -
Functionality.
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=

Help Topics: RezOwvation Topics
CCortenis) Indes | Find |

Click a book, and then click Open, Or click another tab, such as Index.

@ Program Features -~
@ Getting Started
@ [rata Convversion
m Pragrarn Configuration and Setup
@ Configuration Overview
Configuration Steps
Qﬂl Configuration Settings
Configuration - Business Data
Configuration - Uzers
Configuration - CC Pracessing

onfiguration - Fu

Configuration - Reportz
Configuration - Reparts 2
@ Unit Setup w

Dizplay | Frint... Cancel

El
&
. Configuration - Settings

SETTINGS

The Tools > Configure > Settings tab is used to define conversion rates, enter a title for printed invoices and
receipts, specify a cancellation fee, set the time for sheet changes for housekeeping, and change the default
backup file location.

* Configure RezOvation E|

Business Data] Users ] cC Plocessing] Functionalit_l,l Heports] Heports2]

Enter a conversion rate if you commonly have guests from another country or
wish to list a price in a cumency that is different than standard. n.&z

Enter the title that will be printed at the top of an invaice |Guest Charges »>|nvoice Text

Enter your GST Mumber if Invoice requires GST Mumber |
Enter a cancellation fee. The fee can be either a fized amount or & ~
percentage of the total charge less tax. 0%

Enter number of daps between houzekesping on multiday staps.
Housekeeping is always scheduled on check out day. This appears on the 1
houzekeeping report.

Default Backup Path |C:4Rez0B ackups »Bac kup Path

Audit time for transactions 12:00 &k -

Call Accounting Charge Account Selaction

»Call Accounting

Flease select the POS Category Cateqar

that you want the charges applied e |F'h0ne j
to and the cormect tax group for Tax Group |Standard Tax j
the charges.
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INVOICE TEXT

In Tools > Configure > Settings, the text specified in the “Enter the title that will be printed at the top
of an invoice” field is displayed when printing a guest invoice (folio). A sample folio with the
specified text, Guest Charges, is displayed below.

The Cliffhanger

700 Higknesty 1

Yachats, ORF 97498

541-888-2625 1 877-B69-1201 J Fax:512322-2777

Marne hark kleinsmith A - Dep Y00 - 42005 Charges FEE0.00

Address S Red Rock Drive Recorded ARE00S Tax F 52

g; Ladkzpur Corfirmation 1 Tatal wHad.62
] co )

Postal Coce 20113 Era:;t o 240 Faid ;o

Telephore  303-723-9054 Due FEEE

r]

BACKUP PATH

In Tools > Configure > Settings, the Default Backup Path controls the default location for
RezOvation backups. Every time you exit RezOvation Desktop, the following prompt is displayed.

=

Make a backup?

Exiting RezCwation, Do vou want to make a backup?

Yes Mo Cancel |

Clicking the Yes button creates a .zip file in the specified folder.

CALL ACCOUNTING

Call Accounting is a system interface that posts guest phone calls directly to their folio or invoice.
To learn more about automatically posting charges to the guest folio, please contact RezOvation
Sales toll-free at

866-565-1800.

In Tools > Configure > Settings, the Call Accounting section is used for specifying a Point of Sale
Category and Tax Group for all phone revenue.

Call Accounting Charge Account Selection

Please select the POS Category Cateqar Fh

that you want the charges applied o | e j
to and the conect tax group for Tax Group |Standard j
the charges.

For additional information about defining POS Categories and Tax Groups, please see section
8 — Completing Optional Configuration Steps or click Help > Help, select the Contents tab, and then
click the Point of Sale Section link for a list of Point of Sale topics.
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Help Topics: RezOvation Topics
Index | Find |

Click. a book., and then click Open. Or click anaother tab, such as Index.

@ Program Features

@ (Getting Started

@ [rata Conversion

@ Program Configuration and Setup
@ Reserve Dap Section [F2)

@ Rezerve Hour Section [F3)
& \ [F4]
@ Contact Data Section [F5)

@ Select Mames Section [CTRL+F)
@ Reports Section [F7)

@ Invoices

@ Letters

& £-Mail

@ Printing

@ Metwarking

Open |

Prritat.... Cancel

REPORTS

Use the Tools > Configure > Reports tab for defining the default guest invoice or folio. In addition, fields in
this tab can be used for customizing both the guest invoice and the housekeeping report.

=

* Configure RezOvation

Default Invoice selection

Invoice Options

Pick Invoice Graphic

Housekeeping Options

Business Data] Uszers ] cC Processing] Functionality] Seftings

Invaice with line itern detail ) Summary +

Irvnice with daily summary O Custom Letter Invoice C

Invaice with summary only @
Invoice Settings

Hide Credit Card # v
—
Line Itern Tax v
Show Intemal Use Box v
Print Invaice Mates r
Housekeeping Report Settings
Private Mates r
Irvoice Motes v
Private Mates r
Mates v
Armount Due r
2nd Cantact Mame v
‘Wehicle Info v
Reservation Dates r
Calculated Sheet Change [

Cloze

CUSTOMIZING THE GUEST INVOICE

The radio button selected in the “Default Invoice selection” section is the default invoice type when
printing a guest invoice. In the example above, the default invoice type is set to “Invoice with

summary only.” With this radio button selected, the type of invoice that will be printed is the
“Summary Invoice” folio.

To print a guest invoice, right-click on a reservation from the “Reserve Day” screen and select the
option for “Print Invoice.”

RezOvation

700 Brazos Street, Suite B-700
Austin, Texas 78701

WWW.rezovation.com

support@rezovation.com

Page #21
512-322-2777
Last Update: 6/13/2005



RezOvation, LLC Installing & Configuring RezOvation Desktop

View Contack Data

Mew Reservation Chrl+M
Edit Reservation Chl+E
Edit Irrvoice

Maove Reseryvation

Reassign to Contack...

Delete Reservation Chrl+Dr
Caolor Flag

Check InfCut Chrl+k
Record Transaction Chrl+T

Force Recaloulation
Prink Letter

Prink Invoice
Prink Reqistration

After clicking “Print Invoice,” the “Select Invoice Style” window is displayed. The invoice type in this
dialog box defaults to the type selected in the Tools > Configure > Reports window.

Select Invoice Style

" Detail Invoice

[EFSOM Stplus C24 Series |

" Daily Sumrmary Invoice
' Iv Print Preview

* Summary Invoice
" Summary + POS Invoice
(" Custom Letter [nvoice

Cancel |

A sample Summary Invoice is displayed below.

The Cliffhanger

700 Highweay 1

Yachats, OF 97493

A41-888-2525 1 877-669-1 200 § FaxG12322-2777

Guest Charges -

Marne Jay Wisler A - Dep A0S - 4M0005  Charges F225.00
Address Recorded 472005 Tax F3544
g; Corfirrnation & Tatzl F3E0.44

] )

Postal Code P;:;rt e 21 Paid F0.00
Telephore ; Due Fe0 44
Lhite Lescription Brnourt Tax Total
102005  Purchases F325.00 36,44 360 .44
Tax and Rezort .25 Total $360.44
Gratui City F11.70 -

Detail?y ot w048 pad oo

Due $360.44

Our Policies  This is wour Rlie policy. Change it by dicling on Tools:Print Options

The five radio buttons in the “Select Invoice Style” dialog box correspond to the
five radio buttons in the “Default Invoice selection” section of the Tools >
Configure > Reports tab
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Use the checkboxes in the Invoice Options section to control the information that is printed on the
guest invoice. The guest invoice can also be customized by selecting a graphic that displays on
the invoice. Click the Pick Invoice Graphic button to browse for a graphic that will be used on the

invoice.
) ) lFrenice S ettings
oIl s Hide Credit Card # v
—
Pick lreeoice Graphic Line ltem Tax v
Show Internal Use Box  [v
Print Invaice Motes [

A sample invoice, with a graphic, is displayed below.

The Cliffhanger

700 Highweay 1

Yachats, OR 07488

541-885-2525 1 877-66%1201 f Fa:512-322-2777

Guest Charges

The optimum graphic size is 520 pixels wide x 400 pixels tall. The graphic you
select will be saved to these dimensions.

CUSTOMIZING THE HOUSEKEEPING REPORT

The Housekeeping Options section of the Reports tab controls the fields that are included on the
Housekeeping Report.

Housekeeping Report Settings
Private Notes r
Housekeeping Options Ireies Maes v
Private Motes B
Mates v
Amount Due r
2nd Contact Mame v
Yehicle Infa v
Rezervation Datex r
Calculated Sheet Change [

The Housekeeping Report is run by selecting the Reports icon on the main RezOvation Desktop
toolbar or pressing the <F7> key on the keyboard.
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* RezOvation 2004 - The Cliffhanger
File Edt Navigsts Yisw Tools Window Help

ol LAX v aadaEF 4 AK 8

B Day |40 Moasr2005 -] A P '
ool A e a s W T‘F|S‘S M T W T‘F|S‘S W T W
0N J|#|E]Un“v‘ B 7 [ El 10 1 12 13 14 15 16 17 18 19 20
ﬁ " n -[3]|1m
FééserveHuur . -[Sllmz
[ n [3]|m3
S (L B |
Pairt of Sale
o . ® 104
S ] n (5 105
o

B3
ContactData | w = u (5 105
F5

o [5]|m7

Select Mames | ® ® [MITDE

CHi+F [
g Ima

wow @0

22

Reparts
F7

non (@R

n w4112

= u (G Q113

[ (3 g4

(2 115

Invoice: § Contact: Eric Johnson  303-651-8888 Total $177.44 Due: $177.44 4/7/2005 0357 PM (X

After accessing the RezOvation Reports, expand the Occupancy Reports by clicking the “+” to the
left of the heading and then highlighting the Housekeeping Report (A) and pressing the Print button

(B).

Cther Reports

Stayovers
Housekeeping by Employse
Active List
Guest Forecast
# ([ Daily Reservations
+ [ Hourly Reservations Print Options
+ (1 Miscellanzous Selected Report:

-+ Your Reports Occupancy

Housekeeping

EPSON Stylus C34 Series =

[ _Biint Breview
2o D
take HTHL
Make PDF
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REPORTS 2

The settings in the Reports2 tab control the fields that are displayed on the Arrival, Departure, and Active

(guests currently in-house) Reports.

-
* Configure RezOvation

Aurival Report Settings

Departure Repart Settings

Private Mates ™
Invaice Mates v
PFrivate Notes r
Mates r
Amount Due Iv
2nd Cantact Name v
Yehicle Infa r
Reservation D ates r
Sart Alphabetically v

Business Data ] Users ] ([fC Processing] Functionality] Settings] Fieportd
Active Report Settings

Frivate Motes r Private Motes

Invoice Mates v Invoice Mates

Frivate Motes r Private Motes

Motes Iv Notes

Amount Due v 2nd Contact M ame
2nd Contact Name v Wehicle [nfo

Wehicle [nfa r Reservation Dates
Fezervation Dates 2 Sort Alphabetically

Sort Alphabetically rd Don't Show Departures

X

IR R ]|

Close

These reports are run by clicking the Reports icon on the main RezOvation Desktop toolbar and then

expanding the Occupancy heading.

Other Reports

+-{3 Draily Resersations
+-1 Houwrly Reservations
+ [0 Miscellaneous
+-[C0 Yaur Feparts

In the sample Active List Report displayed below, Private Notes have been added to the report.

Wisler, By ™13 5@ 3du-Dema Uit

Active For: 04/04/2005
Mame Htays/Mght Ext Statee Unit Motes Party frnount Oue
Klein=rmith, hark ™1/6 A 1du-Dema Unit 1 b0 005 ] 000

BT

a3y 1= hiere on his honeymooli
([ - ) k

] 000

Unit= not including departures 2

4.0 000

Private Notes
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4. DEFINING TAXES

To define taxes at your property, click Tools > Unit and Rate Setup and select the Taxes, Deposits,

Discounts tab.

EGEEN Window  Help

Configure
Display Options
Letter Design

List Edit

POS Invenkory
Print Cptions
Online Availability

Unit and Rate Setup
Property Management

* Unit Setup

T Chass Do
Indbvihanl Taies s Effectivs Dstet | Toom Choss Grongmngs |

et up rdrdusl Laoss st Then ssugn Tases and Giatuties
indvidusl basces b tax clastes Tax clastes sre

ot baeess - e iy o pe severvalbon

Uit oo | Uit Fsee P | Indivchus Uik | Packagae@l gees, Deposis, Discounisiiptons |

then attached ba e for et o for sale, Moke Dlawcrption Type Ettectvm Date| Vol | = |
st yous v a class ool up bie mach (3L Ta Pracert ¥ anm0]  3om0| |
& Tt thit you vl encountes.If Canriy T Pevcert

veu collect aussmatic: crahties, they must be Cay T Prscert

o up heve 5 well. Geshabes vl show up on . o Pt

your i st but vl be tabulaied sepaatil: e

fioem the baes. Lizes e e faond e Caybed Use Fee por inveice

Etective DsteNVahue for State

| =]
Add New Eective Dain |

Dhepond Calcudabion: oy Budvamalys Distenrds

pescertage of 1 day ot 5 feend ameunt. Then i

of tepervation and/of days siter making ot can be
Diseription

s e prinkting bt and es inchution n W
Hed ia optonel L

s
" Pescent of totel
. 1 Prscent of averson day
100 & Pracerd of st day
) Pescert of Last day
' Fintd Asmount
T Inchade Tax

[0 das bedoos it of eseevation

Select from pescentage of snting shay, Drescription is the name of the discount. Trigger & the mumber of days iequed 1o igges the dicount. Vale
froed @ pescent the in e Fived coly o Doy whetrer
ritex & rnbes bos ruambes r oy belose st | chscount s appbed dady of one b ol Onk oo dBcount can a9pl 10 5 Iesenvalion Anp sulomane
wvemiden

14 days alirs making masrvaion AddNew Divcount |

Toigger|  Veue | Fond | Doy |
0 oo C | ||

In RezOvation, there are two facets of taxes to define:

1. Individual Taxes and Effective Dates

2. Tax Class Groupings

Individual Taxes are the standard taxes charged at most properties, for example, City, State, and Resort

Taxes.

Tax Class Groupings are collections of Individual Taxes that are grouped together so that specific guest
charges, for example lodging, breakfast, or festival tickets, are taxed at the correct rate. This section walks
you through creating the following Individual Taxes and Tax Class Groups.

INDIVIDUAL TAXES

TAX CLASS GROUPINGS

State Tax — 6.3%

Lodging (State, City, and Resort Tax)

City Tax — 3.6%

Restaurant (State and City Tax)

Resort Tax — 1%

Excursions (State and Resort Tax)

Exempt Tax — 0%

Exempt (Exempt Tax)

@® When creating Individual Taxes, it is a good idea to include an Individual Tax called
“Exempt” with a value of O for use in possible tax-exempt situations.

CREATING INDIVIDUAL TAXES

Use the following steps for creating the State Individual Tax.

1. From the Individual Taxes and Effective Dates tab, click the “Add New Tax” button.
2. Move the cursor to the Description column and enter a name for the Individual Tax.
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r

* Unit Setup

£

Unit Groups ] Unit Rate Plans ] Individual U nits ] Packages  Tawes, Deposits, Discounts l Optioris ]
Tax Class Definition

ndividual T axes and Effective Dates [T ax Class Groupings ]

Set up IndiiST TRE - Then assign Tares and Gratuities Effective D ateValue for State
individual taxes to tax classes. Tax classes are - T " Effective Dat Val "
then attached to items for rent or for zale. Makm Eisl ﬂ{ golive Late ale

sure you have a class get up for each b | State | Tax Percent | F 14141930 1.0000/

combination of taxes that pou wil encounter, [ —— 2

you collect automatic gratuities, they must be

set up here az well. Gratuities will show up an

wour tax reports but will be tabulated separately

from the taxes. User fees are fixed dollar

armount taxes - either daily or per rezeryation. 1 - |

Add New Ta Add Mew Effective Date

3. Inthe Type field, select a Tax Type from the drop-down menu. Most taxes fall into the Tax Percent
category.

* Unit Setup @

Unit Groups ] Urit Rate Plans ] Individual Urits ] Packages Tawes. Deposits, Discounts l Options ]
Tax Class Definitions

Individual T axes and Effective Dates l Tax Class Groupings ]

Sedt l{g ini:lividual taxes fliTSt- Th'_?l_n asslign Tares and Gratuities Effective Datealue for Mew Tax
individual taxes to tax classes. Tax classes are S .

then attached to items for rent o for sale. Make Deseription Type L{ Effective Date|  Value | «
sure vou have a class set up for each 7| State | Taw Percen | 1414 SSD| 1.DDDD|

combination of taxes that wou will encounter. IF
you collect automatic gratuities, they must be
zet up here az well. Gratuities will shaw up on

your tax reports but will be tabulated separately U = .
fram the taxes. Uszer fees are fiked dollar 3 Use Fee per Invoice
amount taxes - either daily or per reservation. 4 Gratuity Percent - |
] Gratuity Fized -
M E Inclusive Tax Percent w
o ST o " 7 Incluzive Use Fee per Day

4. Click the Add New Effective Date button. The Effective Date defaults to 1/1/1990. Move the cursor
to the Value field and enter the tax percentage.

* Unit Setup E

Urit Groups ] Unit Rate Plans ] Individual Urits ] Packages  Tawes, Deposits, Discounts l Optiahs ]
Tax Class Definitions
Individual T akes and Effective Dates ] Taw Clazs Groupings ]

S'th l!dP in;:lividual tanes fli'St- Th?l_n asslign Tawes and Gratuities Effective Date/alue for State
individual taxes to tax classes. Tax clazses are — -

then attached to items for rent or for zale. Make Dezscription Type ;{ Effective Date -
sure you have a class set up for each b | State | Tax Percent | » 141 .-"1990| £.3000

combination of taxes that wou will encounter. If

you collect automatic gratuities, they must be

set up here as well. Gratuities will show up on

your tax reports but will be tabulated separately

fram the taxes. User fees are fixed dollar

amount taxes - either daily or per reservation, - |

Add New Tax Add Mew Effective Da

5. Repeat steps 1 - 4 until all Individual Taxes have been added. The Exempt tax in the sample
below exists for Tax Exempt reservations and Point of Sale items that are not taxed.
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Taxes and Gratuities

Effective D ateSalus for City

Dezcription Type - Effective D ate Yalue | &~
State Tax Percent | P 1/1/41990)  3.6000]
Resort Tax Percent
Exempt Tax Percent
Add Mew Taw Add Mew Effective Date |

Taxes and Gratuitie: Effective Date/ alue for Resart
Dezcrption Type - Effective Date|  Walue | =
State | Tax Percent | 3 141/1930)  1.0000]

Ci

Exempt

Tax Percent

Add Mew T ax

-

#dd New Effective Date |

Taxes and Gratuities

Effective Date ¥ alue for Exempt

Add Hew Tax

Dezcription Type ;{ Effective Date|  “alue | =
State T ax Percent » 14141930/  0.0000]
City Tax Percent

Resort Tax Percent

v |

Add Mew Effective Date |

CREATING TAX CLASS GROUPINGS

Once Individual Taxes have been defined, Tax Class Groupings are created and then later assigned to
individual items. For example, assume a property sells the following items that are taxed according to the

specifics in the table listed below.

INDIVIDUAL ITEMS

APPLICABLE TAXES

Lodging

State, City, and Resort

Restaurant Charges

State and City

Wine Festival Tickets

City

Hot Air Balloon Rides

State and City

Phone Calls

State, City, and Resort

Gift Shop Items

State and City

The sample property would define four Tax Groups:

1. Full Tax (State, City, and Resort)
2. Standard Tax (State and City)
3. Local (City Only)
4. Exempt (Exempt Only)
RezOvation www.rezovation.com Page #28
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Use the following steps for creating the four Tax Groups listed above.

Click the Tax Class Groupings tab.
Click the Add New Tax Class button.

Assign a Name to the new Tax Group. In the example below, the name is Full Tax.

* Unit Setup

1.
2.
3

(X]

Unit Groups ] Unit R ate Plans ] Individual Units ] Packages Tawes, Deposits, Discounts l Options I
Tax Class Definitions

Individual T axes and E ffective D ate:

Tax Class Groupings Tawes used in Class: Mew Taw Class
Description

Available Taxes and Gratuities
[ escription

Description -
P | State

-

City
A Add | Fesort
X Delete Exempt
2 - - -
< Add New Tax Class }]uotation [ "] marks are not allowed in Tax Class names
4. Inthe Available Taxes and Gratuities table, highlight an Individual Tax that is applicable to this Tax
Group (A) and click the Add button (B).
* Upit Setup rz
Unit Groups ] Unit Rate Plans ] |ndividual Units ] Packages Tawes, Deposits, Discounts l Options ]
Tax Class Definitions
Individual Taxes and Effective Dates  Tax Class Groupings l
Tax Class Groupings Tames used in Class: Mew T ax Class Available Taxes and Gratuities
Description - Description & [lescription i‘
Exempt | B | State | ,— A
& Full Tax T
S FResort
Exempt
X Delete
Add New Tax Class | Quotation [ "] marks are not allowed in Tax Class names
5. Repeat step #4 for each applicable Individual Tax that is applicable to the Tax Group being defined.
In the “Full Tax” example, the State, City, and Resort Individual Taxes are added.
* Unit Setup 5__<
Unit Groups 1 Uriit Fiate Plans ] Individual Uitz I Packages Tawes. Deposits, Discounts ] Options ]
Tau Class Definitions
Individual Taxes and Effective Dates  Taw Class Groupings ]
T ax Class Groupings Tases used in Class: New Tax Class Available Taxes and Gratuities
Dresciiption - Diescription - Drescription =
E xempt | b State State
L Ful Tax | City City
Fesort il dd f P | Resort
< Delste Exemot
-| - -
Add Mew Tax Class | Quotation [ "] marks are nat allowed in Tax Class names
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6. For our sample property, the completed Tax Class Grouping tables appear similar to the following
images.
= ]
* Unit Setup E|
Uit Groups ] Uit Rate Plans ] Individual Units 1 Packages Tawes. Deposits, Discounts ] Optiors ]
Tax Class Definitions
Individual Taxes and Effective Dates  Tax Clazs Groupings ]
Tax Class Groupings Taves uzed in Class: Exempt Available Taxes and Gratuities
Dezcription - Description s Description -
» | Exempt | State
Full Tax City
Standard Tax A B Fesort
Local Tax X Delete P | Exempt
~| - -
Add Mew Tax Class | Quotation [ "] marks are not allowed in Tax Class names
* Unit Setup E|
Urit Groups ] Urit Rate Plans ] Individual Urits ] Packages Tawes, Deposits, Discounts ] Options ]
Tar Class Definitions
Individual Taxes and Effective Dates  Tax Clazs Groupings I
Tax Class Groupings T axes used in Class Full Tax Avallable Taxes and Gratuities
Description - Description s Description =
Exempt B State State
City City
Standard Tax Resart 4 Add | Rezart
Local Tax | X Delete P | Exempt
Add New Tax Class | Quotation [ " ] marks are not allowed in Tax Class names
F -
* Unit Setup E‘
Unit Groups ] Unit Rate Plans ] Individual Units 1 Packages Tawes, Deposits, Discounts ] (Options ]
Tax Clags Definitions
Individual Taxes and Effective Dates  Tax Class Groupings ]
Tax Class Groupings Taxes used in Class: Standard Tax Available Taxes and Gratuitizs
Drescription - Desciiption - Description =
Exempt | b | State ‘ Stale
Full Tax City City
b Add ‘ Fesort
Local Tax X Delete P | Exempt
= - -
Add Mew Tax Class | Quotation [ " | marks are not allowed in T ax Class names
r— |
* Unit Setup E
Unit Groups ] Urit Rate Plans ] Individual Urits ] Packages  Tawes. Deposits, Discounts ] Options ]
Tax Class Definitions
Individual Tawes and Effective Dates  Tax Class Groupings ]
T ax Class Groupings Taxes uzed in Class: Local Tax Available Taxes and Gratuities
Description -~ Description - Description =
Exempt » | City | State
Full Tax City
Standard T ax 4 Add | Resort
7 Delete b | Exempt
- | - | -
Add Mew Tax Class | Quotation [ ') marks are nat sllowed in Tax Class names
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5. DEFINING RATE

S

The Tools > Configure > Unit and Rate Setup > Unit Rate Plans tab is used to define “Room Only” rates.
A Room Only rate is one that only includes lodging. Rates that include Point of Sale items, for example
breakfast, are defined using the Packages tab. For additional information about configuring Packages,
please see section 8 — Completing Optional Configuration Steps.

As an example, assume a property has three types of rooms, King, Queen-Queen, and Suite. In addition,
this sample property has two rate names or classes; the first is called “Rack” and is offered as the walk-in
rate. The property also offers a AAA discount of 10% off the Rack rate. In addition, the Rack and AAA rates
fluctuate based on different seasons. The following table summarizes our sample property’s rate setup.

SEASON RACK RATES (WEEKDAY) AAA RATES (WEEKDAY)
Queen- King Suite Queen- King Suite
Queen Queen
03/31/05 - 05/25/05 95 150 125 80 95 110
05/26/05 - 07/01/05 145 150 165 130 135 150
07/07/05 - 08/27/05 165 175 200 150 160 185
09/03/05 - 03/31/06 95 150 125 80 95 110
RACK RATES (WEEKEND) AAA RATES (WEEKEND)
03/31/05 - 05/25/05 115 130 145 100 115 130
05/26/05 - 07/01/05 165 170 185 150 155 170
07/07/05 - 08/27/05 205 215 240 185 195 220
09/03/05 - 03/31/06 115 130 145 100 115 130
EXTRA PERSON CHARGES
(Applied when there are more than two guests in the room)
Adults 20
Children 10
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UNIT TYPE/RATE PLANS

The first step in defining Rates is to add your property’s Units Types in section 1 of the Unit Rate Plans tab.
Our sample property has three Unit Types, Queen-Queen, King, and Suite. Use the following steps for
adding a Unit Type.

In RezOvation Desktop, the term Unit Type is synonymous with the term Rate Plan.

1. InTools > Configure > Unit and Rate Setup > Unit Rate Plans, click the Add New Rate Plan button.
2. Move the cursor to the Rate Plan field and enter the name of the first Unit Type (Queen-Queen in

this example).
3. Set the Rental by Day or Hour field accordingly by selecting an option from the drop-down menu.

Daiy -

Harly
Daily and Hourly

4. Select a Tax Class from the drop-down menu. Tax Classes were defined in step #4 — Defining
Taxes.

Ful Taw »| ]
Ewempt

Standard Tax
Local Tax

5. Repeat steps 1 — 4 until all Unit Types/Rate Plans have been added.

1 nit Type # Rate Plan
Fate Plan Fiental by Dray ar Haur Tax Clazs -
Queen-Guesen Doaily Full Tax :‘
King Draily Full Tax
B | Suite Draily Full Tax = '}]j Add Mew Rate Plan
|
RATE NAMES

The second step in defining your property’s rates is to define any applicable Rate Names. In our sample
property, there are two Rate Names, Rack and AAA. Use the following steps to define a Rate Name.

1. InTools > Configure > Unit and Rate Setup > Unit Rate Plans, click the Add New Rate Name
button.
2. Move the cursor to the Rate Name field and enter a description for the Rate Name.

2 Fate Mames
Rate Mame Rate Period | Default Package | Sort | Bookable | = |T'1
| Rack Dally More | 1] T

Copy Rate Mames |
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3.

Select a Rate Period from the drop-down menu. Our sample property’s Rack and AAA rates are

both Daily rates.

Rate Penod
Daily +

Weekly

b anthly

early

Harly

4. At this point, no packages have been defined. Therefore, the Default Package is set to None.

5. The Sort field is used to determine the order in which rates display. Normally, properties set the
most expensive Rate Name as 1.
6. The Bookable flag means that the Rate Name is transferred to the RezOvation Booking Engine as

a valid Internet Rate. For additional information about online reservations via the RezOvation

Booking Engine, please contact RezOvation Sales toll-free at 866-565-1800.
7. Repeat steps 1 — 6 for each Rate Name. After completing steps 1 — 6 for both the Rack and AAA
Rate Names, our sample property’s Rate Name table appears similar to the following image.

2 Rate Mames
Fiate Mame Fi ate F'n.aru:u:I Default Package | Sort | Bookable |« ﬁj.-’-‘-.dd New Rate Name|
Rack. [ aily Mone 1 v
i Diaily Nane A Copy Rate Names |

SEASONAL RATES

The final step in defining rates is to add Seasonal Rates for each Rate Plan. Our sample property’s
Seasonal Rates are based on the following table.

SEASON RACK RATES (WEEKDAY) AAA RATES (WEEKDAY)
Queen- King Suite Queen- King Suite
Queen Queen
03/31/05 - 05/25/05 95 150 125 80 95 110
05/26/05 - 07/01/05 145 150 165 130 135 150
07/07/05 - 08/27/05 165 175 200 150] 160 185
09/03/05 - 03/31/06 95 150 125 30 95 110
RACK RATES (WEEKEND) AAA RATES (WEEKEND)
WEEKEND = FRIDAY & SATURDAY WEEKEND = FRIDAY & SATURDAY
03/31/05 - 05/25/05 115 130 145 100] 115 130
05/26/05 - 07/01/05 165 170 185 150] 155 170
07/07/05 - 08/27/05 205 215 240 185 195 220
09/03/05 - 03/31/06 115 130 145 100 115 130
EXTRA PERSON CHARGES
(Applied when there are more than two guests in the room)
Adults 20
Children 10
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Use the following steps for adding Seasonal Rates.

In Tools > Configure > Unit and Rate Setup > Unit Rate Plans, click the Add New Season button.
Move the cursor to the Start Date field and enter the first seasonal Start Date.

Seaszonal Rates
Standard S ettings ‘weekend Settings  [Select days that apply)
Fate Base Cap| ExAdult | ExChid | MinLen | Sun | Mon | Tue | Wed | Thu Fri Sat Fate Min Len
$0.00] 2| go0d|  goo0 ol C |||l e | som i

Enter the dollar amount charged ($95.00) for the highlighted Unit Type (Queen-Queen) and Rate
Name (Rack) for the selected season.

r =
* Unit Setup @|
Unit Groups Uit Rate Flans I Individusl Units 1 Packages ] Tawes, Deposits, Dlscounts] Options ]
1 Unit Type / Rate Plan
Rental by Day or Hour Tax Class -
Dueen-Oueen Daily Full Tax IF twi o more units share the same s2asonal
. D Fal T rates, it iz considered one rate plan. Pleaze enter
nd a!y Wt Tax — arate plan name for every set of rates that pou
Suite Diaily Full Tax 11 AddNew Riate Plan | have, "Yau da not need to erter a different rate

plan for eveny unit that pou have unlezs all are
priced differently.

]
Rate Names are the different rates that
Rate Names may be available for a single unit,

i i E I Id be Afé, and Busi
Rate Period | Default Package | Sort | Bookable ﬁf.\dd Mew Fiate Mame HZ?ZEZ;ZSTI‘IUS[E‘]E cre:?ed fﬁf'.::.iﬁ

Maohe !
unique rate plan. Actusl charges are
Copy Rate Names | ntered below under the various seasonal
rates that may be created for each rate.
Use the sart columi to determing the
default rate and which rates are uploaded
to online services.

o

Seasonal Rates
tandard Settings ‘Weekend Settings  [Select days that apply] i‘
aze Cap| ExAdult | ExChid | MinLen | Sun | Mon | Tue | Wed | Thu Fri Sat Rate Min Len
2| g000) s0.00) olr clclcle e 000 il

Start Date
F| 03212005

o]

3 ﬁj Add Mew Season | Copy All Seazons | Copy Single Season

Cloze
Complete the Ex. Adult, Ex. Child, Weekend Settings, and Weekend Rate fields.
Seasonal Rates
Standard Settings ‘wieekend Settings  [Select days that apply]
Start Date Rate Baze Cap| ExAdult | Ex Child | Minlen | Sun | Mon | Tue | ‘Wed | Thu Fri Sat Rate in Len
& oa/anseos] $95.00] 2| 2000 $1000] ol C | Ccleo ol F | F | $i150m if

Click the Add New Season button and enter the applicable rates for the next season.
After entering the Rack Rates for the Queen-Queen Unit Type, our sample property’s Seasonal
Rates appear similar to the following image.

Seazonal Rates
Standard Settings ‘weekend Settings  [Select days that apply)
Start Date Rate Baze Cap| ExAdult | ExChild | Minlen | Sun | Mon | Tue | Wed | Thu Fri Sat Rate Min Len
03/31/2005 $55.00 2| $2000] $10.00 ol - || C [ C || F | F | $1500 ]
05/26/2005]  $145.00 2| $2000] $10.00 ol E | [ C [ E[F | F ]| ses00 i
07/07/2005]  $165.00 2| $2000] $10.00 il F | E[C[E[F | F | w00 0
| 08/03/2005 $55.00 2 g000] s000 ol C || C[C | E | F || #1500 I
To delete a season, rate name, or rate plan, click the left side of the row to
highlight it. With the line selected, press the <Delete> key on the keyboard.
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COPYING SEASONS

After defining seasonal rates for the Rack Rate Name and the Queen-Queen Unit Type, the
seasons can be copied to the remaining Unit Types and Rate Names using the following steps. In
our example, we will copy the seasons defined in the Rack Rate Name to the AAA Rate Name for

the Queen-Queen Unit Type.

1. Click the Copy All Seasons button.

3 ’]j Add New Season ‘ B2 Copy All Seazgns Copy Single Seazan | E Paszte Seasan(s]

2. Highlight the AAA Rate Name and the Queen-Queen Unit Type.

1

Unit Type / Rate Plan

F ate Mame

[ aily

Fate Period | Default Package

More

Fental by D'ay or Hour Tax Class

»  Queenueen [raily Full Tax

[raily Full Tax

Suite [raily Full Tax
Rate Mames

Sort | Bookable | =

N

hd |

3. Click the Paste Seasons button.

3 ?]j Add Mew Seazon ‘ Copy All Seasons | Copy Single Seazon "

4. Update the Seasonal Rates for the AAA Rate Name and the Queen-Queen Unit Type

(based on the table on page 33).

Standard Settings

Seasonal Rates

‘wieekend Settings  [Select daps that apply]

Start Date Fiate Basze Cap| ExAdult | ExChild | MinLen | Sun | Mon | Tue  ‘Wed  Thu Fri Sat Fiate Min Len
03/31/2005 $80.00 2| $2000) $10.00 o ||| o[ F [ F | $oooo 0
05/26/2005)  $130.00 2| $2000] $10.00 o C ||| ¥ [ | #so0 [
07/07/2005|  $150.00 2| $2000] $10.00 o C ||| F [/ #8500 [
F | 09/03/2005 $80.00 2| 000] $0.00 el FF 100.00 [i
5. Complete steps 1 — 4 to copy seasons to Unit Type/Rate Plan.
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6. DEFINING UNIT GROUPS, AMENITIES, & UNITS

RezOvation Desktop allows companies to operate multiple rental properties in one software package. For
companies operating multiple rental entities, each property can be defined as a Unit Group. Financial data
for Unit Groups can be viewed separately on system reports. If you are using RezOvation Desktop to
manage a single property, only one Unit Group is required. Use the following steps for updating the default

Unit Group.

1. Click Tools > Unit and Rate Setup and select the Unit Groups tab.
2. Highlight the default Unit Group and update the fields listed on the right-hand side of the window.

o
* Unit Setup

you would need bwo groups.

Group Description
P The Cliffhanger

Unit Groups

l Unit Rate Plans ] Individual Uitz ] Packages ] Tares, Deposits, Discounls] Options ]

If you operate from more than one location or wizh to keep revenue streams separate, adding additional unit groups will allow you to view
separate financial data for the groups. For instance if you operate an Inn and a bicycle rental business and wish to keep their books separately

Guotation [ ] marks are not allowed in Unit group names

Description

|i‘ Address 1

|

Add Mew Group...

Update Group

Address 2
City

State / Zip
Fhone 1
Phaone 2
Fax

‘website

» ’J Email

Delete Group |

X

| The Clffharger

| 700 Highway 1

|Yachats

|aR 97435

|5a1-322-7777

|541-888-2525

|e77-E63-1201

|www.cliffhangerinn com

|reservalions@cliffhangerinn.c:om

Booking Engine Property [d

Booking Engine Bookable Property

ird

LCloze

Companies operating multiple properties can define multiple Unit Groups by
clicking the “Add New Group” button and completing the fields to the right for

subsequent Unit Groups.
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DEFINING AMENITIES

Click Tools > Unit and Rate Setup and select the Options tab to define unit amenities and to assign colors to
unit types on the Reserve Daily screen.

-

* Unit Setup

Unit Groups | Unit Rate Plans | Individual Units | Packages | Taxes, Deposits, Discounl
Amenities Selection Amenity Choices Unit Type Colars
These nine amenities apply to all units. The first Amenities Unit type colors are used to visually
three display on the daily screen, the next three NomSmak identify different types of units an the
display on the hourly screen and the last thiee do on-amoking - ‘ reservation screens. These ypes are
niot display. To add new or to edit items, use the Ocean View | ot tied to rates o groups but are set
arid at lower right Jacuzzi Tub individually on each unit.
Balcony [King - Hon Smaking | B
Sortable display on Daily Reservation Screen Kitchenette . .
- - King Ocean Yiew . +
] v Handicap Accessible
cean Yiew :" » ‘Queem Queen - Mon Smoki ’_ §
Non-Smoking :" Queen Queen Ocean Yiew . b5
Jacuza Tub A Suite Mon Smoking ’_ =
‘Smte Ocean View . §
Sortable display on Hourly Reservation Screen . g
-
\ B4
= H
Il =
Mat Displayed
Handicap Accessible -
Kitchenette -
Balcony -
=
Add Mew
Cloze

Amenities describe units at your property. To define amenities from the Options tab, position the cursor in
an existing amenity field and enter an amenity that describes your property. In the example below, six
amenities have been defined for our sample property.

Amenity Choices

Amenities
Mon-Smoking -
Ocean Yiew
Jacuzzi Tub
Balzany
Kitchenette
Handicap Accessible

3l

Once amenities have been defined, they can be flagged as sortable using the drop-down lists on the left-
hand side of the Options window.
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@ %
* Unit Setup E|
Unit Groups 1 Uit Rate Plans 1 Individual Units I Packages 1 Tawes. Deposits, Discounts  Options I
Amenities Selection Amenity Choices Unit Type Colors
These nine amenities apply to all units. The first e Unit tppe colors are uged to visually
three displag on the daily screen. the next thiee Nan-Smoki identify different types of units on the
display on the hourly screen and the last three do RS moking = ‘ reservation screens. These types are
not display. To add new o ta edit items. use the OceanView ‘ hot tied to rates of groups but are set
arid at lower right Jacuzzi Tub individually on each unit
Balcony ‘ng - Non Smoking . §
Sortable display on Daily Reservation Screen Kitchenatte
e t—— ; - King Osean View | B4
i v Handicap Accessible
cRan View hd » Queen Queen - Non Smoki r §
|Nnn—3mﬂkil’|g j 1 Quesn Queen Dcean Yiew . +
< Suite Non Smoking r §
Suite Ocean View §§
Sortable display on Hourly Reservation Screen = §
[ B4
by
B
Add New
LClose

There are three categories for sortable amenities, described below.

1. Sortable display on Daily Reservation Screen — amenities specified in these three drop-down fields
are listed on the Reserve by Day screen.

* RezOwvation 2004 - The Cliffhanger
File Edit Mavigate View Tools ‘Window Help

ﬁ DK # ad=mE
43 | 0arvaso008 -] A P

Reserve Day

R - M T
kA

I o e

Clicking a sortable amenity sorts units based on whether or not the specified amenity has been
assigned to the unit.

2. Sortable display on Hourly Reservation Screen — amenities specified in these three drop-down
fields are listed on the Reserve by Hour screen. Units on the Hourly screen can be sorted based
on these three amenity listings, if used.

o

Reserve Hour
F3

There is no need to define hourly sortable amenities if you do not use the Hourly Reservation
Screen.

3. Not Displayed — these amenities are displayed when assigning amenities to individual units.
Please see the following section, Defining Units, for additional information.
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UNIT TYPE COLORS

Unit Type colors can be assigned to individual units to make them easier to identify on the Reserve
by Day screen. The colors and unit types defined in the Options tab are not tied to rates or groups,
instead they are assigned to each unit individually. In the following example, our sample property
has defined six Unit Type Colors that will help reservationists identify specific room types on the
Reserve by Day screen.

* Unit Setup g|
Uit Groups 1 Unit Rate Plans I Individual Lnits 1 Packages I Tares, Deposits, Discounts
Amenities Selection Amenity Choices Unit Type Calors
These nine amenities apply to all units. The first Fop R e iors are uzed bo wisually
three display on the daily scieen, the next thiee oS moki identify different types of units on the
display on the hourly screen and the |ast thiee do P | Hon mexdng = | reservation screens. These types are
not display. To add new or to edit items. use the OceanView I not tied to rates or groups but are set
arid at lower right Jacuzzi Tub individually on each unit.
Balcony |King - Non Smaking . §
Sortable display on Daily Reservation Screen Kitchenette - -
King Ocean Yiew . §
3 v Handicap Accessible
kRl :]' |E!ueen Queen - Mon Smoki r 554
Mor-Smaking :" Queen Queen Ocean View . +F
Jacuzzi Tub B Suite Non Smoking r_ 554
Suite Dcean Yiew §
Sortable display on Hourly Reservation Screen | = §
= [ B
= B4
| b
Mot Dizplayed
Handicap Accessible -
Kitchenette =
Balcony -
Add New
Close

The Unit Types defined above will be assigned to individual units in the next
section, Defining Units.

DEFINING UNITS

Define units at your property by clicking Tools > Unit and Rate Setup and select the Individual Units tab.
The first step in defining individual units is to enter the “Number of Active Units” at your property.

Pick Linit
Unit Id Mame
b 1du

Sort

%

2du

3du

Adu

Sdu

Bdu

Fdu

Bdu

Unit 1D 1du

Long Mame |Demo Uit 1

Type Calor |King - Mon Smoking

Belongs to: | The Cliffhanger

Rate Flan | GQueen-tueen

Mazimurm Unit Capacity

Ihclude in occupancy repaort
Ihclude in Online Axwailability
Baooking Engine Bookable Uit

Online URL [far anline availability uploads)

L e N Ry B s R o e

gPlanz  Individual Units ] Packages ] Tanes, Deposits,Discountsl Options I

After defining the number of active rooms at your property, select the first demo room in the Pick Unit list,
1du, and complete the following steps.
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1. Click the Edit Names button and enter a Unit ID used on the Reserve by Day screen, and a Unit
Long Name — a more descriptive name used on system reports, guest correspondence, and in the
RezOvation Booking Engine. Because the Unit Long Name is displayed to Internet guests when
displaying availability in the RezOvation Booking Engine, we recommend appending the Unit Type
to the room number. In the example below, room 101 is classified as a King room.

=

# Unit I and Hame

Enter a Unit Identification of up to sik characters and then the description of up
to Bl characters that will appear in corespondance.

1D 101

Mame |1D1

-King

Mo Quotation [ ] marks or dpostrophes [ ')

Ok | Lancel

2. Click the Sort button and specify the unit’s sort position on the Reserve by Day screen.

| . Change Sort Order

Enter the desired sort position [between 1

and 500)

X

|1

Ok | Cancel

3. Specify the Unit Type Color. Unit Type Colors were defined in the previous section, Defining

Amenities

Type Color
Belongs to:

Rate Flan

b aximum Unit Capacity

Include it occupancy g
Include in Onling &vaila
Booking Engine Book.al
Orline URL [for online g

e

King Ocean YWiew

Queend

(ueen Queen - Naon

Queen Queen Ocean View

Suite Non Smoking

Suite Dcean Yiew

S

Enter the appropriate Unit Group in the “Belongs to:” field.
Assign a Rate Plan to the unit.

Fate Plan

[King

6. Enter the unit's maximum capacity.
7. Enter checkmarks, where applicable, in the Include in Occupancy Report, Include in Online
Availability, and Booking Engine Bookable Unit fields.
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8. Select amenities that describe the unit.

Amenitiss

Ocean Yiew
Man-5moking
Jacuzzi Tub

Kitchenette

£ S i R B % B R

Handicap Accessible

9. Complete steps 1 — 8 for each additional unit.

Properties that are taking advantage of the RezOvation Booking Engine for

capturing real-time online reservations should enter a Standard Description for
each unit. This description is uploaded to the RezOvation Booking Engine and
displayed to Internet guests.

=

* Unit Setup

Standard Description

-

X

Alternative Description

Urit Groups I Urit Rate Plan: Packages ] Tares, Deposits, D\scounts] Options 1
Rt s Wi Uit ID ,T Edit Names: Sort
15 v| Ids Long Mame |‘I 01 - King
Pick. Unit Type Colar |King - Non Smoking j
Unit Id Name: | Sort| | Belangs to: [The Clffhanger =]
p 101 1 -

10 5 Rate Flan |K|ng j
103 K] Maximum Unit Capacity 3 -
104 4 Include in accupancy repart 7
105 5 Include in Online &vailability 2
108 & Booking Engine Bookable Unit i~
107 7 Online URL [for online availability uploads)
108 8
109 3
110 10 Phone extension
1 n Housekeeping Assignment | Group #1
:: : § :: g Amenities
114 18 v Ocean iew
115 15 v Non-Sr{woklng
16dy 16 I Jacuzzi Tub
17du 17 r
184y 18 I
19du 13 r
20du 20 ™ Handicap Accessible
2du il [ Kitchenette
22du 22 v Balcony
23du 23
24dy 24 v| ‘WorldFies Unit Type [d - [tvpe only] 1 -

Close
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/. LETTER DESIGN

An unlimited number of guest correspondence letters can be added to RezOvation Desktop. In order to
begin using RezOvation Desktop, the following confirmation letters should be updated to reflect your
property’s deposit and cancellation rules.

1. No Payment
2. Deposit Paid
3. Paidin Full

4. Cancellation

Letters 1 — 3 are all confirmation letters in RezOvation Desktop. If your property uses just one confirmation
letter, it is only necessary to update the letter that will be used. For example, if your property requires full
payment prior to booking a reservation, the only confirmation letter that would have to be updated is the Paid
in Full Confirmation.

Use the following steps for updating guest correspondence letters.

1. Click Tools > Letter Design. The Letter Template Design window is displayed. Here, text is
displayed along with letter Codes. Letter Codes are variables that merge data into the letter. For
example, in the sample letter displayed below, the Code <FIRST> represents the guest’s first
name.

=54l <pAME=
<ADDRESST=
<ADDRESSZ:=

<[ATE:=

Dear <FIRST=,

Thank wau far your reservation with <BNAME= we look fonward to your visit and want
you to know that we will do everything possible to make your stay pleasant and
enjoyable. Qur poal is apen from Bam to B pm and the hot tub is availahle for adults only
fram Bpm to 12pm. If you desire any special itermns such as flowers ar champagne in
WOUF room on arrival, we request that you notify us at least one week in advance.

When the letter is actually printed, letter Codes are replaced with actual data. A sample letter is
displayed below where letter Codes are replaced with data.

Eric: Johnson
A4 3rd Avenue
Denver, CO 80233

04052005

Ciear Eric,

Thank you for yaour reservation with The Cliffhanger, we loak forward to your visit and
want you to know that we will do everything possible to make your stay pleasant and
enjoyable. Dur pool is open from 8am to 8 pm and the hot tub is availahle for adults only
from Spm to 12pm. If you desire any special items such as flowers or champagne in
YOUr room on arrival, we request that you notify us at least one week in advance.

2. To update text in an existing guest correspondence letter, simply type over the text as you would in
any word processing program.
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3. To add a new letter Code, position the cursor at the point in the letter where the Code should be
inserted, click the Codes drop-down list located on the toolbar, and highlight the appropriate code.

* Letter Template D :

File Edit Yiew Insert Format Table
bzEd&E B = | F YT EE hd
[Normal] | i Lede Desciplen = =R e AR |
| ¥ ¥ ¥ ¥ ¥ 4
2 <DATE> Print Diate 4 i d i
Sty'e <DATE2: Print Date with 2-Digit v'ear
Siandard = <LDATE> Long Date
—4‘ <LDATEZ> Long D ate with Abbreviated
| <TIME> Frint Tirne
Add New Edit Name <5AL> Salutation
[ [Eve| <NAME> Full Hame
Category <FIRST> First Name
" No Payment =SAL= <hlh {LAST> Last Mame
 Depast Paid <ADDRESS <FIRST2> 2nd First Mame
¢ Paid in Full <ADDRESS <LAST2 2nd Last Hame
" Thank You <4DDRESST: Addiess 13t and 2nd Lines
™ Cancellation <DATE=> <ADDRESSLINET> Address 1st Line
# Speeellle <TIME> <ADDRESSLINEZ> Addiess 2nd Line
 Group Confimation <ADDRESSZ: City, State Postal Code
" Travel Agent Dear <FIR <COUNTRY> Country
 Ingquiy Thank <CNAMEBOTH: Both Names - f q L d
e — — ank You  ceipgTRATH> Both First Narmes ¢ farward to your visit and want
" Registration Card you to KNO\ cPHONES Contact Phone L your stay ple_asant and
. In_VU\CE_ enjoyable. crae Contact Fax hot tub is available for adults only
¢ Gift Certiicate from Bpm t <cEMaILs Carfiesh Eme] 135 flowers or champagne in
" Single Nao Style YOUF rO0m <CBUSINESS> Contact Buginess Mame ast one week in advance.
<CBPHONE> Cantact Business Phone
VWie show y <REFERRAL> Contact Refenal Source rect, please contact us as soon
as possible <IREFERRALS Inwrice Referral Source
Room: <CONTACTTYPE: Type of Contact
HDUI’|§-" RBI’fY.E_,HIELED.E.SEi. . Wehicle Description - ‘

4. Utilize the various choices on the toolbars for customizing your guest correspondence letters.
5. Close the Letter Template Design window.

8. COMPLETING OPTIONAL CONFIGURATION STEPS I

After completing steps 1 — 7, the following optional configuration steps can be completed.

1. Defining Point of Sale Items
2. Defining Packages
3. Defining a Deposit Policy

The first two optional configuration steps should be completed by properties that sell Packages. A Package
is any room rate that includes items in addition to lodging. For example, an Inn on the Oregon Coast could
sell a “Yachats Music Festival Package” that includes:

e A Bottle of Wine

e Inn Monogrammed Wine Glasses
o Breakfast

o Tickets to the Music Festival

DEFINING POINT OF SALE ITEMS

Point of Sale items (POS) are miscellaneous sales items that can be sold individually or as part of a
package. Examples of Point of Sale items include:

e A bottle of wine
o Tickets to a local festival
o  Gift shop items

e Meals
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Use the following steps for adding POS Items to RezOvation Desktop.

1. Point of Sale items are defined by clicking Tools > Unit and Rate Setup and selecting the Packages

tab.

Window  Help

Configure
Display Options
Letker Design

Lisk Edit

POS Inventary
Prink Cptions
Cnline Availabilicy

Urit 2nd Rate Setup
Property Management

* Unit Setup.

Creats new packages by clicking on the Add Naw button at the bottom
Changing an sristing package will only affect existing reservation if you
edit them. The companerts of the package are shown at right, Bookable
applies ta tems that are bookable on the Rzzdvation Baoking Engine
wher using the Bocking Engine.

Packages
Description

Length | Bookable| =
D | o ™ |

£dd New Package Edit Package |

Unit Groups | Unit Frate Flans | Individual Units_Packanes™} Tares. Depasits. Discounts| Dptions |

]

Add items to & package by picking the item from the battom list of POS items and
then clicking on the double wp arow button. First and Last means that fem is added
an the first or kast date of reservation. &l and Chid muliplies the number of persans
times the item per day. Dap+ makes the date on the item one greater than the
reservation date and applies to items like breakfast where there is no breakfast on
the arival date but there is on the day after the last night. Ones is 2 one time chargs:
ltems in Package
tem Description | First | Last | Adut| Price | Chid | Day+ | Once ﬂ

=
2 add| X Delete|  (Edieadd POS lemi|

Pick from Paint of Sale [tems
Price ﬂ

Item Description

Close

2. From the Packages tab, click the Edit/Add POS Items button to define POS Categories and POS

Items.

3. Click the Category Setup tab.

POS Inventory Setup

Description

Add MNew Category | [£

_Delete Category 1

Itern Setup & Categoy Sel Yendor Setup 1

POS Categories Tomadify ar item in the list at left, click on it and make the

changes below. Changes are saved automatically when
you cloge the window. Click on Add Mew Category at lower

]

left to create a new category.

=

X

Description |

—

Tax Clase

Cloze

4. Point of Sale items that are similar in nature and that are taxed at the same rate are grouped
together into POS Categories. Add POS Categories by clicking the Add New Category button and
then updating the Description (A) and selecting a Tax Class (B) from the drop-down menu.
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B =

POS Inventory Setup E|

Item Setup Category Setup ] Wendor Setup }

POS Categories Ta modify an item in the list at left, click on it and make the
Deseription o| changes below. Changes are saved automatically when
{ you close the window. Click on Add Mew Category at lower
P | New Category left to create a new category.

Description |Hestauranl A

Tax Class Standard T4 2]

| Exempt I

Full Tax
Local Tax

=

Add Mew Category Delete Category

Cloze

5. After adding all POS Categories, click the Iltem Setup tab.

POS Inventory Setup

Eategoly Setup I Yendor Setup ]

|.t’-‘«|| Categories j

POS lterms
D escription |~

6. Click the Add New Item button and complete the POS Item fields on the right-hand side of the
window. With a checkmark next to the “Booking Engine Bookable Item” field, the POS Item is
automatically uploaded to the RezOvation Booking Engine where it can be sold as part of an online
package. For additional information about generating online revenue with the RezOvation Booking
Engine, please contact RezOvation Sales toll-free at 866-565-1800.
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-

POS Inventory Setup E|
Itemn Setup ] Category Setup I Wendor Setup 1
- + | Tomadify anitem in the list at left, click on it and make the
|A" Fetegoriss J changes below. Changes are saved automaticaly when you
POS Items cloze the window. Click on Add Mew Item at lower left to create
Description PP L= Ltz
P | Adult Breakfast | o Il Brekfast

Restaurant -

Standard Tax -

3
Bar Code Data Scan Bar Code..
Key Item r Banking Engine v

r Rookshle Item
Reorder at
Reorder ta...
Guantity
Last Cost
Last Yendor |
Adjustment Histary
i‘
-
Add New e — |
Cloze

7. After creating the Point of Sale items that will be included in your property’s Packages, create a
special Point of Sale item called "Rate" (with the “R” capitalized). The Rate Point of Sale item
should reflect an overall rate for the room portion of your Package. For example, if the Package is
for two days and the Package room rate is $125/night (before tax), your Rate Point of Sale ltem
would be defined for $250. When this item is added to your Package it appears as a daily charge
for $125.00 and is considered room revenue for reporting purposes.

POS Inventory Setup E|
Itern Setup l Category Setup ] Yendor Setup ]
- = odif item in the i left, click on it and make th
|M Categories J cﬁanr:;elsyb‘:'\;:\?rgLna;geesls‘;rael s'?at'ecti_llguluorljn::Ent‘iﬁc:nalI}:n \:h:r: _l,leou
POS Items close the window. Click on Add Mew Item at lower left to create
Description # o ANEW i,
Adult Breakfast o_| Desoipion  |Rate
Buttle of Wine 1] Categarny Rate -
tMonogrammed \Wine Glaszes 1]
» | Mew ltem il Taw Class Full Tax -
“Vachats Music Festival 0 Price ’m
Bar Code Data __ScanBai Code... |
Kep ltem i
Fieorder at
Fieorder to..
Quantity
Last Cost
Last Wendor |
Adjustment Histary
. 5
Add Mew ltem Delete Item | = |
Cloze
If room rate varies for a given package, it may be easier to define Unit Rates and
then simply choose the appropriate Package, which includes Point of Sale Items
only, when the room is booked
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8. Add additional POS Items by clicking the Add New Item button. Once you are finished adding POS
Items, click the Close button.

I |

POS Inventory Setup E|
Itern Setup l Category Setup ] Yendor Setup ]
- To madify an item in the list at left, click on it and make the
|8l Categaries [~ changes below. Changes are saved automatically when you
POS Iterms cloze the window. Click on Add Mew [tem at lower left to create
a new item.
Description # |~ o
b it Breakfast il Description |t Breakfast
Bottle of ‘Wine 1] Category Restaurant w7
Monogrammed Wine Glaszes 1]
Fate il Tax Clasz Standard Tax h
‘rachats Music Festival 1] Frice ]
Bar Code Data Scan Bar Code...
Key ltem ™ Booking Engine v
r Bookable lkem
Fieorder at
Fieorder ta..
Cuantity
Last Cost
Last Wendar |
Adjustment History
- | :‘
Add New ltem Delete ltem | - |
<_ Close 2

DEFINING PACKAGES

Once Point of Sale items are defined, Packages can be added by clicking the Add New Package button and
completing the Edit Package window under Tools > Unit and Rate Setup > Packages.

Edit Package

Uit Groups | Uit Rate Plans | Individual Units  Fackages | Taues, Deposts, Discounts | Options |
Add items to a package by picking the tem fiom the bettom st of POS tems and

Create new packages by clicking on the Add New buttan at the battom, then dlicking on the double up arow button. First and Last means that item is added Package Mame |Yachats Music Festival
Changing an existing package wil rly affect existing reservation i you on the first of [ast date of reservalion. Adult and Child multplies the number of persons
ediit them. The components of the package are shown at right. Bookable  fimes the item per day. Days makes the date an the item ane areater than the )
applies to items that are baokable on the Rezlvation Baoking Engine reservation date and applies to items like breakfast where there is no breakfast on Package Length (if any) 2 i
when sing the Booking Engine. the antival date but there is on the day after the last night. Once is a one time charge.
Packages Items in Package Bookable on Booking Engine v
Description Length | Bockable % ltem Description | First | Last | Adub | Price | Child | Day+ | Once| =
Nane [ o F Detailed Description used This twa-night package includes a
on Booking Engine only battle of wine, Inn monoarammed wine
glasses, adult breakfasts each
M aximum length 255 morming, and two tickets to the
characters - Do not use ' achats Music Festival]

carraige return

2 Add| X Dekle it e
Pick om Point of Sale Items Save | Cancel

Item Description Price %
Adul Breakfast
Botlle of Wine
Moroarammned Wine Glasses
Rate 2
‘Vachals Music Festival

-

o8 m| =8

& Add New Package j Edit Package

Closs

The “Detailed Description used on Booking Engine only” field is the description Internet guests see when
booking the Package via the RezOvation Booking Engine. This description does not display in RezOvation
Desktop. After completing the Edit Package window, click the Save button.

Highlight the Package name in the Packages table and complete the following steps.
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FPackages
Dezcnption Length | Bookable | + |
Mane 0 v
@Yachats Pusic Festival 2 d

1. Highlight a Point of Sale Item in the list (A) and click the Add button (B).

Add items to a package by picking the itern fram the battom lizt of POS items and
then clicking on the double up arow button. First and Last means that item iz added
on the first or last date of reservation. Adult and Child multiplies the number of persons
times the iterm per day. Day+ makes the date on the item one greater than the
reservation date and applies to itemz like breakfast where there is no breakfast on
the arrival date but there iz on the day after the last night. Once iz a one time charge.

Itemz in Package
Item Diescription First | Last | Adult | Price | Child | Day+ Dnceﬂ

B X Dekete|  [EdEERPIS TR

Pick from Paint of Sale ltems

Item Drescription Price ;{
Adult Breakfast $9.00
Battle of Wine $18.00
A Monogrammed Wine Glasses $16.00
(® Rae $250.00
‘Yachats Music Festival $15.00

2. After adding a Point of Sale item to a Package, it is displayed under the ltems in Package table.
Use the checkboxes to define when and how the Point of Sale item is applied in the Package.

[temz in Package
Itemn Dezcription First | Last | Adult | Price | Child | Dap+ | Once &

P Rate |- C | Cgmon| | C [

The checkboxes in this table are described below.

Once The Point of Sale item is charged once during the package length.
First The Point of Sale item is charged on the first night of the stay.
Last The Point of Sale Item is charged on the last night of the stay.

First and Last Entering a checkmark in both the First and Last fields means the
Point of Sale item will appear on the first night of the stay, the last
night of the stay, AND every day in between.

Adult Multiply the price of the Point of Sale item by the number of adults on
the reservation.

Child Multiply the price of the Point of Sale item by the number of children
on the reservation.

Day+ The charge for the Point of Sale item begins on the second day of the

reservation. A good example of a Day+ charge is breakfast. A Day+
charge is applied on the checkout date.

By default, the Rate Point of Sale item will be divided by the number of nights of
the reservation and then applied to each night of the Package. There is no need to
check any boxes for this item.
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3. Continue adding Point of Sale items to the Package.

Items in Package

Item Description First | Last | Adult | Price | Child | Day+ | Once ;{
&dult BreakFast r N [ 200 W r
“achats Music [ [ W | $1500] T . .
Bottle of Wine W B [ | $1800] N N

| Monograrnmed W » P | 1600 T r r
Rate [ N [ 325000 T [ I—

DEFINING A DEPOSIT POLICY

Click Tools > Unit and Rate Setup and select the Taxes, Deposits, Discounts tab to define your property’s

Deposit Policy.

il Swindow  Help
Configure

Display Options
Letter Design

List Edit

POS Invenkary
Prink Cpkions
Online Availability

Lnit and R L
Property Managemenk

* Unit Setup

Uit Groups | Uit Piate Plans | Individusl Linits | Packages

Tan Class Definitions -

Individual Tawes and Effective Dates 1 Tax Class Groupings I

Set up individual taxes first. Then assigh
individual tases to tax classes. Tax classes are
then attached to items for rent or for sale. Make
sure pou have a class set up for each
combination of taxes that you will ncounter. IF
you collect automatic gratuities, they must be
set up here as well. Gratuities will show up on
your tax reports but wil be tabulated separately
from the taxes. User fees are fiked dollar
amount taxes - either daily or per reservation,

Taves and Gratuities Effective DateValue for State
Description Tupe «| | EffectiveDate|  Value |+
b State Tax Percent ﬁ » 1/1/1990| 63000
City Tax Percent
FResort Tax Percent
Exempt Tax Percent
. .|
Add New Tax Add New Effective Date ]

eposit Calculation Policy

Salent;_-r:mm Teiertage of enfire stay,
percentage of 1 day or a fiked amount. Then
enter a number for number for days before start
of reservation and/or days after making
reservation. These values are used to calculate
dates when printing letters and their inclusian in
aletter is optional.

C Percent of total

) Percert of average day

® Percert of first day

) Percert of last day

' Fired &mount

I Include Tax

10 days betore start of reservation
14 days after making reservation

o0

Automatic Discounts

Description is the name of the discount, Trigger is the number of daps required to tigger the discount, Value
iz either a fixed amount or a percent based on the entiy in the Fixed column and Daily determines whether
discount is applied daily or one time only. Only one discount can apply o a reservation. Any automatic

discount can be cverridden.
Description
¥ | None

Trigger| Valus | Fiked
il oon| T

Daiy | =
| O]

Add Mew Discount

Close

Here, use the radio buttons to specify how your property calculates deposit amounts. Enter the percentage
of the deposit amount in the text field to the left of the radio buttons. In the example below, the property
requires 50% of the total reservation amount.
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Depozit Calculation Policy

Select from percentage of entire stap,
percentage of 1 day or a fised amount. Then
enter a number for number for daps before start
of rezervation and/or days after making
reservation. These values are used to calculate
dates when printing letters and their inclugion in
a letter iz optional,

(® Percent of tatal

) Percent of average dayp
50l ) Percent of first day

' Percent of last day

) Fixed Amount

[ Include Tax
[~ Calculate zingle day at 1003

1 days before start of reservation
14 days after making rezervation

The “days” fields below the radio buttons are used to specify when a deposit is due. There are two methods
for defining deposit due dates.

1. Define a number of days prior to check-in.
2. Define a number of days after making the reservation.

Only one of the above methods is required. The calculated deposit due date may then be added to guest
confirmation letters.

TIPS AND TROUBLESHOOTING

Use this section for tips on configuring RezOvation Desktop. Common troubleshooting questions have also
been included.

TIPS

1. Do not use commas, quotation marks, or apostrophes when entering customer names, Point of
Sale items, or other data. These characters are used for processing data in the RezOvation
Desktop database and can cause problems when encountered in text fields.

2. RezOvation Desktop is an auto-save program. You do not have to click a Save button to save data
in the program. The exception to this rule is that certain windows and dialog boxes have a Close or
Update button. When encountered, click these buttons to save your changes.

3. If you convert data from another software program into RezOvation Desktop, you will still have to
complete the setup steps described in this document. Unit rates are not converted from other
software programs.

4. Click Tools > Print Options to define a default printer for each type of output generated from
RezOvation Desktop.

5. Property Management is an optional add-on to RezOvation Desktop and allows condominium
properties to track individual owner revenue. For additional information on RezOvation Desktop’s
Property Management features, please contact RezOvation Sales toll-free at 866-565-1800.

6. RezOvation offers greater e-mail functionality when used with Microsoft Outlook (not Outlook
Express). Microsoft Outlook is included with Microsoft Office. To set Microsoft Outlook as your
default mail program, go to Start > Control Panel > Internet Options > Programs and set the e-mail
option to Outlook.
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7. RezOvation cannot e-mail guest correspondence letters if you use AOL as your default mail
program. This is due to the fact that the Windows operating system does not recognize AOL e-mail
when creating and sending messages from RezOvation Desktop. However, you may copy and
paste letters from RezOvation into AOL.

8. You can receive program updates from RezOvation by downloading them from within the program.
Make sure that you are connected to the Internet and that no other programs are running besides
RezOvation. Click Help > Support > Download Update and follow the on-screen instructions. The
next time you open the program you will have the latest programming enhancements!

TROUBLESHOOTING
INSTALLATION — COPYING SYSTEM FILES

1. During installation, if the Setup Program determines that certain Windows operating
system files are out of date, the following message is displayed. If this message is
displayed, click OK to continue.

Setup cannot continue because some system files are out of date on vour system, Click OF if vou would like setup to
update these Files For you now, You will need to restart Windows before you can run setup again, Click cancel to exit
setup without updating swsten Files.

b

2. After clicking OK, the RezOvation installation program attempts to copy updated operating
system files to your PC. Once the required files are copied, the Setup Program prompts
for restarting Windows. Save your work in any open applications and click Yes to
continue. Your computer will be automatically restarted.

o you wank o restart Windows now? IF vou choose Ta', wou will nat be able ko run setup again unkil after the
] D kE tart Wind 7 IF h T’ ill nat be able k I i Ll after th
) syskem is rebooted at a later time,

L N
ﬁ
e i |

3. After restarting your computer and launching the Setup program, the system may again
identify that certain operating system files are out of date. When this happens,
RezOvation recommends performing all critical Windows system updates. Windows
system updates can be downloaded from Microsoft at:

http://windowsupdate.microsoft.com
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	After accessing the RezOvation Reports, expand the Occupancy
	REPORTS 2

	4.  DEFINING TAXES
	CREATING INDIVIDUAL TAXES
	CREATING TAX CLASS GROUPINGS

	5.  DEFINING RATES
	Queen-Queen
	King
	Suite
	Queen-Queen
	King
	Suite
	03/31/05 - 05/25/05
	95
	150
	125
	80
	95
	110
	05/26/05 - 07/01/05
	145
	150
	165
	130
	135
	150
	07/07/05 - 08/27/05
	165
	175
	200
	150
	160
	185
	09/03/05 - 03/31/06
	95
	150
	125
	80
	95
	110
	03/31/05 - 05/25/05
	115
	130
	145
	100
	115
	130
	05/26/05 - 07/01/05
	165
	170
	185
	150
	155
	170
	07/07/05 - 08/27/05
	205
	215
	240
	185
	195
	220
	09/03/05 - 03/31/06
	115
	130
	145
	100
	115
	130
	Adults
	20
	Children
	10
	UNIT TYPE/RATE PLANS
	RATE NAMES
	SEASONAL RATES

	Queen-Queen
	King
	Suite
	Queen-Queen
	King
	Suite
	03/31/05 - 05/25/05
	95
	150
	125
	80
	95
	110
	05/26/05 - 07/01/05
	145
	150
	165
	130
	135
	150
	07/07/05 - 08/27/05
	165
	175
	200
	150
	160
	185
	09/03/05 - 03/31/06
	95
	150
	125
	80
	95
	110
	03/31/05 - 05/25/05
	115
	130
	145
	100
	115
	130
	05/26/05 - 07/01/05
	165
	170
	185
	150
	155
	170
	07/07/05 - 08/27/05
	205
	215
	240
	185
	195
	220
	09/03/05 - 03/31/06
	115
	130
	145
	100
	115
	130
	Adults
	20
	Children
	10
	COPYING SEASONS

	After defining seasonal rates for the Rack Rate Name and the
	Click the Copy All Seasons button.
	Highlight the AAA Rate Name and the Queen-Queen Unit Type.
	Click the Paste Seasons button.
	Update the Seasonal Rates for the AAA Rate Name and the Quee
	Complete steps 1 – 4 to copy seasons to Unit Type/Rate Plan.
	6.  DEFINING UNIT GROUPS, AMENITIES, & UNITS
	DEFINING AMENITIES
	UNIT TYPE COLORS


	Unit Type colors can be assigned to individual units to make
	DEFINING UNITS

	7.  LETTER DESIGN
	8.  COMPLETING OPTIONAL CONFIGURATION STEPS
	DEFINING POINT OF SALE ITEMS
	DEFINING PACKAGES
	DEFINING A DEPOSIT POLICY

	TIPS AND TROUBLESHOOTING
	TIPS
	TROUBLESHOOTING
	INSTALLATION – COPYING SYSTEM FILES


	During installation, if the Setup Program determines that ce
	After clicking OK, the RezOvation installation program attem
	After restarting your computer and launching the Setup progr

