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1. Utilities

Access

Properties have the ability to restrict access to certain menu Utilities menu items by
requiring an access code. The code is set in ACConfig — Set User Access Codes. The
menu items the code protects are revenue related reports such as the M2.

In addition, a user must have a permission level of at least 3 to access Guest Letters.
This is in addition to knowing the Utilities access code. Permission levels are set in
ACAdmin on a per-user basis.

AutoClerk does not maintain your access codes.

Monthly Accounting Report—M2

Use this report to give you detailed accounting information per month per date. For
example, you can look on an actual date and see how many rooms were occupied and
how much revenue was generated.

This only reports past transactions (not future). In our example, we are going to focus
on the main M2 report. (There are many ways to use this feature, please contact
AutoClerk Support for advanced feature procedures: (925) 284-1005, Option 2.

1. Click on the Utilities icon on the Main menu.

2. Select Monthly Accounting Report-M2. An AutoClerk Information box appears
asking if you would like to show the M2 report sideways on screen.

3. If you click the Yes button, the M2 Report parameters window appears.

a. In the M2 Month/Year field, select a month and year you want the report
to pull the information.

b. The Display Only checkbox is checked by default. This means it only
displays the report. If it is unchecked, you are prompted to print each
individual page of the report.

c. The Total Only? Checkbox is unchecked by default. If it is checked, the
report displays the totals only of the categories and not the day by day
details.

d. Select your options, and click the OK button. The M2 report window
appears. A partial report is shown in Figure 1

October 2018 Ver. 1.2 5
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a5 AutoClerk - M2 for TEST HOTEL 8.2.5 Dec 1'16 thru Dec31'16 =
Toolbar  Menu Menu
M2 Report
Date Walkins Reservations Check-outs Modify Checkin |Intra (L Trsfr ([Units Rented |
Dec 1'16 2 : 5 5 1 0 0
Dec 2'16 1 8 0 1 0 1
Dec 3'16 0 0 1 0 0 3
Dec 4'16 2 0 1 0 0 1

Figure |: M2 Sideways

On the left-hand side is the date column containing each day of the
month you selected. Across the top of the report are the categories
this report provides. For all ledger debits and credits, totals are
displayed at the bottom of the report. You may need to scroll down
to see all of the days.

e. The columns are as follows:

vi.
Vii.

viii.

Xi.

Xii.

Xiii.

Xiv.

XV.

October 2018 Ver. 1.2

The first six (6) columns reflect the amount of activity at your
property. Accounting totals are shown starting with the column
seven (7).

Walkins

Reservations

Check-outs

Modify Checkin

Intra Cl Transfer

Units Rented: Final Room Count

CC Discounts: Credit Card commissions taken. This is rarely done
anymore.

Uncollectibles: Amounts adjusted off a CL account.
AD Payable: Advance Deposit refunds sent by check

AD Discount: Commission taken out by a TA in advance and not
included in the Advance Deposit check amount.

Deposit Cash: Cash to be deposited. This may differ from the
amount posted.

Deposit Other: CC deposits

Over/Short: Overages and shortages as posted. These must agree
with the difference of deposits and posted amounts.

AD Debits: Advance Deposits attached to reservations that were
checked in. They are transferred from the Ad Leger to the GL
Ledger.
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1. Total debits plus beginning balance must equal total
month’s credits plus ending monthly balance. This is true for
AD, CL and GL.

2. You will notice at the bottom of these columns there are
three (3) figures. The first is the total of the month’s
numbers. The second if the start of month balance. The last
number is the difference.

a. In order for your ledgers to be in balance, the debits
and credits must ALWAYS zero out.

xvi. AD Credits: Deposits received, less any refunds.

xvii. GL Debits: Total of ALL charges to the GL.

xviii. GL Credits: Guest payments, AD checkins, CL as payment
xix. CL Debits: Amounts transferred to CL and CL Adjustments

xx. CL Credits: Payments to CL accounts, adjustments, credits to trade
out accounts, cc discounts (rarely used).

xxi. CL Tradeouts: Amounts credited to trade out accounts
xxii. Room: Taxable room revenue.

xxiii. Non-taxable: Non-taxable room revenue. This is determined by
dividing the amount of tax by the tax rate. This is then subtracted
from the total amount of room revenue posted, giving the total
non-taxable room revenue.

xxiv. Tax: This column’s label depends on what the transaction is called
in ACConfig. This column pulls data from the second transaction
listed in ACConfig.

xxv. The rest of the columns will vary from property to property and are
determined by the transaction codes they have.

1. If a primary transaction code has sub categories, then only
the total amount is shown here.

xxvi. The last columns are your credit cards and Direct Bill numbers.
There is a columns for each of your credit card types and one (1)
for the Direct Bill activity.

4. You can access the F keys by using the keyboard, or clicking on Toolbar on the
Title bar and clicking on your option.

5. To close the report, click Escape on your computer keyboard, or click on the X in
the right corner.

a. When you close the report, an AutoClerk Information box appears asking
if you would like to include M2 details for the sub-categories of any
primary charge type that has sub-categories.

October 2018 Ver. 1.2 7



AutoClerk User Guide: Utilities and Functions

b. Click the Yes button if you want to view these details or the No button if
you do not want to see these sub-categories.

4. If you clicked No when you first entered Utilities - M2, the M2 Options window
appears as shown in Figure 2.

* AutoClerk 2 - 0
File  Toolbar  Menu
M2 Options
M2 Montheear. [MARCH | [z016
D Report Types Description Print Fields Included in Report
i Standard |F'r'irr|:ar'_-|-' Transaction T'_-I-'F]Ee:;; = Totals Only-A recap of the rmonth.
7 |GUEST 5vCS Expanded transactions for GS
8 |BANQUET Expanded transactions for BO) o | walkins, Reservations, Check-outs, Modify Inhouse, Intra CL
Txfr
1 Units Rented. CC Discounts, CL Wrte-offs, AD Payable, AD
Discounts
2 Deposit Cash. Deposit Other, Owver/Shart AD Dehits, AD
Credits

A GL Dehits, GL Credits, CL Debits, CL Credits. CL Tradeouts
A Revenue Accounts (RM, T T1. T2)

g Rewvenue Accounts (T3, Ml GS, BC. FG)

g Fevenue Accounts (NC, RE, MO, )

g Revenue Accounts (FK, SU) Cash Other Accounts (JC. . )
g Cash Other Accounts (v, MC, A, D)

g City Ledger, CL Credit Cards 1-4 (., )

0K

Figure 2: M2 Options
Use the drop down or type in the month and year you want to view.

b. The left side of the form lists, in addition to Standard, any primary
accounts that have sub-categories.

c. The numbered lists on the right side break out the transactions in groups
of five (5).

i. If you want to see the daily breakout of one of your primary
accounts with sub-categories, simply click on that account. In the
above example, you could click on Guest Svcs to see the daily
totals for the sub-accounts under Guest Svcs.

October 2018 Ver. 1.2 8
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ii. Viewing Standard is the default.

d. Click the numbered button of the accounts you want to see. Or click on ‘P’
to just see the month’s totals. If you click OK without selecting accounts,
you are returned you to the Main menu.

i. Once you click on a numbered button, the SendTo menu appears.
You can display or print the report. The report lists the daily totals
for each of the five (5) transactions you selected with a monthly
total at the bottom.

e. If you selected P, the report is a recap of the month with a totals breakout
of each of any primary account that has sub-categories.

Export M2—Variable

Use this feature to export the M2 report to a CSV (Comma Separated Variable) file,
which you can import into a spreadsheet utility such as Excel, as well as a .txt file (text

file).

Click on the Utilities icon on the Main menu.
Select Export M2-Variable. An M2 Report Option window opens.

Enter your desired date range in the Start Date and End Date fields. You can
enter past dates only.

The Write with Header Description checkbox is checked by default. This places
header descriptions on the exported file.

If you want to include subcategories of expanded charge types, the Charge Type
box on the M2 Report Option window allows you to check those subcategories
you wish to include. You can use the Select All and Select None buttons, as well
as check individual checkboxes. (This variable is optional. You can choose not to
check any checkboxes.)

Click the OK button.

7. The Export Result box opens displaying the path to the files you exported. Please

contact AutoClerk Support if you cannot find this path: (925) 284-1005, Option
2.

a. In the Top menu bar on the Export Results box, you can select SendTo,
and the SendTo menu appears.

b. Select Print to print the file paths.

Detail of Misc Posting—M3

Use this report to view or print all of the miscellaneous postings you created during a
selected date range.

The Misc (MI) transaction code is used for those transactions that require a charge type
that does not exist in your configured system.

October 2018 Ver. 1.2 9
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For example, if a guest requests a bell boy to get a bag of pet food from the market, this
charge would be entered as a miscellaneous charge, since there is no category that
exists in the system for pet food.

1. Click on the Utilities icon on the Main menu.

2. Select Details of Misc Posting. The M3 Options box appears.

a. Select the Report Type you want to see.

Totals Only: No breakouts by day or amount.

Daily Totals: When this is selected, the Show Day Totals By
selections are enabled. You can show the Daily totals by Amount,
Count (number of transactions that day), or Both.

Details: This reports gives day by day breakout with each posting
listed, a daily total and a grand total.

b. Use the drop down to select a month and enter the year you want to see.
You can enter past and present dates only.

c. The default Chg/Pymt is MI. However, you can select any transaction code
you want, including a specific sub-category.

d. If you only want to see transaction with a specific comment, you can enter

that.

Ideally, when a MI posting is done, the clerk will enter in a
comment describing what the MI charge is for. Running this report
can be used as a training tool for new employees so they learn to
put in a comment or use the correct charge code is one already
exists. This can also be used by Accounting to review the
comments and decide a new charge category needs to be created.

3. Click the OK button, the SendTo menu appears, and you can display or print the

report.

Enter Bank Deposit and Overage/Shortage

Use this function to 1) adjust your daily Cash deposit if there is any overage or shortage,
and/or 2) modify the humber of units rented on a specific day.

Changes made here are only reflected on the M2 report. The Night Audit Reports will not

change.

1. Click on the Utilities icon on the Main menu.

2. Select Enter Bank Deposit and Overage Shortage. The Bank Deposit window

opens.

3. Enter the month and year in a MMMYY format. You can enter past month and

year only.

4. Click the OK button. The Enter Bank Deposit window opens as in Figure 3.

October 2018 Ver. 1.2
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S AutoClerk 2 O
File Toolbar Menu

Enter Bank Deposit

Day of Month “_ Reset Default

(The last saved day of this month is 32)

Units Rented |0
Enter Cash Overage / -Shortage |s .00

Adjusted Figures Totals
ca s o0 Dl s 00 Current Deposits: |3 .00 |
Current Over/-Short: |$ -00 |
W 5 -00
Current Totals: |$ -00 |
MC |3 00 <Adjs - Over/Short:  [$ 00|
AX |3 .00 Difference: s 00|

The Difference must be "0" to save this record

Figure 3: Enter Bank Deposit

5. Enter in the Day of Month field the number associated with the date. For
example, November 2 means you enter 2. As you move from this field, all of the
fields in the bottom half of the window auto fill with revenue numbers for that
date.

a. Adjusted Figures: These fields contain your defined payment types such
as: Cash, Visa, Diner’s Club, Discover, American Express, JCB (Japanese
Credit Bureau), MasterCard. (Not all are shown in the example.)

b. Totals: This shows the addition of all payment types for that date.

c. Difference: This field contains the actual monetary difference.

October 2018 Ver. 1.2 11
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In most cases, you will only be adjusting your Cash due to an overage/shortage.
To make an adjustment:

a. For example, the cash deposit for a day was $251.03. However, the
actual cash deposit was only $250.00.

b. In the Enter Cash Overage /-Shortage field, put -$1.03.
c. In the CA field, put $150.00

i. Both fields must be changed as the Difference MUST be $0.00 for
the record to be saved.

d. When you tab out of the CA field, you will see that the Difference is $0.00

e. Click the OK button. An AutoClerk Info box opens informing you the M2
report is now updated.

f. Click the OK button. You are returned to Bank Deposit window. Click the
Esc button to return to the Main menu.

Adjusting the Units Rented can occur when a manual posting of a room charge is
done and the occupancy question is not answered correctly. To adjust the
number of rooms, enter the correct number in the Units Rented field.

a. Click the OK button. An AutoClerk Info box opens informing you the M2
report is now updated.

b. Click the OK button. You are returned to Bank Deposit window.

When you have completed all your adjustments, click the Esc button to return to
the Main menu.

Daily Cash Report (DCR)

The Daily Cash Report shows the previous day’s transaction totals, as well as occupancy
figures. There are additional columns for month-to-date and year-to-date. You can view
previous day’s reports through Utilities>View Past Night Audit Reports.

1.
2
3.
4. The DCR report opens. There are columns for Today, MTD and YTD. Today is

Click on the Utilities icon on the Main menu.
Select Daily Cash Report. The SendTo menu opens.

Click the Display or Print button, as needed.

actually yesterday’s amounts as today has not been closed out.

a. If you want to see days other than yesterday, you can view all past DCRs
through View Past Night Audit Reports.

The DCR only gives transaction type totals as well as numbers for rooms rented,
etc.

Historical Folios

You can use Historical Folios to reprint or make adjustments to a checked out guest’s bill
and or research a guest’s stay.

October 2018 Ver. 1.2 12
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Click on the Utilities icon on the Main menu.
2. Select Historical Folios. A History for Date window opens.

a. Enter your desired date range in a DD/MM/YY format in the Start Date and
End Date fields. You can enter past and current day dates only.

b. Click the OK button. The Historical Folio Headers for Checkout
<DateYouSelected> appears.

3. The window is divided into two areas: the top section lists the checked out folios
during the selected date span. You can click on any of the header cells to sort
that column. The bottom section is the folio for the highlighted folio as shown in

Figure 4.
&% AutoClerk 2 Historical Folio Headers = O |
File Edit Reports Search  Help  Menu
Historical Folio Headers for Checkout: Nov24'16 ->» Dec24'16 Modify Emailioptin 20 Folios
Type |Depart,ure|)1rrival |R00m|Folio|Last Name|l7irst, Na.me|Company Name |Gr0up Travel Agency|C;"In Time Ciout Time A
Guest Nowvi4'le MNowl?'le 121 A DRIMARTY 11717716 16:36 11724716 10:32
Guest Novid'lé MNowil'lé 132 A TAPER 11721716 10:12 11724716 10:3Z
Guest Novi4'le MNowl?'ls 121 B DRIMARTY 11717716 11:03 11724716 10:32

Guest NoviZ&'le MNowiL'le 10E A WELSH saM 11725716 10:40 11726716 10:EE

[wELsH 11/25/16 1|11/28/18

Cuest Nowi?'le MNowi&'lé 137 CHANGEER 11/26/16 10:E5E 11787716 11:0Z

A 3
Cuest Novzg'le Nowz?'lé 11z A comp 11/27/16 11:01 11728716 11:085
Cusst Novz9'le Nowzg'le 100 A HEAVE KIN 11/78/16 11:06 11/29/16 11:02
Cuest Dec 1'l6 Dec 1'16 101 & MiES STAN 12/01/16 15:40 12401716 13:59
Gusst Dez 1'l6 Dez 1'l6 132 A STAVE ED 12/01/16 15:42 |12/01/16 14:31

W

Histarical Folio Display  Template: |Historical Falio j Folio Send Ta... Change Log Past Correction

Room: 10ZE
WNeame: WELSH, SAM
Arriwal: NowvzZ5'le Fri Departure: Novig'le Satc

Date Trans Room MNote Charges Payments Balance
NowvZ5'le ROOM 102 B 150.00 150.00
Nowz5'16 OCC TAX 102 B 21.00 171.00
Nowvi5'1le RM TYPE 102 B 4.00 175.00
Nowvie'ls MASTERC 102 B 175.00 CR o.ao

HEXEXEEXEXEXOO014 HEXX inv#32z - 02Z1lle

Figure 4: Historical Folios
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a. Title bar Menu:
i. File:

1. Change date: This allows you to change the dates of your
search.

2. Exit: This returns you to the Main menu.
b. Edit:

i. Post Correction: This allows you to post a correction. You can post
transactions, charge credit card on file, or a new payment type.

ii. When you click this button, the Post to History window appears for
the highlighted guest’s folio. You can enter corrections in the
bottom of the window. (See Posting Historical Corrections below for
more details.)

1. If you have any questions regarding this feature, contact
AutoClerk Support for assistance: (925)284-1005, Option 2.

Cc. Reports:

i. Folio Send To: This opens the SendTo menu. You can choose to
print, display or email the selected folio.

1. If you select Options, you can select which folio transactions
to display or print.

a. If you select certain transactions to print, all of the
existing transactions remain on the folio. You are
only selecting transaction for this one time.

ii. Export Headers List To: This opens the Export History Options box.
You can choose to export with or without headers.

1. In the Export Fields section, you can choose additional fields
to export.

2. You can Add Inhouse Folios.
Click the OK button. The SendTo menu appears.
a. You can print this report or display the export.

b. If you select Edit, you can save it as a Comma
Separated Variable (CSV) file. This CSV file can then
be exported to a spreadsheet application.

iii. Thank You Letter: This allows you to send a thank you letter.
Contact AutoClerk support to configure the Thank You Letter
feature: (925)284-1005, Option 2.

iv. Change Log: This allows you to see the Change Log for the
selected guest.

d. Search:
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i. Find: This opens a Find in History box. You can set parameters in
this box in order to narrow your search criteria or filter certain
variables.

1. The Begin and End dates are based on what you originally
entered but you can search any date range.

2. Click on one of the section tabs, enter what you are looking
for in the Find field and use the ‘in’ drop down to select a
field and click on Add Search.

3. When you have entered all your search parameters, click
OK.

4. The search results, if any, will be displayed.
e. Help: This opens a Help window associated with any field you highlight.
f. Menu: Allows you to open another instance of AutoClerk.

4. Modify Email/Opt-In: When clicked, it brings up a window where you can add in
an email address (es) for the selected guest.

a. You can also select whether the guest wishes to opt in or out of email.

5. Historical Folio Display: The bottom portion shows the details of the selected
folio.

a. Select from the Template dropdown the template you wish to use for Folio
Send To.

i. Historical Folio: This is the default. It produces a folio similar to the
one produced when the guest is in house or at check out.

ii. Historical Folio with Data allows you to view all information
associated with a folio. Historical folio does not allow you to see the
large note, for example.

1. Unless you are doing research on a folio and need to see all
the data that was on it, leave this at Historical Folio.

2. If you select Historical Folio with Data, to see all the data,
click on Folio Send To and then select Edit.

b. Folio Send To button: Click this button and the SendTo menu appears. You
can choose to preview, print or display the folio.

i. If you Display the folio, you have the ability to select which
transactions you want to print on a one-time basis, or view any
voided transactions.

c. Change Log: This allows you to see the Change Log for the selected guest.

d. Post a Correction button: When you click this button, the Post to History
window appears.

i. You can post new charges and/or make corrections to existing
transactions on the folio.
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ii. Corrections can be entered using the line at the bottom, or by
highlighting the transaction and using the action buttons on the
right side.

Posting Historical Folio Corrections

1. When in Historical Folios, highlight the folio you want to post to and click on Post
a Correction button. The Post to History form appears as in Figure 5.

% AutoClerk 2 =

Help  Menu

Post to History - KEY, SCOTT:Mar 2'17 Thu-17000Q
HOZ0217: 170000

Inc|ID ‘Amount ‘Trans|Transaction|CDmment|Credit Card
Historical 35.00 P PARKING
+ Historical 145,00 RM ROON
Historical 20.30 TE QOCC TAX
Historical 4,00 T4 RM TYPE TZ
Historical 35.00 2l PARKING
: . Post Adjust
+ Historical 170,00 RHM ROCH
Historical 23.80 T OCC TAX
Historical 4.00 T4 EM TYFE TX
Historical 437.10 CR VI VIS4 432 100XXEEEX1119
Use Res GG
K119
Llze Faolio CC
K119
Count  Late Posting Total — Transaction Arnount Comment

0 5 oon ||| M LR Add to List
Esc 4|

Figure 5: Post to History

a. The Inc column indicates whether a posted room charge was counted as
an occupied room. If the room was posted as part of the Night Audit, it

7\ \

will have a *+’ in this column. Manual room posting may have a ‘+’, *-', or
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be blank, depending on how the clerk posting the charge answered the
Count Occupancy question. You can make corrections by using the entry
line at the bottom of the form or the buttons on the right.

2. Posting additional charges to a folio. (For example, you need to add in a pet
charge)

a. When in Historical Folios, highlight the folio you want to post to and click
on Post a Correction button. The Post to History form appears as shown
inFigure 5.

i. Select the transaction code by either typing it in or using the drop
down. Enter a transaction sub-code if necessary.

ii. Enter the charge amount.
iii. Enter a Comment, if necessary.
iv. Click on ‘Add to List’ and the transaction is added to the folio.

V. You can use the credit card from the reservation, from the folio, or
what was used to check out the guest by using the buttons on the
right side. AutoClerk includes the last four (4) digits of the card for
your reference.

1. ‘Use Posted CC’ will not become enabled until you click on
the credit card transaction in the list.

2. In this example, click on the Visa card entry.
3. The ‘Use Posted CC’ button is now enabled.

4. Click on the ‘Use Posted CC’ button and AutoClerk will auto-
fill the card’s data.

vi. Enter the amount to be charged. This is usually the amount
showing as the ‘Late Posting Total’.

vii. Click Add to List.

viii. The Late Posting Total MUST be $ 0.00 to complete the
transactions.

1. Click on ‘OK’.

ix. AutoClerk will call out for additional authorization on the selected
card.

1. If approved, you are returned to the main Historical Folios
screen.

X. Click on ‘Folio Send To’ to print/email a revised folio to the guest
and for your daily records.

3. Posting Adjustments to a Folio

a. When in Historical Folios, highlight the folio you want to post to and click
on Post a Correction button. The Post to History form appears as in Figure
5.
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Highlight the transaction you want to adjust. In this example,
adjust off 1 night of parking.

Click the ‘Post Adjust’ button.

1. AutoClerk auto-fills in the posting line with the amount as a
negative as well as a comment of ADJ.

Click on ‘Add to List’ and the transaction is added to the folio.

You can use the credit card from the reservation, from the folio, or
what was used to check out the guest by using the buttons on the
right side. AutoClerk includes the last four (4) digits of the card for
your reference.

1. ‘Use Posted CC’ will not become enabled until you click on
the credit card transaction in the list.

2. In this example, click on the Visa card entry.
3. The ‘Use Posted CC’ button is now enabled.

4. Click on the ‘Use Posted CC’ button and AutoClerk will auto-
fill the card’s data.

Enter the amount to be charged. This is usually the amount
showing as the ‘Late Posting Total’.

Click Add to List.

The Late Posting Total MUST be $ 0.00 to complete the
transactions.

1. Click on ‘OK’

AutoClerk will ask for the Rebate Password. Once correctly entered,
AutoClerk will process the refund. (If you do not know the
password, contact a property manager. If you are a manger and do
not know the password, contact AutoClerk Support. The password
will ONLY be given to a verified manager.)

1. If approved, you are returned to the main Historical Folios
screen.

Click on ‘Folio Send To’ to print/email a revised folio to the guest
and for your daily records.

4. Posting Room Charges to Historical Folios

a. When you post room charges to Historical Folios, depending on the
amount being posted, you may be asked ‘Increase/Decrease Tonights
Room Count.

b. How you answer this question depends on your property’s policy as well
as the circumstances.
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i. Keep in mind that the answer may affect the property’s occupied
room count for that day; not the day the room posting was
originally counted.

ii. If answered incorrectly, a manager can adjust the count through
Utilities — Enter Bank Overage Shortage, as explained earlier in this
guide.

c. AutoClerk asks the question whenever a room posting is more of less than
50% of the room rate on the folio.

i. Because a Historical Folio has a room rate of $0.00, you will always
be asked the question.

ii. Here are some examples of postings and the possible ‘correct’
answer. However, you must always follow property policy.

1. Guest was charged $175.00 room rate and should have
been charged $150.00

a. Post a -$25.00 adjustment and say No to decrease
the room count because the guest was inhouse, just
charged the incorrect rate.

b. If the rate was mischarged for multiple nights, you
can post the total and not one posting for each night.

2. Guest checked out early but was not checked out of
AutoClerk so there is an additional night.

a. Post a full room rate adjustment and say Yes to
decrease the count as the room was in fact, not
occupied.

Historical Data

You can use this feature to reprint a Post to No Room, Post a Ticket or City Ledger
payment; as well as research cancelled reservations and City Ledger payments.

1. Click on the Utilities icon on the Main menu.
2. Select Historical Data. A History Folios window opens.

3. Enter your desired date range in an MMMYY format in the History From Which
Month field. You can enter past dates only.

4. Click the OK button. The Historical Information appears.
Button Bar:
a. Find: This button opens a Search box. You can enter search criteria.

b. Repeat Find: After you set criteria in the Find button Search box, the
Repeat Find button uses your criteria. You can repeat a search with these
stored criteria by clicking the Repeat Find button.
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€. Jump: This button opens a Jump to Day box. This command allows you to
jump to a certain day or the start or end of your search criteria.

Page Down: This pages down through the data incrementally.
Page Up: This pages up through the data incrementally.

Next Folio: This button automatically jumps you to the next folio.

@ ™ o0 a

Show Folio: This button opens the SendTo menu. You can then choose to
print or preview a folio.

5. Click on the X at the top of the window, or click the Esc button on the window to
return to the Main menu.

Searching and Reprinting a Folio/Payment Example
You need to reprint a payment to the Acme Trucking CL account.

1. Click on the Utilities icon on the Main menu.
2. Select Historical Data. A History Folios window opens.

3. Enter the month and year the payment was made in an MMMYY format in the
History From Which Month field.

4. Click the OK button. The Historical Information appears.
Click Find, enter Acme in the Find What field and click Find Next.

a. The first instance is found as shown in Figure 6.
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Zk AutoClerk 2 - Historical Information > E
Help  Menu
Find Bepeat Find Jump Page Down Page Up Mext Folio Show Folio
S
[1
CL PAYMENT EY HM Mar ©'l7 0l/ACME TRUCKINGCHES#
> NET: 151.00 CR WI #43210000C000K1119 Exprxxxx auth:AUTHORIZED 0K #395914
> DISCOUNT: 0.00
> WRITE-OFF: 0.00
> TRADE-OUT: 0.00
> GROSS: 151.00 CR
> UMAPPLIED: 0.00
> PURGEL: 151.00
Junld'la
ACCOUNT
ol
JONES
45.00
45.00
Junld'la
LCCOUNT
ol
KEENE
5.00
=
Eszc

Figure 6: Historical Folio Search Result
b. This is the payment you need to reprint.
i. Click on Show Folio. The SendTo menu opens.
ii. Select Print.

c. If this is not the payment you need, click on Repeat Find and AutoClerk
will look for the next instance.

Mailing Lists

Depending on your choice, you can export different segments of guests for marketing
purposes.
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Inhouse Folios

Use this to generate a report about current inhouse guest information. This report can
be exported into a spreadsheet program.

1. Click on the Utilities icon on the Main menu.
2. Select Mailing Lists.
3. Select Inhouse Folios. The Export Inhouse Folios window opens.
4. The following checkboxes are available.
a. A Folios Only: If checked, only Folio A’s are represented on the export.

b. Must have Guest Address: If checked, only folios with guest addresses are
displayed. This is checked by default.

c. Must have Guest Email Address: If checked, only folios with guest email
addresses are displayed.

d. Must have Company Address: If checked, only folios with company
addresses are displayed.

e. Must have Company Email Address: If checked, only folios with company
email addresses are displayed.

f. Must have TA Address: If checked, only folios with travel agent addresses
are displayed.

g. Must have TA Email Address: If checked, only folios with travel agent
email addresses are displayed.

h. Include Header: If checked, then the export will include column headers
5. Click the OK button. The SendTo menu appears.
6. Choose a desired option from the SendTo menu.

a. Click on File. This opens the Save File window. Name the file. AutoClerk
saves the file to export_clerkid\ [id]\. Then, when you click the Save
button, your data is saved as a text file. Contact AutoClerk support, if you
have a problem locating saved files: (925) 284-1005, Option 2.

b. Selecting Display allows you to search within the report.
c. Selecting Edit produces the report as a text file which can then be
imported into a spreadsheet program.

Reservations

Use this to generate a report with guest Reservation information. This can be exported
into a spreadsheet program.

1. Click on the Utilities icon on the Main menu.
2. Select Mailing Lists.

3. Select Reservations. The Export Reservations window opens.
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4. Enter your desired date range in an MMMYY format in the Start Date and End
Date fields. You can enter future dates only.

5. The following checkboxes are available.

A Folios Only: If checked, only Folio A’s are represented on this report.

Must have Guest Address: If checked, only folios with guest addresses are
displayed. This is checked by default.

Must have Guest Email Address: If checked, only folios with guest email
addresses are displayed.

Must have Company Address: If checked, only folios with company
addresses are displayed.

Must have Company Email Address: If checked, only folios with company
email addresses are displayed.

Must have TA Address: If checked, only folios with travel agent addresses
are displayed.

Must have TA Email Address: If checked, only folios with travel agent
email addresses are displayed.

Include Header: If checked, the export will include column headers.

In addition, you can select to export reservations with only certain
statuses. By default, Guarantees, Holds and Share-withs are checked.

6. Click the OK button. The SendTo menu appears.

7. Choose a desired option from the SendTo menu.

a.

Click on File. This opens the Save File window. Name the file. AutoClerk
saves the file to export_clerkid\ [id]\. Then, when you click the Save
button, your data is saved as a text file. Contact AutoClerk support, if you
have a problem locating saved files: (925) 284-1005, Option 2.

Selecting Display allows you to search within the report.

Selecting Edit produces the report as a text file which can then be
imported into a spreadsheet program.

Historical Folios

Use this to generate a report about past guest information. This report can be exported
into a spreadsheet program.

A W N B~

Click on the Utilities icon on the Main menu.

Select Mailing Lists.

Select Historical Folios. The Export History window opens.

Enter your desired date range in an MMMYY format in the Start Date and End
Date fields. You can enter past dates only.

The following checkboxes are available.
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A Folios Only: If checked, only Folio A’s are represented on this report.

Merge Rates on A-D Folios - Include Orphans: If these are checked,
AutoClerk will merge the rates on the B-D folios of the same guest/stay
with the rates on the A folio.

i. An orphan is determined to be one if an A folio is not found that
was inhouse during the dates of the B-D folio and the B-D folio is
within the date range. All orphans for a given day are combined
together for that day into one record. I.e. you have three B folios
100.00, 20.00, and 50.00 for the 3rd, the total rate will be 170.00
and the average rate will be 170.00 because it is for 1 day.

Must have Guest Address: If checked, only folios with guest addresses are
displayed. This is checked by default.

Must have Guest Email Address: If checked, only folios with guest email
addresses are displayed.

Must have Company Address: If checked, only folios with company
addresses are displayed.

Must have Company Email Address: If checked, only folios with company
email addresses are displayed.

Must have TA Address: If checked, only folios with travel agent addresses
are displayed.

Must have TA Email Address: If checked, only folios with travel agent
email addresses are displayed.

Include Header: If checked, the export will include column headers.

6. Select a template to which you wish to export the data from the Template to Use
pull-down menu. (This exports your data as a CSV file to a text file.)

Click the OK button, and the SendTo menu appears.

Choose a desired option from the SendTo menu.

a.

Click on File. This opens the Save File window. Name the file. AutoClerk
saves the file to export_clerkid\ [id]\. Then, when you click the Save
button, your data is saved as a text file. Contact AutoClerk support, if you
have a problem locating saved files: (925) 284-1005, Option 2.

Selecting Display allows you to search within the report.

Selecting Edit produces the report as a text file which can then be
imported into a spreadsheet program.

Travel Agent Historical Folios
1. Click on the Utilities icon on the Main menu.

2. Select Mailing Lists.

3. Select Travel Agent Historical Folios.
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4. The Export History window opens.

Enter your desired date range in an MMMYY format in the Start Date and End
Date fields. You can enter past dates only.

6. The following checkboxes are available.

a.
b.

A Folios Only: If checked, only Folio A’s are represented on this report.

Merge Rates on A-D Folios - Include Orphans: If these are checked,
AutoClerk will merge the rates on the B-D folios of the same guest/stay
with the rates on the A folio.

i. An orphan is determined to be one if an A folio is not found that
was inhouse during the dates of the B-D folio and the B-D folio is
within the date range. All orphans for a given day are combined
together for that day into one record. I.e., you have three B folios
100.00, 20.00, and 50.00 for the 3rd, the total rate will be 170.00
and the average rate will be 170.00 because it is for 1 day.

Must have Guest Address: If checked, only folios with guest addresses are
displayed.

Must have Guest Email Address: If checked, only folios with guest email
addresses are displayed.

Must have Company Address: If checked, only folios with company
addresses are displayed.

Must have Company Email Address: If checked, only folios with company
email addresses are displayed.

Must have TA Address: If checked, only folios with travel agent addresses
are displayed. This is checked by default.

Must have TA Email Address: If checked, only folios with travel agent
email addresses are displayed.

Include Header: If checked, the export includes column headers.

7. Select a template to which you wish to export the data from the Template to Use
pull-down menu. (This exports your data as a CSV file to a text file.)

Click the OK button, and the SendTo menu appears.

Choose a desired option from the SendTo menu.

a.

Click on File. This opens the Save File window. Name the file. AutoClerk
saves the file to export_clerkid\ [id]\. Then, when you click the Save
button, your data is saved as a text file. Contact AutoClerk support, if you
have a problem locating saved files: (925) 284-1005, Option 2.

Selecting Display allows you to search within the report.

Selecting Edit produces the report as a text file which can then be
imported into a spreadsheet program.
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Historical No-Shows and Cancellations
1. Click on the Utilities icon on the Main menu.

2. Select Historical No-Shows and Cancellations. A No Show/Cancellation Report for
which Month and Year window opens.

a. Enter date for which you wish to see the report. Use a MMMYY format. For
example, if you enter APR11, you see no-shows and cancellations from
January and February (60 days past).

3. Click the OK button. The SendTo menu appears.
a. Click the Display or Print button as needed.

b. The report is separated by Cancellations and No Shows for the requested
time period. There is a count at the end of each section.

4. Click on the X to close the Report Display window, and you return to the Main
menu.

Guest Letters

The Guest Letter features allow you to create and modify Confirmation, Cancellation,
Reinstate, Welcome, Thank you, and No Show letters. In addition, if you are a BW
property, you can modify your BWR/Loyalty Welcome Letter. Properties can also create
a City Ledger/Accounts Receivable Invoice Cover letter here. Letters can also be created
for groups. Contact AutoClerk Support for help in creating/modifying letters: (925) 284-
1005, Option 2.

AutoClerk offers an elLetters option which is done through a third party. As reservations
are made, modified, cancelled, guest arrives and departs, different letters can be sent
out to the guest. Please contact AutoClerk Sales (925) 284, 1005 if you are interested in
this product.

Letter Templates Editor

Contact AutoClerk Support for help in creating/modifying letters: (925) 284-1005,
Option 2.

CL Cover letters are the simplest letters to create. The steps are:

1. Navigate to Utilities — Guest Letters — Letter Templates Editor and select CL
Invoice Cover Letters.

2. The initial form opens as shown in Figure 7.
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3 AutoClerk 2 - o

File “iew Toalbar
CL Invoice Cover Lefters Guestinfo || Companyinfo  Reslnfo Té Infa System Info Select by Double Clicking
1 14 20 30 4an 50 &0

Company Name
[P [P [P [P [P [P [P [P ] Contact Laszt Naue

Contact First Name
Contact Title
Street

StreetZ

City and State
City

State

Postal Code
Country

Compahy phone#
Company phonez #
Company fax #
Company email
Companhy emailz
Company url

Figure 7: Cl Cover Letter Template

3. The form opens with Guest Info tags listed but as you will be using mostly
Company Info, this has been selected.

4. You will be printing these letters on your letterhead so be sure to leave spacing
at the top and bottom, as necessary, to account for a logo, address, etc.

5. If you want date you are sending the letter to appear, click on the System Info
button, and then double click on ‘The date today’ in the list. A parameter window
opens as shown in Figure 8.
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5 AutoClerk 2 = B

File  ‘iew Toolbar

CL Invoice Cover Letters Guest Info | Company Info]  Res Info T4 Info | Systern ko Select by Double Clicking

1 10 z0 30 40 50 1] 70 a0 - s
[P [P [ [eeeannnns [P leeannnns [ [ [ e Gre OF PElmEm
Day of week for today:Z char
Tab to position
Form Feed
% AutoClerk 2 =
Help
Date Today

Today's date. The field can contain up to 18 characters.

Tabs:
Arguments:

Modify Date: 0 Add or subtract days from this date
Options:

AutoClerk Format: I Checked - "JUNE 13, 2002" - unchecked = "JUN1302"

Esc Ok

The date today Htoday}

Figure 8: Cl Cover Letter Date Parameter

a. In most cases, you will want to use the full date format so check that
checkbox. If you want to tab the date, set that parameter.

i. When complete, click OK and the token will appear on the screen.

ii. You can move the token by using the ‘enter’ key on the keyboard.
b. The next step is to add in the Cl Account mailing info.

i. Click on the Company Info tab.

ii. The CL Account info correlates to the Company Info selections.

iii. Position the information on the template by using the enter key.
Where the blinking cursor is, is where the token will appear.
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iv. Double click on the information particulars such as Company
Name, Address, etc.

1. Each time you double click on an item, a parameter window
will open, similar to the one shown in Figure 8. This will
allow you to format how the data will appear on your letter.

c. Once the address tokens have been added, you can type in what you want
your cover letter to say.

d. When you have completed the letter’s text, click on File, the Save &
Install.

i. Give the letter a name. In this example, it is cl_cover.txt, as
shown in Figure 9.

=] AutoClerk 2 - etcletters/cl_cover.nit - =
File ‘iew Toolbar

CL Invoice Cover Letters GuestInfo || Campary Info Fes Info T4 Info System |nfa Select by Double Clicking
40 50 60 7
|

0 &0 Company Name
[ [ [ [ [T [, [ | Contact Last Name
Contact First Name

§{today} Contact Title
Jtreet
Street
Citcy and State
 { COMpAry} giti
§{co_firstname"Attn: %s"} §(co_lastnc <% AutoClerk2 - B po:tsl Code
§{co_street} #fco_streeti} Country

§{co_cityst} Company phone#

Fico_zip} t Company phonez #
cl_cover 30t Company fax #
contract Company email
contract_plaintt Company emaill

i Company url
Attached please find your most current |CONract_plain_group.td ISRy

contract_plain_graup_in.txt
Payument iz due in full upon receipt. e_contract bd
emailprefistd

Pleaze contact us immediately is there |export_hist_labels td
export_hist_lang bt

Thank you. export_hist_short

export_hist_tatd

expon_reservations txd A
Regards,

Save As: =By

The Inn's Accounting Manager
Esc Ok

Figure 9: Cl Cover Letter Save
e. Click OK at the Confirm window,
i. You are brought back to the main letter form.

ii. Click on the red 'x’ to close the form and you are brought to the
distribution form.

6. Click on the drop down arrow for ‘Choose a Letter Number’.
a. Select 00.
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b. You can give the letter a name. This is handy is you want to have a
different letter for overdue invoices. This one has been named ‘Default’.

c. Drag and drop the text file you just created to the Template field for ‘Use
for Display...” and ‘Use for Print’.

i. CL Cover letters cannot be emailed at this time so that field does
not need to be completed.

d. The completed form is shown in Figure 10.

% AutoClerk 2 - B
Toalbar  benu
City Ledger Invoice Cover Letter

Template Editar <Add/Mod=
Availahle Templates

Choose a Letter Number: |og - cl cover
cl cover 30
MName: |Defau|t contract

contract plain

contract plain group
contract plain group in
emailprefix

Template: |c|_cnver export_hist labels
export _hist long
export hist short

Use for Print export_hist ta

export reservations

e contract

Use for Display, Browse, Edit, and File

Template: |c|_cnver

Style Sheet: | thankyou
thankyou2h
XMl cancel
Mlreservy
Use for Email confirmation.rtf

Ermail Header Template: |

Ternplate: ||

Availahle Style Sheets
contractprint

Figure 10: CL Cover Letter Distribution
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e. Click OK to save your setup, and click OK on the confirm window.
i. Click ok to return to the AutoClerk main menu.
f. Repeat the same steps if you want to create additional letters.

g. Once you have created a letter(s), when you go into the CL Cover Letters
form, your Letter Template(s) will be listed, as shown in Figure 11.

% AutoClerk 2

File  Toolbar Menu
City Ledger Cover Letters

LetterTemplate: [[MERBREEN
Inv | CL Customer Comment
H  HOUSE USE Colact Al
KPP KAISER PERMAMNENTE DB RKTH OMLY —
01 ACME TRUCKING DIRECT BILL RM/TH ONLY Select Nane
SL | STANFORD UNMERSITY LAW SCHOOL =
02  AAA STORAGE

Figure | I: CL Cover Letters

h. You should always run a test cover letter to make sure your formatting is
correct.

i. If not, you can go back into Guest Letters and make adjustments.
Be sure to Save and Install you changes. You can use the same
name for the modified letter template.

Setup Letter Templates

This is where you go to set up the distribution of your letters. For example, you have
multiple confirmation letters. By setting them up here, when you make a reservation
you can decide which letter to send.

Contact AutoClerk Support for help in creating/modifying letters: (925) 284-1005,
Option 2.

Extended Setup for Letter Templates
Contact AutoClerk Support for help in using this feature: (925) 284-1005, Option 2.

Print Thank You Letters

Once you have created a Thank you letter, you can then send out Thank you letters via
email or regular letter.
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1. Click on the Utilities icon on the main menu. Select Guest Letters, then Print
Thank you Letters.

2. Enter the guest check out date range you want to send letters for.

a. Click OK.
b. The Thank you Letters form opens as shown in Figure 12.
% AutoClerk 2 =
Help  Menu
Thank You Letters Double Click row to see specificfalio Clear &l | Set Blanks To| Setdl To |
l[d |Last Mame First Mame Checkout Email |Use |
1 SMART MAMWWELL Qct1316 Thu (smimid@aol.com |
2 |SMART MAXWWELL Cct3116 Mon | smmigaol.com 0
3 |BOND JAMES MNow 316 Thu | smmi@aol.com 0
4 |WINTERS JAMES MNow 3168 Thu | smmi@aol.com 0
5 |GREENE MIKE Mov 316 Thu  smimi@aal.com 1]
6 |PELL JULIE Mowl1B1E Fri 0
7 |FREED JOSHUA Mov2116 Mon 0
g8 |LEEDS ANNIE Dec 416 Sun ]
9  |RECEPTION Feb 517 Sun 0
10 |KEY SCOTT War 217 Thu 0
< »
10 falios Use: template number Available Templates »>| Code Description

1) 0 = thankyou bxt
2) # = thankyou## b i_e (thankyou2?2 bd)
3) Blank = Do not run

1 28 stays

Figure 12: Thank You Letters
3. If the guest had an email address on the folio, it is included here.
4. Use the buttons at the top of the form to auto-clear or fill the ‘Use’. Column.

a. This column tells AutoClerk which letter to use for which guest.
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5. Once the setup is complete, click *OK’ and you are presented with a SendTo
pipeline where you can select to print or email the letters.

View Past Night Audit Reports

1. Click on the Utilities icon on the Main menu.

2. Select View Past Night Audit Reports from the Utilities menu. The Past Night
Audit Reports window opens as in Figure 13. The left pane contains reports for
the past 30 days. The right pane lists the report types produced during the audit,
regardless of whether or not they are marked to be suppressed.

* AutoClerk 2 - o
File  Help  Menu
Past Night Audit Reports
Reports:

File Mame Date E ~ Datesto Show

Start Date End Date
undelivered 20170302.r3 Mar 217 Thu [Feb0z 17Tha jaroz 17700
tan_wariations. 201 70302 x4l Mar 217 Thu
tax_set_exempts. 201 70302 2ml Mar 217 Thu Show Report Types Check Al | Check Nane
rateexception. 200 70302 wml Mar 217 Thu v| advdepreport
ratechange. 201 70302 k=t bar 217 Thu vl chrono
noshow, 201 70302 tat Mar 217 Thu v clcards
nalog. 207 70202, Mar 217 Thu vl culreswithdeposit
inhouse._guests. 20170302 sl Mar 217 Thu 7 datacap
inhause,_clerical, 20170302 4ml Mar 217 Thu Ader
group_releaze. 20170302 xml Mar 217 Thu : gigruysplttdueipiry
encipt_expiry, 201 70202, <ml Mar 217 Thu v gruup_rglease
depositdue, 201 70302, xml Mar 217 Thu ¥l inhouse_clerical
dr, 200 70302, xml Mar 217 Thu v inhouse_guests
datacap. 2017030251 encip bar 217 Thu ¥l nalog
cxlreswithdeposit. 201 70302, xml Mar 217 Thu v noshow
cloards. 20170302 (3 Mar 217 Thu v ratechange
chiono. 20170302 fr3 Mar 217 Thu ¥ rateexception
advdepreport, 201 TO302. sl Mar 217 Thu ¥l roomsuppressions
Zout 20170301 3 Mar 117 wed vitax_set_exempts
undelivered 2017030153 Mar 117 wed v tax_\tgrlatlons
v undelivered

taw_wanationz, 200170307 xml Mar 117 wed 7 zout
taw_zet_ewempts. 20170307 =l Mar 117 wed
roomsuppresziong. 201 70307 bt Mar 117 wed
rateexception. 201 70307 «ml Mar 117 wed
ritechanue.ZD‘I FO307.txt Mar 117 wed N b

Select Reload

Figure |3: View Past Night Audit Reports
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Click the File Name or Date header to sort that column.

Double-click on a line entry in any of the reports, and the SendTo menu opens.
a. Click Display or Print, as appropriate.

You also have the ability to set date and report parameters.

a. For example, you need to see just the credit card sales batch from the
previous month.

i. Enter the start and end dates of your search.
ii. Click on ‘Check None’, then just check the box by ‘datacap’.
iii. Click ‘Reload’.
iv. 'ghe left pane refreshes to list the datacap reports for the selected
ates.

b. Double-click on a line entry in any of the reports, and the SendTo menu
opens.

c. Click Display or Print, as appropriate

Click the X in the Report Display window when you are finished reading the
report, and you return to the Main menu.

Pace Report Export

AutoClerk can produce a Pace report automatically as part of the audit. This feature
allows you to produce the report outside of the audit.

1.
2.

8.
9.

Click on the Utilities icon on the Main menu.

Select Pace Report Export from the Utilities menu. The Export to CSV Source
Projections window opens.

Select your export options on this window.

The Include Headers checkbox is checked by default, so you Check see headers
in the report. Unchecked it if you do not want to see headers.

Enter your desired date range in an MMMYY format in the Start Date and End
Date fields. You can enter past dates only.

From the Rate Inclusion menu, select the rate range you wish for the report. You
can choose to use today’s rates or not use today’s rates.

From the Posting Inclusion menu, select the posting range you wish you use. You
can choose to use today’s postings or not use today’s posting.

Click the OK button, the SendTo menu appears.

Select Display, and a window opens with the Pace Data Export report.

10. Click the red X to close the window and return to the Main menu.
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TA to QuickBooks

This is a back-office accounting software interface. Contact AutoClerk Support in order to
use this feature: (925) 284-1005, Option 2.

CRM Exports

This is a customer relations management (CRM) software interface. The two (2) menu
items are only used by AutoClerk technicians when the interface is first enabled at your
property. If you are interested in this interface, contact AutoClerk Sales: (925) 284-
1005.

Checkouts File

Arrivals File

Call Accounting Report

A Call Accounting interface calculates and charges accordingly for phone calls made from
a guest room to the guest’s bill.

This report is only applicable is you have the interface. It reports on the calls made
from guest rooms. If you are interested in this interface contact AutoClerk Sales: (925)
284-1005.

Administrative Extension Report

The Administrative Extension allows you to generate a report of phone calls made from
non-guest rooms. For example, the GM’s office phone bills. You must have a Call
Accounting interface in order to use this report. If you are interested in the interface,
contact AutoClerk Sales: (925) 284-1005.

Encryption Key/Login Expiration Report

Generate this report to find out when your encryption keys and login information for
AutoClerk and its interfaces expire.

1. Click on the Utilities icon on the Main menu.

2. Select Encryption Key/Login Expiration from the Utilities menu. The SendTo menu
opens.

Select Display from the SendTo menu.

4. The Encryption Key Expiration Report opens in your default browser window. You
can return to the Main menu whenever you wish. This report stays open until you
choose to close it by closing the browser window.

5. This report prints by default on the Night Audit when there is a key scheduled to
expire in the next 14 days.

a. The report will continue to print until the issue is resolved.

b. Review the ACAdmin Module documentation for more information and/or
contact AutoClerk Support: (925) 284-1005, Option 2.
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2. Functions

This section details functions related to managing your property.

Night Audit

Much of a night auditor’s job is property specific. The function of a night audit is to use
AutoClerk’s features to do as follows:

1. Automatically posts room and tax to inhouse rooms and folios
Transmits the sales batch

Obtains increases in credit card authorizations as necessary
Backs up data

Closes out the data for the day

Begins a new day cycle of data

Q o U A wN

In order to run the Night Audit, the following must be in place:
The data must be on Shift 3

2. All guests due to check out must be checked out. You need to extend the stay of
those particular guests for the audit to run.

A checked in room must at least have an A folio.
4. The Night Audit must be run on Station #1.

Pre-Audit Checks

The pre-audit checks are determined by the auditor’s assigned tasks. They may include
the following:

Check for dirty rooms.

Cancel any non-guaranteed reservations.

Post any outstanding charges such as parking or pet fees.
Balance the day’s work.

Print reports needed while the audit is running.

o vk wN =

All guests due to check out are checked out of the system

Running a Night Audit

You can run the Night Audit at any time but only on the current day. For example, if
your front desk is closed from 10pm to 7am, you can run the Night Audit at 9:30pm or
6:30am.

1. On the Main menu, select Hotel from the Top menu bar.
2. Select Night Audit from the Hotel menu. The Night Audit Access Code box opens.

a. Enter the code. (It was given to management during training.)
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3. The NA Reports Not to Print window opens.

a.

Click the OK button.

4. If you do not have 10 transactions that current day, an AutoClerk Warning box

appears.
a. Click the OK button.
b. You must post dummy transactions in order to have 10 for the day.
c. Once you have at least 10 transactions for the day, re-start the Night
Audit.
d. If you have questions on posting, contact AutoClerk Support: (925) 284-

1005, Option 2.

5. Click the OK button. The Room Posting window opens, as shown in Figure 14.

The left panel lists all the inhouse rooms and folios.

Rooms which appear in a red font indicate that room charges were
manually posted during the current day. Investigate any rooms or folios in
a red font to determine if room charges need to be posted during the
audit.
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Room charges will post Room charges will NOT post
101A MEENS 113A* OPPENHEIMER
_Seectdl |00 KEEL
1028 KEEL
103A PERCH
_Selecttiore | | 1048 poLLITT
v 104A POLUITT 107A ANDERSON
v/ 107A ANDERSON 1152: ggmg
l v 112A CARLIN
113A" OPPENHEIMER
v 116A ADAMS

Unchecked rooms will NOT post room and tax. (Preset unchecked rooms have had positive room and tax posted to them today. )
|k - D] |

Figure 14: Room Posting Window

6. To check those rooms in a red font, press F9 on your computer keyboard. The
Post to Room window opens.

Enter the room number, Folio A and a transaction code.

Click the Folio-F5 button on the right side of the window. The SendTo menu
opens.

9. Click on Display and the guest folio appears. You can review the folio to
determine if you need to post the room charges, since by default AutoClerk does
not post room charges for those rooms if they appear in a red font. In our
example, you are not posting room charges to this room.

10. Click the OK button on the Room Posting window. This starts the audit. An
AutoClerk Information box appears informing you that the data backup is
complete, room charges are posted, charges are transmitted, and a new day is
starting. When the audit completes, you return to the Main menu on a new day
on Shift 1.

October 2018 Ver. 1.2 39



AutoClerk User Guide: Utilities and Functions

11. Any reports not suppressed (in ACConfig), print at this time.

12. Make sure to review the sales batch to confirm both the batch and the increased
authorizations transmitted without error.

13. Perform any functions related to preparation for the new day. For example, print
registration slips for today’s arrivals.

Function Keys

Use the function keys to interrupt any process in AutoClerk. For example, if you are in
the middle of a checkin, and someone calls on the phone asking for a guest, you can
press F2, and lookup a guest without losing the reservation information.

F1-Help

1. This button toggles on when you are in a different window, and if you click it,
available help messages appear in a pop-up window.

2. Also, if your cursor is in the following fields, which have a Magnifying glass icon
next to them, you can access the Profiles list.

e Reservation form: Last name, first name, phone number, company name,
company phone, travel agent.

e Checkin form: Last name, first name, phone number, company name,
company phone, travel agent.

F2-Guest

Use this to lookup guests, search, and check messages for guests while you are
performing another process in AutoClerk.

Click the F2 button. The Guest Lookup window appears. This window displays all
inhouse, arriving, and checked out guests for the current day as shown in Figure 15.
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S AutoClerk 2 - Guest Lookup =

Edit  View Find Help

Search For | ‘within Field; |Last Mame - Reminders More Info... |

Status |Last Mame First Mame |F|00m |N0te |E0mpan_|,l | ~

IM BEAR ED 1184 WILDERS

JEITR ConoR KIM 105 4 tlost1216PM  clour

IM HaVERLY GWEM 1294

IM HaVERLY GWEMN 129B

IM HavES GREG 100 &

I LOMG FRAME. 1104

IM MASTERS ALAN 135 4

RES OWENS AMMIE ? *RESERVATION -170035 arrival® v
Esc I | e Inhouse I e LChecked Dutl | v Arivals I

Arrival: Mar25'l?za Departure: Mar27'ltmo City/fState:
Figure 15: F2-Guest Lookup.

Toolbar
1. Edit

a. Save “View Setup” As: Once you have set up parameters for your use
through View, you can save that setup so you can use it in the future.

b. Exit: Escape from the F2 screen

a. Sort by Status: Clicking this re-sorts the list, grouping guest by status,
then room number order.

b. Show Columns: You can go here and select which columns you want to
see.

i. The defaults for column headings are: Last nhame, First name,
Company, Room number, and Note.

1. You can pick which columns you wish to appear during this
one viewing by checking the space next to the column
heading.

ii. If you want your parameters to be template, once you have set
them up, click on Edit - Save “View Setup” As and name your
template.

1. The next time you are logged into a station and you want to
use your template, click on View and you will see it listed at
the bottom. Click on it and your template will be loaded.
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Search

1. Search For:/Within Field: Use these fields to quickly find a guest. The default is to
look within Last Name.

More Info

1. Once you have highlighted a guest, if you click on More Info, you are directed to
a new screen with more of the guest’s info such as Pay Type, Number of guests,
etc.

Body

1. You can view the last name, first name, Room, Note, Company, Arrival,
Departure and City/State of a guest. Highlight a guest and click the More Info
button to obtain a guest’s pay type, current balance, rate class, and guest
contact information.

2. Click on any of the column headers to sort them. (The window defaults to last
name.

3. Besides using View - Show Columns to customize the form, a manager can set
global parameters as to what is initially shown through ACConfig -
Defaults/Options — Options.

Status Showing

1. The Inhouse (teal), Checked Out (pink), and Arrivals (yellow) buttons at the
bottom of the window are filters. If you click on a button with a green checkmark,
the checkmark toggles to a red X and the guest with that status are not shown.

Phone Messages and General Messages

This feature is set up through ACConfig, and it is not normally enabled. In this example,
the function has been labelled ‘Reminders’.

1. On the Guest Lookup window, if you single click to highlight a guest name, and
the Phone Msg button appears in red, it means that guest has a message.

a. For example, someone called the desk to leave a message for the clerk to
give to the guest.

2. The label for this button is user configurable so it may say Reminders, Notes, etc.
It is each property’s responsibility to know if they are using this feature, and if
so, what the label reads.

a. Refer to the ACConfig Module documentation for setting this feature up.
Or contact AutoClerk Support: (925) 284-1005, Option 2.

3. If you click on the Phone Msg button for a guest that has messages, all messages
are listed. New messages are marked with New. If a message has been delivered
to a guest, it is marked with the date and time it was delivered.

a. New, undelivered phone messages also appear in the Checkout screen
when you check out a guest.
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4. If you need to leave a new message for a guest, double click on the guest’s

name.
a. Click the New button.
b. Enter the name of the caller in the Caller field.
c. Enter the callback number in the Phone field.
d. Enter the message in the Message field.
e. Click the Save button to save your message.
f. Click the Print button if you wish to print the message and hand it to the

guest.

g. If you click the Delivered button, the status changes from New to
Delivered, and the Phone text with a yellow background no longer appears
on the Checkout form.

F3-Rooms

Use this to look up individual, available rooms and their status. You can pick a room
when you checkin a guest or checkin a walkin. You can also use F3 to authorize a
guest’s credit card in order to save time, and then formally checkin a guest at a later
time.

Lookup Rooms and Authorize Credit Card
1. Click the F3 button. The Rooms window appears as shown in .Figure 16.
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Sk AutoClerk 2 - Rooms =
Foom Features: (Grayed out = Use regardless of value)
Emoking

0¥ OCEAH VIEW
SB SOFABED

Room Type: I =

(leave blank for all room types)

Mumber of days: 1

Arrival Date: |Har2 &' 173un

Include Dirty Rooms: [
Blocked Hooms Only: [

All True ==
All False ==
Lge All ==

Esc ]4

.Figure 16: F3-Rooms

2. Enter a room type in the Room Type field, or choose one from the pull-down
menu. If you leave this field blank, the display shows all room types.

a. Enter the number of days the guest wants to stay. For example, if you
need a King room available for 3 days, enter the number 3.

i. Itis important that you put in the correct number of days as the
results may not be accurate if you do not. For example, if you have
a guest staying 3 nights and you only put in 1 night, the results
that are returned and the room you select may only be available
for 1 night and not 3.

b. Enter a current or future date in the Arrival Date field. The default is the
current date.

i. If you are in a reservation and hit F3, the Arrival Date is the Arrival
Date of the reservation.

c. If you leave the Include Dirty Rooms checkbox unchecked, you see only
vacant and clean rooms.
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d. If the Blocked Room checkbox is checked, you see only rooms that are
pre-assigned. If it is unchecked, you see all available rooms. (This feature
isn't intended for making reservations. It's a checkin function.)

e.

If you need to find a room with a view, and view is a specified room
feature, you can filter all available rooms by this feature.

i. To search for rooms with certain features shown in the Room
Features list, use the following buttons:

1. All True: Checks all the checkboxes.
2. All False: Unchecks all the checkboxes.

3. Use All: Checks all the checkboxes. This is the default.
3. Click the OK button, and the Rooms Grid window opens as shown in Figure 17.

R AutoClerk 2 - Rooms =
All Yacant & Clean KING MON-SMOKING= for 3 Hights starting Today
K=

24 < Minimum Awailable

_____ 1 DW 103 1044 108y 111 a2 1144 115 11EY 1

11 120 121 122/ 12 124y 1254 126Y 127 12aw
200

Figure 17: F3-Rooms Results

Notice on the grid is states "24 < Minimum Available. However, only 21

rooms are listed. This may be due to rooms still occupied or are not yet
clean.

b. The legend for the last character of the room number is:
i. V: Vacant and Clean
ii. D: Vacant and Dirty
iii. R: Reserved and Clean
iv. W: Reserved and Dirty

4. Click on the cell with the room number. The Authorization Amount window
appears.

a. In the Folio A field, enter the amount to authorize.

b. The default amount is your designated Rack rate for the number of days

selected and whatever amount your property configures to cover
incidentals.
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Click the Save button. You are prompted to either swipe a credit card or
process the card through your EMV unit.

i. If you wish to enter a card humber manually, click the Esc button.
The Manual Entry of Credit Card window opens.

ii. Once the credit card is authorized, the room is now tagged with a
blue background.

Click the Save button. You return to the Main menu.

5. Up to this point, you have chosen the room and authorized the credit card. When
you need to check in the guest, on the Main menu, click the Checkin icon.

a.
b.

F4-Avail

Select the guest and double click.

Enter the guest’s room. Once you have tabbed past the room number, the
Pay Type now contains all of the credit card information you entered
previously on the F3 screen.

Use this to see the available number of rooms for your hotel broken out by room type.
In addition, you can view rates for each particular room type. You can specify rooms by
rate class and other variables. You can also view the total humber of rooms available as
well as the percentage of rooms available.

1. On the Main menu, click on F4. The Availability box appears as shown in Figure

18.
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=] AutoClerk 2 - Availability =

File Edit “iew Tools
Starting Date Rate Class Adults Children Infants Crib Rollaway

0/17 RL j |2j |Dj |Dj I I Rows ‘ Display
Select a date from 0302617 = 02021022
Date Type | kG| an | oo su| cF| x| 7ol % | o8] "
Mar3077 Thu| Available | 27 32 E 5] 2 1] 70 93.3%
Rates $145 $145 $145 $170 30 %0
LOS Rules

Mar3117 Fri | Awvallable | 28 32 E 5 2.0 7| 94ex
Rates | $165 $165 $165 $190| %0 %0

LOS Rules
Mate  [EASTER WEEKEMD

Apr117 Sat | Awvalable | 28 | 32 B 5 20 0 71 946%
FRatez | $165 $165 $165 $130 %0 %0
LOS Rules
W

Showing: == Rate Class [RA  Adults | 2 Children | 0 Infants| 0

Esc Today: 037261 7 Mar2617 Sun

Figure 18: F4-Availability

Toolbar
1. File

a. Exit: Escapes from F4 and returns you to the Main menu.
2. Edit
Open Design: Lets you Open a saved design (template)

Save Design: Lets you save a design/template so that it will become a
Fast Selection and then you can always get to the template.

Cc. Manage Fast Selections: Allows you to add in a saved desigh as a Fast
Selection.

i. Fast Selections are templates you have saved. For example, you
want to use the F4 with specific parameters. Set up those
parameters, save the design, then add it through this menu item.
Then, the next time you are in F4, click on Edit - Manage and pick
your Selections.

3. View
a. Change Views: Allows you to check boxes determine what data you see.
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i. If the Rates box is unchecked, you will not see rates, only
availability. It is checked by default.

ii. LOS Rules are Length of Stay rules. For example, a 3 night
minimum,

1. If checked, your LOS rules will show up in yellow under the
Rates row.

iii. If your rates have cents, you can check the ‘Show Cents’ box so
the rates shown are accurate.

1. This can be set as a default in ACConfig — Defaults/Options -
Options

iv. If you have entered Yield Notes, such as big event weekends,
check the ‘Show Notes’ box.

1. An additional line will show any entered notes in gray.
v. House Availability is checked by default.

vi. If you have enabled Rate Levels, then this box can be checked to
also show Rate level availability.

vii. Making a change here remains the same as long as the same user
is logged on.

Hide/Show Individual Room Types: Clicking this brings up another
checkbox form listing your property’s room types. By Checking and/or
unchecking the check boxes, you can select which specific room types to
show.

Hide/Show Non-sleeping Room Types: Clicking this changes the viewing of
room types designated as non-sleeping rooms, i.e. Conference rooms,
House use rooms, etc.

Hide/Show Sleeping Room Types: Clicking this changes the viewing of
room types designated as sleeping rooms.

Show All Room Types: Clicking this resets to show all designations of
room types. It is a way to reset the form without escaping out and coming
back in.

Options b-d only are applied to the current F4 session. As soon as you
leave the form, the next time you go in, the form resets to the defined
defaults.

Help Current Field F1: Clicking this brings up Help window, if configured.

1. The Starting Date field defaults to the current day.

If you click F4 while making a reservation, the Starting Date field auto fills
with the Reservation’s Arrival date.
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2. The Rate Class defaults to your designated Rack rate.

a. You can change the starting rate class in ACConfig - Defaults/Options -
Options.

3. Select the appropriate Adults, Children, Infants, Crib, and Rollaway.

a. Defaults are 1 adult, 0 Children and Infants and unchecked Crib and
Rollaway.

i. These defaults can be changed in ACConfig — Defaults/Options -
Options.

4. Rows: Clicking this brings up the same form as View - Change Views.

Process
1. Once you have set your parameters, click the Display button.

a. The arrows on the right side allow you to scroll down through the screens.

2. If you have one or more room type that is overbooked, but your house is not
overbooked, the availability shows up in blue.

a. If you are completely overbooked and your house is overbooked, the
availability shows up in red.

3. You can enable an option in which the F4 screen automatically pop-up when the
user tabs past the arrival date when making a new reservation.

a. If you are interested in this feature, please contact AutoClerk Support at
(925) 284-1005, Option 2.

F5-Events

The F5 button is only enabled if you have a Central Reservations System (CRS) interface
and there is an issue with it. CRS interfaces examples are Best Western and iHotelier.

1. When the interface causes an ‘event’, the F5 button will flash red.
a. Click on the button to view the issue(s).
b. If necessary, contact AutoClerk Support at (925) 284-1005, Option 2 to
help resolve the issue.

F6-Promos
The F6 button only appears at a Best Western property and under certain circumstances.

1. If you have a reservation or inhouse folio for a BWR member, the F6 button is
enabled.

2. Once you are in the reservation or inhouse folio, click the F5 button.
a. You are re-directed to the ‘Available Promotions’ window.
b. You can view which promotional offers the guest is entitled to.

c. If the guest selects a promotion, highlight the promotion tab, check the
‘Use Promotion for this Guest’ box and click ‘Register’.
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d. The system will call out to BW to register the guest.

i. When complete, ‘Registration complete’ will appear at the bottom
of the window.

e. Click OK to return to the reservation/inhouse folio.

F7-Maid
Use this function key to quickly update the status of a room.
1. On the Main menu, click on F7. The Maid Status box appears.

a. Enter a number in the Room field. If you leave the Room field blank and
click the Enter key on your computer keyboard, you can view a list of all
the rooms and their current status.

b. Double-click on the room in the list you wish to update. The Room field
auto fills.

c. Enter a status in the Status field or chose a status from the pull-down
menu. The status abbreviations are as follows: Vacant (V), Back in order
(B), Out of Order (O), Checked-in/Clean (C), Dirty (D).

d. Click the Save button. The room and the new status appear on the right
side of the Maid Status box.

2. If you need to place a room out of order or back in order, and you enter an O or
B in the Status field. The Out-of-Order Info box or Back-in-Order Info box
appears on the Maid Status box.

a. Enter a start date and end date in the appropriate fields.
b. You must enter a reason the room is out of order to save that status.

c. When you place a room back in order, the room status defaults to dirty.
You need to change it back to clean after it is cleaned.

i. Similarly, when an out of order room comes back into service, it
comes back as dirty.

F8-Note

Use this function to store concierge notes, such as phone numbers for taxis. You can use
this feature as a Rolodex. (You can generate a list of all notes from General
Reports>Guest Reports>Notes>All Notes.)

Concierge Notes
1. Click the F8 button. The Notes box opens with the Concierge label in black text.

2. If searching for a note, enter a note name in the Note Name field. Or select a
Note Name from the pull-down menu.

a. If the note doesn’t exist, the AutoClerk Confirm box confirms the note is
not found. Click the Yes button to create a new note.

3. To create a new entry, enter a name for the note in the Note Name field.
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a. Tab out of the field and you get a Confirm window: Note not found, create
new one?

i. Click Yes
b. In the white Note Text window. Enter your note text.
c. Click Save when you are done.

4. If you want to replace your note with an external text file, select File from the
Top menu.

Select Replace Note with External Text File.

b. A browser window opens to your computer files. Navigate to the file you
wish to attach it.

c. Click the Save button.

5. If you want to save your note as an external text document, for example, if you
created a list of taxi cab phone numbers and want to email this list, select File
from the Top menu, and select Save As External Text File.

a. Click the Save button. This saves your note.

6. If you need to amend an existing note, when you go into F8, select the existing
note from the drop down.

a. Make your changes.
b. Click Save.

City Ledger Account Notes
1. You can also use F8 to add notes to a City Ledger/Accounts Receivable account.

a. From the Main menu, click on City Ledger—Modify a Customer.
b. Enter the account code or select from the drop down list.

i. Click OK

ii. You are brought to the Modify a Customer form.

c. Click on Toolbar on the title bar and select Notes F8; or hit the F8 key on
your keyboard.

i. The account’s code is the Note Name and has auto-filled. The
Direct Bill label is in red.

ii. Type in the note.
iii. Click Save when you are done.
iv. Click OK on the Confirm window.

v. You are returned to the Modify a Customer form and there is now
an F8 flashing red.

1. This indicates there is a F8 note.
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2. Click on the flashing F8 to see the note.

d. Once an account has a F8 note, when it is used as the form of payment in
a reservation or inhouse folio, the Paytype description button will flash
red.

i. Click on the button to see the note attached to the account.

FO9-Post
Use this feature to post charges to an inhouse room.

1. Click on F9. The Post to Room box opens as shown in Figure 19.

H

&5 AutoClerk 2 - Post to Room =

Esc

Room Folio ChrgPymt Amount Comment
a2 | Ej v| g .00 | Falio - F5

Save

ik

Figure 19: F9 -Blank

2. The # counter displays the transaction number of the day. For example, #42 is
the 42nd transaction of the day.

3. Enter a room in the Room field or click the pull-down menu and a list of inhouse
guests appears. Select a guest from the list, and the Room and Folio fields both
auto fill as shown in Figure 20.

KINGSLEY, BEN Arrival: Mar2717
Balance:$  35.00 Esc
Room Folio Chrg/Pymt Armnount Comment
#43: 100 ﬁj | v| g .00
Active Folios: AB
BILL TO 103-B: RM T T1 T2 T3 Save

Figure 20: F9 —Filled in

4. In the Chrg/Pymt field, enter the charge or payment type. Click on the pull-down
menu to select a charge payment type from the Select Charge or Payment box.
Click the OK button on the Select Charge or Payment box.

a. Click the Folio F5 button on the Post to Room box. The Inhouse Folio for
that guest appears. You can now see the charges on the room. This is a
way to double-check to see if charges were already posted to the room. If
the charges were already posted to the room, click the Esc button on the
Post to Room box.
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Enter the amount in the Amount field.

Enter a comment, if applicable, in the Comment field.

a 0o o

Click the Save button. The SendTo menu appears.
e. Click the appropriate button to Print, Display, Email or Quit.

5. If you are already in an inhouse room and folio, when you click F9, that room’s
number and folio are auto-filled. However, you can still post to any room/folio by
changing the fields.

F10-Save

The F10 Save button is available when you need to save your work in various features
and functions in AutoClerk.

ACAdmin

Please see the ACAdmin module for all information regarding ACAdmin.

BackUps

The AutoClerk program performs a backup of the AutoClerk data at each shift change
and during the Night Audit. A copy of the backup is stored on the hard drive of the
AutoClerk server and an additional copy is stored on the hard drive of Station 1.

Note: AutoClerk does not retain any property data daily backups and is unable to access
any backup data that you do not directly provide. If hotel management chooses to have
no external device backup, and chooses to have no other online external backup service,
the hotel is at risk of catastrophic data loss, in the event of a hard drive crash on the
server and/or Station 1.

The AutoClerk Night Audit can send an additional copy of the backup to an external
storage drive of your choice attached to Station 1. The hotel’s administrator can use any
backup device of hotel management’s choice except optical drives (such as CDs). The
hotel’s network administrator, not AutoClerk, is responsible for supporting removable
backups. Removable backup is disabled by default.

There is an option to place a data backup on an extra directory or drive on the hotel’s
dedicated server or Station 1. The extra backup is in lieu of the removable backup and
takes place during the night audit. We recommend the contents of this extra backup
directory/drive then be copied to yet another external storage device and stored
securely off site. (For example, if you make three backups, but they are all on the
physical property and there is a weather event, you could lose all of your backed up
data.

One third-party backup software solution used by AutoClerk properties is IPVault by GIM
Electronics. Online backup is available as an additional service and fee. Please contact
AutoClerk Sales for more information: (925) 284-1005.

The AutoClerk PMS automatically performs rolling purges of the AutoClerk backup files
on a nightly basis after a backup file ages beyond a certain set point, as determined by
hotel management.
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Profiles

Profiles are a history of stays categorized by home, company, or travel agency. When
making a reservation, accessing profiles can streamline the process and make it faster.

Home
When making a new reservation, do the following:

1. Ask the guest if they have stayed at your property before. If they say yes, enter
in the guest’s last name and either click on the Magnifying Glass icon to the right
of the last name field, or press F1 on the keyboard.

2. If the guest has a common last name, you can refine the lookup by entering the
guest’s first name and then either clicking on the Magnifying Glass icon or hitting
F1 on the keyboard while still in the First Name field. The Profile: Addresses by
Home screen appears, as shown in Figure 21.
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S AutoClerk 2 - Profile: Addresses by Home = B

File  Toolbar  Menu

Tag |Last Name First Name address |Re‘
OTTEE: PUF C A
OWENS FRED §
PALLE HENRY UNITED STATES §
PELL JULIE 9301 GRANGER AVE MELVIN NI 48454 UNITED STATES 3

- HOSPITAL WAY SAN DIEGO CA 92145 UNITED 3T
PERCENT UNITED STATES §
QUIBLEY TAMES 9121 LOTH AVE NIMDEN CITY MI 48465 §
QUTIN DEAN §
QUINM ENMILY UNITED STATES §
RAILS HAG §
EEED LOTUSE §
FEEDE EEX §
FEEL LI%A s
EEGFIE DEAN 52035 INVER AVE HOLLIDAY MO 65256 $
EETNOLDS KEN UNTTED STATES §
RIDERS CYCLE 8302 FIFTH AVE NEU YORK WY 10025 §
RIDERS KINLES 8302 FIFTH AVE NEU YORE NY 10025 §
ROMAN BOE 1400 GATEVWAY AVE VICTOR WY 14564 §
ROMANTIC ROSE 7263 ELM AVE LAFAYETTE CA 94549 UNITED STATES §
SALES UNITED STATES §
SAMPLES TAME §
SAMUELS LISA UNITED STATES §
SCOTT WILLARD UNITED STATES : ¥

< >

Tagged for Merge Count. O
Esc Clear Tags Tag / UnTag Merge Master tore [nfo Copy / OK ‘

Figure 21: Profile: Addresses by Home

3. In our example, Julie Pell is making a new reservation.

a. Highlight her record and click the Copy/OK button. The Profile Field
Selection form opens, as shown in Figure 22.
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This form shows the fields which can be copied to the guest’s new

reservation.

AutoClerk does not copy credit card information so the Payment
Type is unchecked by default. If the guest’s previous stay has
email and/or website information, that information appears, and

the boxes checked copy to the new reservation.
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In this example, Julie’s last stay had a note attached to it so the
Notes button is enabled. It also had a Company attached.

Toalbar  Menu
Data Exists »» | Guest

Guest:
Guest Name
Address
Phone (1st, 2nd, fax)
Freguent Stayer ID
email
wehsite
Rate Class
Payment Type
Source Codes #1:
#2:
#3:
Channel

History (not preferred)

ESC

Profile Field Selection

Company Notes o

v 9402 HOSPITAL WAY SAN DIEGO CA 92145 UNITED STATES

v 510-562-5569

=
=
r
W Gl
CA
Rate History
W Gl
Date Rate Table |Rate Guaoted
r Now 1716 $ 13500
=
r
r r
=
Change to Preferred Stay
I
Company MNotes ‘ Copy Infarmation

Figure 22: Profile Field Selection - Home

4. To view the notes, click on the button. The Profile Notes screen opens with any
notes from the past stay. By default, they are all unchecked. Simply check the
checkbox to the left of any note you want to copy to the new reservation.

a. The same instructions apply to the Travel Agent and Company buttons.

5. If you have a regular guest, and you want to be sure that their room type and/or
specific room number are part of their profile, you can make a specific stay

Preferred.
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a. Then, the next time you access that guest’s profile, the preferred stay is
the stay copied to the new reservation. Otherwise, the guest’s last stay is
copied to the new reservation.

6. The guest’s rate history appears in a box on the right side. This helps you to
determine if the guest is always given a discount, as well as what their rate was
on previous stays.

7. The information to the right of any checked box is copied to the new reservation.
Check and/or uncheck any additional boxes, in order to copy information to the
new reservation.

a. Click on the Copy Information button. You are returned to the
Reservation form with the selected information copied into the appropriate
fields.

Company

1. When making a new reservation, regardless of whether or not the guest has
stayed with you before, you can access Company profiles.

2. Enter the Company name, and click on the Magnifying Glass icon to the right of
the field. The Profile: Addresses by Business screen opens as shown in Figure 23.

3. In place of Last Name, First Name as seen in Home profile, the second column is
Company, Branch.

4. The process for viewing and copying a Business profile to a reservation is the
same as for copying a Home profile.
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Tag ICoq)my, Branch

Ilddnss

JONATHAN TOWER CONSTRUCTION
JONATHON D. DUMMER
JONATHON D. DUMMER

JONES LANG LASALLE

JONES, BELL
JONES/COLLINS WEDDING PARTY
JORDAN STEEL & SUPPLY
JORDANO'S FOODSERVICE
JORDANO'S FOODSERVICE
JOSEPH / IKEMOTO WEDDING
JOSEPH HART

JOURNEYS

JP MORGAN

JULIE LEVY

JULIETA MONTEMAYOR
JULY02GROUP

JUMBA JUICE

JUNE BRISTOW CC HOLDER
JUNE HARRIS
JUNEFIRSTGROUP
JUNER/QUINN WEDDING PARTY
JUNER/QUINN WEDDING PARTY

2629 REGENT ST. BERKELEY CA 94704

2990 CORDREY ESCONDIDO CA 92029

2990 CORDREY AVENUE ESCONDIDO. CALIFORNIA 92029
222 NORTH COLUMBUS DRIVE CHICAGO IL €0601

5435 COLLINGWOOD CIRCLE CALABASAS CA 91302

121 OLD CARRIAGE ROAD CHERRY HILL. NEW JERSEY 08034

1867 MORA AVE SANTA YNEZ CA 93460

550 SOUTH PATTERSON AVE SANTA BARBARA CA 93111

2111 PRINCETON AVENUE LOS ANGELES, CALIFORNIA 30026
951 36TH AVE SANTA CRUZ CA 95062

4439 VALLEY AVE APT K PLEASANTON CA 94566

2 WALL ST NEW YORK NY 1001

359 CANHAM RD SANTA CRUZ CA 95066

SRN JCRGE #4059 COL RIV. DE LA MONTERREY, MEXICO 67139
111111

3641 SANTR MARIA LANE SANTA BARBARA , CA 93105

2546 CAPITOLA ROAD, #16 SANTA CRUZ CA 95062

1234 CAN I HAVE R LITTLE MORE BALDWIN HILLS CR 90056
201 D ST REDWOOD CITY CA 94063

28 BIRCH ST APT #B REDWOOD CITY CA 94062

¥ 108.65 4086 ETON ST BURNABY, BC CANADA VS5C1J7
K MART 2776 CARMEL CT ATWATER, CA 95301 v
‘ ww | BN
Esc Tag/UnTag | Merge Master More Info Copy /OK |

>

AR R AR R Y O N e

Figure 23: Profile: Addresses by Business

Travel Agency

AutoClerk also keeps profiles on Travel Agencies. When making a new reservation,
regardless of whether or not the guest has stayed with you before, if the reservation is
being made by a travel agent, you can access the Travel Agent profile.

1. On the Reservation form, click on the Travel Agent button in the bottom right

corner.

a. The Travel Agent form appears.

b. Enter the travel agency name and click on the Magnifying Glass icon to
the right of the field.
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c. The Profile: Addresses by Travel Agency screen opens as shown Figure 24.

Il’ag [zzave1 agency, Brancn [zazas  [agdress
\UNIGLOBE PROFFESIONAL, 05630380 375 DIABLO RD. 207 DANVILLE CA 94526 A
\US1TRAVEL.COM INC. 05809064 2425 COLORADO AVE STE 207 SANTA MONICA CA 90404-3591 US
'VERITAS INVESTMENT ASSOCIATION  0S575102 SS0 W VISTA WAY STE 102 VISTA CA 92083-5735 US
.VERTICAL INVESTORS INC. 39723025 59 W GERMANTOWN PIXE NORRISTOWN PA 19401-1584 US
I wExoy oow,
I west exp TRAVEL mc. 45696582 6688 N CENTRAL EXPY FPI SERVICES INC. STE 1400 DALLAS TX 752
'WHT TOYOPYAT TACOMA,
WONG, PAULINE,
."OOMRLD PARK TRAVEL, 05512625 1505 WEST SCOTT AVE FRESNO CA 93711
WORLD CHOICE TRAVEL INC 50452940 11300 U.S. HIGHWAY ONE SUITE 300 NORTH PALM BEACH FL 33408 US—
WORLD TRAVEL AGCY 03539093 3144 N 7TH AVE SUITE 300 PHOENIX AZ £50134107 US
WORLD TRAVEL AGENCY 03538034 8550 N ORACLE ROAD TUCSON AZ 857044225 US
WORLD TRAVEL HEADQTR, 05942414 3624 MT. DIABLO BLVD. LAFAYETTE CA 94549
I worwo TRavEL mNC 39585044 30 HUNTER LANE CAMP HILL PA 17011 US
| womo TRavEL IvC. 38942400 700 NORTHEAST MULTNOMAH STREET SUITE 478 PORTLAND OR 97232 US
l  womwo tmaver semv 1ce, 1200 18TH ST NW WASHINGTON DC 20036
'WORLD TRAVELERS, 46531004 1645 SOUTHSO0 WEST WOODS CROSS UT 24087
WORLD WEB TECHNOLOGIES 01400162 209 N. OAK ST. ST.LAWRENCE SD 57373 US
i \WORLOWIDE TRAVEL, INC. 03944824 2900 E BROADWAY BLVD STE 113 TUCSON AZ 85716-5344 US
XX 00162630 USA
| vawsrro TRaveL semvice 05714704 5687 TORREY PINE CT RICHMOND CA 94203-3578 US
YEE, MALCOM, HIGHSDMI, o
| vour TRAVEL cENTER INc. 05909411 3329 STATE ST SANTA BARBARA CA 93105-2623 US v
B »
Esc | Tag / UnTag Merge Master | More info | Copy /OK |

Figure 24: Profile: Addresses by Travel Agency Selection List

2. If you do not know the agency name and/or only have the IATA number,
AutoClerk can search in Travel Agency profiles by IATA number.

a. Enter the travel agency’s IATA number and click on the Magnifying Glass
icon to the right of the field.

a. The Profile: Addresses by Travel Agency screen opens as shown in Figure
25.
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5% AutoClerk 2 - Profile: Addresses by Travel Agency > B
File  Toolbar Menu

Tag |Trawel Agency, Branch IATAE iddress
HELLER. TFAVEL UNITED STATES
Thanatos Trawvel, airport PO Box 12129 stool 7 Pacific Growe Cd 92123 TS
SUSAN MORENO 526l W PONTATOC TUCSON AZ 55718
QUINN TRAVEL 12564595 9042 49TH AVE 3UITE 1765 WASHINGTON DC 20005 UNITED STATES
QUINN TRAVEL, SPRING VALLEY 12564855 9042 49TH AVE SUITE 1765 WASHINGTON DC 20005 UNITED STATES
QUINN TRAVEL, 5PRING WALLEY 12584855 9042 49TH AVE SUITE 1765 WASHINGTON DC 20005
T35 TRAVEL, DOWNTOWN 45595647 4575 BREED AVE PORT WING WI 5456545 TUNITED STATES
U5 TRAVEL, DOWNTOUN 45595647 | 4575 FEED AVE STE 1700 PORT WING WI 5486545 UNITED STATES
Us TRAVEL, DOWNTOWHN 45595647 4575 FEED AVE STE 1700 PORT WING WI 5436545
Cindy's Trawel, airport 54876523 PO Box 12129 stool 7 Pacific Growe Ci 92123 U3
Cindy's Trawvel, airport 54876523 PO Box 12129 stool 7 Pacific Growe CA 92123 UNITED ZTATES
Y
£ >
Tagoed for Merge Count: 0
Esc Clear Tags Tag / UnTag terge Master tlare Info Copy / OK |

Figure 25: Profile: Addresses by Travel Agency

b. In place of last name, first name as seen in Home profile, the second and
third columns are Travel Agency, Branch, and IATA#.

c. The process for viewing and copying a Travel Agency profile to a
reservation is the same as a Home profile.

Maintenance

1. Each time you make a reservation and use a profile, that stay becomes part of
that profile record.

2. Once you access a profile, click on the More Info button to view how many past
stays are part of that record. The All Stays screen opens and lists all that record’s
past stays, including no show and cancelled reservations.
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From here, highlight a specific stay.

4. Click on the More Info button to view all versions of that specific stay. This is
helpful if you are trying to research a stay. For example, see when a guest’s
requested room number was changed.

5. When you make a reservation and use profiles for the guest, company and/or
travel agency, AutoClerk adds that stay to the profile record.

6. If you do not use a profile, and there is an existing one, when you save the
reservation, a new profile record is created. When this happens, you may have
multiple records for the same guest and then several stays within each record.
The individual profile records may be identical, or it may have as small a
difference as Robert vs. Bob as the first name.

Merging Profiles

AutoClerk gives you the ability to merge profile records so all stays can be merged into
one profile record. This can be helpful if not all users access profiles when making
reservations or if the guest has moved and you want to update their profile.

To merge profiles, do as follows:

1. Click the Reservations icon on the Main menu.

2. Select Create a New Reservation from the Reservation menu.
3. In the Last Name field, enter the guest’s last name
4

Click on the Magnifying Glass icon to the right of the Last Name field. The Profile:
Addresses by Home screen appears, as shown in Error! Reference source not
found..
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3 AutoClerk 2 - Profile: Addresses by Home = =
File Toalbar kenu

Tayg |Last Name First Name Address |RE\
0JHA § A
aLD EIN UNITED 3TATES §

ONE e ws o .. UNITED S5TATES §
OTTER PO §
OWENS FEED §
PALLE HENEY TNITED S5STATES §
T PELL JULIE 9301 GRANGER AVE MELVIN MI 45454 UNITED STATES g
JULIE 9402 HOSPITAL WAY 3AN DIEGO Ca 92145 UNITED STATES 3
PERCENT TNITED S5STATES 7
QUIBLEY JAMES 9121 10TH AVE MINDEN CITY MI 43465 7
QUINN DEAN §
QUINN EMILY TNITED 3TATES ]
RATLS HaG ]
REED LOITRE §
REELE FEX §
REEL LI3a §
REGGIE DEAN 52039 INVER. AYE HOLLIDAY MO 65238 §
RETNOLDS FEN UNITED STATES §
RILERS C¥CLE §302 FIFTH AVE NEW YOFE NY 10025 §
RILERS KINLES §302 FIFTH AVE NEW YOFE NY 10025 §
ROMAN EOE 1400 GATEWAY AYE VICTOR NY 14564 §
ROMANTIC ROZE TZ63 ELM AVE LAFAYETTE CA 94549 TUNITED 3TATES §
SALES UNITED 3TATES § v
< >
Tagged for Merge Count: 1
E=zc Clear Tags Tag / UnTag Merge hMaster Mare Info Copy f Ok ‘

Figure 26: Merging Profiles

5. In our example, you can see that Julie Pell has two (2) profile records. Each with
a different address.

6. Decide which profile record is the one you want to be the Merge Master. The
Merge Master is the record into which you want to merge the other records. This
is going to be the last record that you access. For our example, we are going to
use the second entry.

a. Highlight the first record.
b. Click on the Tag/UnTag button at the bottom.

i. AY appears in the first column for that record, and the next record
is highlighted.
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c. The second entry, which is already highlighted, is going to be the Master
record.

d. Click on the Merge Master button. An AutoClerk confirmation window
opens confirming that you want to merge 2 profile records into Pell and
are asking for the Merge Access code.

If you click Escape, you are returned to the previous screen.
Enter the Merge Access code.
Click the OK button.

> a ™ o

AutoClerk merges the records. When complete, you are returned to the
Profile window.
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