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General

As of 060.002.005.1140, AutoClerk’s premise-based PMS, formerly known as AutoClerk
PMS, has been rebranded as ‘acPMS.’ The new name reflects the new look and feel of this
version of the product, including two completely new dashboards with key metrics and
navigation, a new product logo, and significant improvements to Reservations and Check-in
forms.

The new Dashboard is an intuitive tool that simplifies the use of acPMS at the front desk.
Features include:

Navigation icons along the left margin;

A Summary section with a snapshot of the hotel;

Current day’s availability and rates;

A *Quick Res Search’ function;

A listing of all Groups arriving, inhouse and/or checking out ‘today’;
A Report lookup function;

Access to a ‘Manager’s’ Dashboard;

A list of installed interfaces.

® NoOUnAWNE

Each of these will be discussed in detail below.
The property’s address and phone/fax information, as well as the computer name, have

been removed from the Dashboard. When you click on an icon, the sub-menu drop down
appears, as before. If you prefer using the keyboard to navigate, the dashboard supports it.

Specifications

Because of the width and format of the Dashboard, it is recommended you use a widescreen
monitor and set the resolution to 1366x768.

Although the Dashboard can be used on a ‘square’ monitor, it will not be optimal and the
user will need to use the scroll bars on the side and bottom of the form to navigate. This is
especially true on the Reservation and Check-in forms.

If you have a ‘square’ monitor, you may want to switch to the ‘Classic’ view of the Main
Menu and Reservation forms. (See Main Menu / Title Bar / 1e on page 5 for instructions.)
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Main menu

An example of the Main menu/Dashboard can be seen in Figure 1 below:

File View Hotel Xtra Support Help Interfaces

GCPMS TEST HOTEL 6.2.5

Y AUTOCLERK Hotel Date is Aug 6'18 Mon Clerk: HM Station: 1 Shift: 1
Tape Chart Summary Availability Quick Res Search
21 Rernaining Artivals RACK -
Reservations ‘ J |
1 Remaining Departures o0 K5 $ 9900 |
3 Currently In House 21 anN $ 9300
Chaclln 2 oy Ovare 7 oo ¢ @900 | =
. g sU § 9300
AITIng [0morrow
m Posting 4 Arriving Tororrow s oF 3 9900 | @
=il 0 Departed Guests ] 3 $ 9900
= 0 Yesterday's No-Shows Search More...
g Folio Printing
0 Wacant Dirty
Checkout 72 Wacant Clean
o Qut of Order
z Reports Groups Report Lookup Set Order
3 Name Arrival Departure |
| City Ledger KAISER AUGUST MEETING 08/06/16  0B/08/16
) Advance Deposit Due Report
Advance Deposit Folio
E Credit Cards Advwance Deposit Report
All FB/Large MNotes
P vield Management All Guest Folios (Batch)
m o All Phone/Reminder Notes
- Awailability
1 [ Marketing Bill-Ta List
—_— Blank Registration Slip
y:’ Ltilities
L]
Guest (F2) Rooms (F3) Available (F4) Alloc Menitor (F6) Maid (F7) Note (F3) Post (F9)

Copyright 2018 AutoClerk, Inc, All rights reserved, | TermsoflUse | HELP | Contsct Support

" Figure 1: Main menu Dashboard

Title bar

1. File — this has not changed. Your only option is to exit out of the program.
2. View - Menu tree and Create Default menu have been removed and replaced with
the following new options:
a. Front Desk Dashboard
i. Clicking this returns you to the Dashboard version.
b. Classic Menu
i. Switches to the ‘Classic’ main menu.
ii. The ‘new’ Classic menu remains the same with the exception of
updated icons and acPMS logo, as seen on the Dashboard version.
c. Manager’s Dashboard — a new Dashboard for managers.
i. It provides revenue and stay data.
ii. It will be discussed in detail later in this Guide.
d. Set Preferred Homepage - allows users to select their preferred homepage.
i. Users can select: Front Desk, Classic, or Manager’s.
ii. The selection made is ONLY for the logged in user.
1. This means that each user can have their own settings.
2. Once set, when that user next logs into an acPMS session,
those settings will be used.
e. Set Preferred Res/Check-in Screen - allows users to select their preferred
Reservation and Check-in form.
i. Users can select: Wide screen or Classic.
ii. The selection made is ONLY for the logged in user.
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1. This means that each user can have their own settings.
2. Once set, when that user next logs into an acPMS session,
those settings will be used.

3. Hotel - no changes.
4. Xtra - no changes.
5. Support - no changes.
6. Help - no changes.
7. Interfaces - provides a pop-up as shown below in Figure 2 listing the interfaces the
property has installed.
a. It also suggests additional interfaces the property may be interested in.
] AutoClerk 2
lactive Interfaces:
Credit Card - Heartland Direct
CleanMeMext (Maobile Houseleeping & Maintenance)
eRegistration (Faperless Registration)
eletters (for guest confirmation, welcome, thank-you & survey emails)
Revenue Management System (RMS)
na
Suggested Additional Interfaces: (For details, pricing, or demo, call 925-871-1807 or email sales@autoclerk com)
myCRS for channel management to OTA & GDS (for independent hotels anly)
Esc ok,
Figure 2: Interfaces
Icons

The function icons have been redesigned and are positioned along the left side of the
Dashboard. They are accessible by mouse clicking or keyboard shortcuts.

When you click on an icon, the same sub-menu(es) appear as on the classic main menu.
You can then use the mouse or the keyboard keystrokes to navigate.

Summary

This section lists current totals for the most used day-to-day functions and statistics. The
numbers refresh every two (2) minutes.

Each item is hyper-linked so that when selected, the appropriate form/screen is displayed to
perform the function and/or retrieve the data.

1. Remaining Arrivals — Displays the Check-in a Guest with a Reservation selection
form.
2. Remaining Departures — Displays the Checkout/Void form where you can select the
guest to checkout.
3. In House - Displays the ‘Select Inhouse Guest Folio’ form.
a. Lists all inhouse rooms and folios. Double click on the room/folio to view.
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b. When finished with the folio, regardless of whether you make and save
changes, or escape, you are brought back to this form to select another
guest.

c. If you have chosen the classic menu as your default, when you click on In
House, you are brought to the ‘Folio to Modify’ form.

i. From here, you can enter the room/folio you want to modify.
Stay Overs - brings up the Stayovers report.
Arriving Tomorrow —Displays a Reservation List of tomorrow’s arrivals with detail.
Departed Guests - Displays the ‘Checked Out Guests - Chronological’ report.
Yesterday’s No-Shows — Displays the Modify Reservations form with only the No-
Shows listed.

a. Depending on how your property processes no-show reservations, this list
may always be empty.

8. Vacant Dirty — Displays the Update Selected Rooms form with just the Vacant Dirty
room(s) listed.

9. Vacant Clean - Displays the Update Selected Rooms form with just the Vacant Clean
room(s) listed

10. Out of Order - Displays the Update Selected Rooms form with just the Out of Order
room(s) listed.

Nouns

Availability
This displays the current house availability and rate for each room types.
Use the drop down menu to select a different rate class.

The rate shown is for the default number of adults for F4 that is set in ACConfig >
Defaults/Options > Options. Press the F4 key to see the rates for additional persons,
cribs/rollaways.

Click on a room type to view the Tape Chart, filtered by the selected room type.
Quick Res Search

Enter a guest’s Last Name (or even part of the name), Confirmation Number, Arrival Date
and/or Departure Date. Click on Search. The Reservation Modify screen appears with the
results, if any.

The *More’ button displays the ‘Advanced Res Search’ form with twenty-one (21) additional
search fields.

If you enter more than one search criteria, then the results must match ALL the selected
criteria.

Report Lookup

You can look up any acPMS report and many ‘functions’, such as Historical Folios, by
entering the name in the search field. You can also use the scroll bar to select the one you
want.
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Set the list order and create a ‘favorites’ list by clicking on the ‘Set Order’ button. The
‘Select Favorites’ form appears as shown below in Figure 3:

w AutoClerk 2
Select Favorite Reports for FD Dashboard

Clear Selection

Order |(Report Name | o)
| Advance Deposit Due Report
0 Advance Deposit Folio
0 Advance Deposit Report
0 All F8/large Motes
O Al Guest Folins (Batzh)
0 Al Phone/Reminder Motes
0 Availability
0 Bill-Ta List
Blank Registration Slip
BwY CRS Confirmation Reservation Report
BW Rewards Report (Best Westerm)
Call Accounting Administrative Extensions
Call Accounting Report
Cancelled Reservations WY Deposits
Cash Paying Guests
Checked Out Guests
Checkouts Due
L Billings W

oo oo o oo oo o

Ezc Save

Figure 3: Favorite Report Setup

1. To set up your favorites list, use the scroll bar on the right to find the
report(s)/functions(s) you want.
2. Replace the 0’ with numbers.
a. The item numbered ‘1’ will be at the top of the list.
b. Number as many or few as you want.
c. Once you have selected your favorites, click Save.
d. Any item that still has a ‘0’ will be listed in alphabetic order after your
favorites.
e. A ‘Favorites’ example is shown below in Figure 4:
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Report Lookup Set Order

Inhouse Guests List A
Transaction Bank Deposit

Yield Management Report

Historical Falios

Yiew Past Night Audit Reports

Advance Deposit Due Report

Advance Deposit Folio

Advance Deposit Repart

All Fe/Large Motes

All Guest Foling (Batch) hd

Figure 4: Favorites

f. The first five (5) are the ‘Favorites’, then the rest of the list follows.
3. Each user can have their own set of ‘Favorites’, as the settings are maintained on a

logged in user basis.

Groups

This section lists any group that is either due to arrive today, or is inhouse today. The group
name, arrival and departure dates are listed.

The group name is a hyperlink. When you click on it, you are re-directed to the Group Room

Management form.

Function (F) keys

The F keys remain the same with the exception of the addition of F6-Alloc Monitor. Clicking
on this, or hitting F6 on the keyboard re-directs you to the Allocation Monitor.

You still need to have at least a permission level of 5 in order to access the Allocation

Monitor.
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Reservations

When you click on the Reservation icon on the Dashboard, the same list of sub-menus
appears.

New Reservation

Click on New Reservation and the new wide screen reservation form appears, as shown
below in Figure 5.

File Edit Profiles Menu

= TEST HOTEL 6.2.5
c acPMS Clerk: HM Station: 1 Shift: 1
2 CCLERK Hotel Date is Aug 718 Tue
Conf Stay Total Tax Exempt Bill-To 1 night Status: HOLD Room Type: Deposit:0.00 Revision: 1
Departure Res Type Rooms Rate Class 8mkr  RmType Room  Reguested Adults Children Infants Crib Roll Pet Rates Hide Rates ETA
o mes Wooron ] B [0 W (] W[ 8 &l o o ror o r [ T
Company  Group  Travel Agency SpE‘:Ials‘ | CRS Type Change Log Print
Last [ T — ‘ | cRECont| |
Firsty Title # - i CRS Mote
Fhone # |Home ~ | humber| |
Phane Mabile - | eated Ot
Fa Harme ™ | [Guestiote #2048 Characters
Sireet
Street |
Country |UNITED STATES -]
Zin CRS Request
city ! State | ¥
Ernail [[ame -]
Ernailz | ]
Paaspun‘ ‘
Guest Optin mail ¥ email
Birtnays Gussti|None |+ | Guest2 [one |~ | anniversary [None [~ |
Freq Stay 1D & Car
PayTyne [ [v] soucet [ v Cramer[ | confLetier[00 |+ |[Guest |+ Defautt
Reload Gte/Cxl Show GTD Info sourcs2 | [+ ser it 1 | | CheckBox1 [~
GtaicH Type | HOLD-GTD | [aP - source3 [ v ser 1 2 | Check Box2 [~
Escape Help (F1) Guest (F2) Rooms (F3) Available (F4) Houskeeping (F7) Notes (F8) Post {F9) Save (F10)

Figure 5: New Reservation Wide Screen Form

If you prefer to use the classic reservation form, you can set it as a preference on the main
menu/dashboard under View > Set Preferred Res/Check-in Screen.

Several changes have been made:

1. The Title bar has Edit.
a. In a new reservation form, the only option is to print/view the Change log.
2. Fields have been moved to make the reservation process flow better.
3. Required fields are labelled in Red.
4. Various functions and informational fields are labelled in green.
a. For example, if you click on Conf, the same reservation information window
appears as in previous builds.
b. Clicking Notes or ID & Car brings up the same form to fill in guest
information.
c. As with the Classic form, if an expanded field, such as Tax Exempt, has data
in it, then the label changes to Red to indicate there is additional information.
5. If the rates for the reservation changes during the stay, the background color will
change, indicating a rate change.
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a. If using the wide screen reservation form, any rate change will be dark yellow
and a package rate will be blue.

b. If using the classic reservation form, a ‘normal’ rate change of weekday vs.
weekend will have the two (2) rate fields. If a rate differs from what is
configured, the background will be bright yellow. A package rate is also bright
yellow.

As soon as rates for the reservation have been populated, the ‘Stay Total’ button
label changes to ‘Due’ and the Stay Total amount is shown.

a. When you click on the button, you will see the stay breakout.

The Profile search icon has been changed from a magnifying glass to a pair of
binoculars.

The Zip code field has been moved to facilitate using the auto-fill feature.

The ‘Passport’ field appears both below the Guest address fields, as well as in the ID
& Car fields.

Modify/View a Reservation

This form mimics the new wide screen new reservation form discussed above. One
difference is Edit in the title bar now has multiple options:

1.

Cancel reservation - asks you to confirm that you want to cancel the reservation

2. No-show this reservation - this is only available if the reservation is due to arrive on
the current day.
a. Asks you to confirm you want to set the reservation as a no-show
b. If you confirm, this action CANNOT be reversed. You will have to create a
new reservation.

3. Guest posting folio — produces a guest folio. This will be blank unless an advance
deposit has been posted.

4. Letters (current changes ignored) — produces a confirmation letter with the current
information. If you make changes, you need to wait until you have saved the
changes to send a revised confirmation.

5. Change log - produces the Change log.

Check-in

The Check-in forms: Check in a Walkin, Check in a Guest with a Reservation and Modify a
Check-in are wide screen format by default.

If you would prefer to use the Classic style, change your default from the Dashboard.

Check in a Guest with a Reservation

An example of Check in a Guest with a Reservation is shown below in Figure 6.
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= AutoClerk 2 Checkin with a Reservation o =

File Edit Profiles Menu

] TEST HOTEL 6.2.5
acPMS Clerk: HM Station: 1 Shift: 1
2 A Hotel Date is Aug 818 Wed
Conf Due $248.52  TaxExempt Bill-To Room Type:  RT: ON - QUEEN NON-SMOKING Revision: 2
Room__Falio Departure Remaining Nights  Rate Class Adults Children Infants Cris Roll Pet Rates Hide Rates
E Clean  [sugns' 157 | [buglo'187ri w| 2 (0wl 2) E E r r —
Company  Group  Travel Agency S— ‘ CRS Type: | UNKNOWN - Change Log Print
— Clerl Hi HotelDste, 05106/15
Last [WHITTAKER ) Hotes | ‘ P CRS Conf. RealTime:12627/2018 153233
First/ Title [JAMES & | o CRS Nota [Guest Street ™" to "8233 OVERTON AVE']
[Guest City ™ 1o "OCONTO FALLS']
Phane [545-555-1212 # |Horne - Number\ [Guest State ™ to W'
Created O [Guest Zip Code ™ to "541545"]
Phans [[mobie - ) [Guest Phone ™ to "545-555-1212°]
Fax ” Home hé ‘ [Guest Note (V2048 Characters Clerk:HM HotelDate: 08108/15
RealTime: 122772018 15:31:42
Strest [8233 OVERTONAE | walidtionTokenizatian of CC suceessful
Street |
Country [UNITED STATES -]
Zip [41545 CRS Request
City/ State [OCONTO FALLS [[wz -
Ermail [[eme -
Ervailz | |
Passport ‘ ‘
GuestOptin - mail ¥ email M
Birthdays  Guestt [None | = | Guestz [ Mane = | Amiversary [rone [~ |
Freq Stay# 1D & Car
PayType [VI_v]| WISA XX1119 Verified Source 1 Channet )| confLetier[00 |+ |[Guest |~ Defaut
Reload Gtd/Cx| Show Guarantee Info Source2 [ | ser i 1| ‘ Cheek Box1 [~
GHg/C Type | CC-GTD | [4P -] souwcez [ [+ User et 2| | CheekBox2 [~
Escape Help (F1) Guest (F2) Rooms (F3) Available (F4) Houskeeping (F7) Notes (F8) Post (F9) Save (F10)

Figure 6: Check in a Guest with a Reservation

The changes noted above for the Reservation form have been applied to this form as well.

In addition, when you have completed a check-in, if you need to post a payment, the ‘Due’
amount is still visible so it is easy for staff to know what they need to collect from the guest.

1. The amount shown is only room and tax(es) for the guest’s stay and does not
include any incidental fee and/or extra deposit the property may collect.
Modify an Inhouse Guest Folio
From the Dashboard, select Check-in > Modify a Check-in > Modify Folio Information.

1. Instead of having to use a drop down to select the inhouse folio, you are redirected
to the ‘Select Inhouse Guest Folio’ form as shown in Figure 7:

April 2019 Ver. 1.4 12



File  Print Tools

Toolbar  Menu

Select Inhouse Guest Folio

Find Room:

Or Search For: ‘

6o

Checkin Slip

Room| Folio
104
104
105
106
108
110
112
115
116
118
121
136
201
202
203
204
206
207

b33 - 2 I S S S 23 - 2 B S S SR S - - e 3

To
a.

C.

a.

File Edit

Conf: 18002P

Last
Firsti Title

Fhone
Phone
Fay

Street
Street
Country
Zip

City/ State

Email
Email2
Passport
Guest Optin

Bithdays Guest! ‘Nume - ‘ Guastleone - |Anr\|verssry|Nane - ‘

Freq Stay#

a.

Profiles

) acPMS

Conf | Group LastName
180021
180025
180029
18002H
180023
18002K
180022
18002G
180024
180021
180020
180027
18002R
18002W/
18002P
18002x
18002M

BOO218 RMITX
BO0218 ADAMSLY
BO0216 BROWN
BO0218 HUGHES
BOO218 | JOHMSON
WILSON
BOO218 MAYS
BOO218 PAULSON
BO0218 REEDE
JAMESON
KING
BOO218 FOX
FOPE
EDWARDS
SAMUELS
JENSEN
KINGSLEY

FirstName| Status

GROUP  Dirty
JOHMN Dirty
JOHN Dirty
EDGAR  Dirty
ANNE Dirty
JAMES  Dirty
WILLIE Dirty
LANCE Dirty
SUE Dirty
HAMIK Dirty
JOHM Dirty
GWEN Dirty
MANCY  Dirty
GREG Dirty
JACK Dirty
MILES Dty
PAUL Dirty

Arrival Depart
Aug 618 Mon | Aug 818 Wed
Aug B18 Mon | Aug 818 Wed
Aug 618 Mon | Aug 818 Wed
Aug 618 Mon | Aug 818 Wed
Aug 618 Mon | Aug 818 Wed
Aug 418 Sat | Aug 818 Thu
Aug 618 Mon | Aug 818 Wed
Aug B18 Mon | Aug 818 Wed
Aug 618 Mon | Aug 818 Wed
Aug 418 Sat | Aug 818 Wed
Aug 618 Mon | Aug 918 Thu
Aug 618 Mon | Aug 818 Wed
Aug 618 Mon | Aug 818 Wed
Aug 718 Tue | Aug 918 Thu
Aug 618 Mon | Aug 918 Thu
Aug 718 Tue | Aug 918 Thu
Aug 618 Mon | Aug 918 Thu

0
0
[1}
1}
1}
1
0
0
[1}
1}
1
1}
0
1
1
1
1

KG
Qn
Qn
KG
KG
KG
KG
KG
KG
KG
an
an
Qan
Qn
Qn
an
an

Days Left| RmTp| RC

co
co
co
co
co
RA
co
co
co
38
SR
co
SR
RA
SR
co
SR

Rate

0.00
135.00
135.00
135.00
135.00

99.00
135.00
135.00
135.00

89.10

89.10
135.00

89.10

99.00

89.10

0.00

89.10

Balance| Pay

430920 KP
0.00 KP
0.00 kP
000 kP
000 kP

245144 AX
0.00 KP
0.00 KP
0.00 kP

40628 W

20314 CA
000 kP

20314 CA

11286 vl

205314 CA
000 ¢

20314 CA

Figure 7: Select Inhouse Guest Folio

select a guest, the user can:

Use the drop down to select the room number.
b. Search by guest last name.
Scroll through the list and double click on the guest name.

Menu

TEST HOTEL 6.2.5

Hotel Date is Aug 8'18 Wed

ID & Car

Due $304.71 Tax Exempt Bill-To Room Type: QN - QUEEN NON-SMOKING
Departure Remaining Mights Rate Class Adults Children Infants
Company Group Travel Agency
Spec\alsl ‘
SAMUELS
‘ I Notes | | Reminders
1K [ [ -]
269-895-0645 |n Home ~|  Number[382983n489283 |
- - Created Or: HM DB08/18
Mobile Last Madifiect Hil 0810615
Home ™ | luest Note /2043 Characters
8992 10THAVE WEST
UNITED STATES -]
54556
PRENTICE |EE -
[pome -
mail ¥ email ¥

You are then redirected to the selected guest’s inhouse folio.
An example is shown in Figure 8 below:

Clerk: HM Station: 1 Shift: 1

Revisian: 4
Crib Roll Pet Rates Hide Rates
rror :
Change Log

CRS Type: | UNKNOWN -

CRS Gonf:

CRS Note

ICRS Reguest

Figure 8: Inhouse Guest Folio

Clerk:HMW HotelDate: 0808018
RealTime:1 212742018 15.56.26
[Guest Refd " to "302903n489283"]

Clerk: AC HotelDate: 080618

RealTime: 121 0/2018 16:22:22

[Status "GUARANTEED" 10 "CHECKED-I']
[GLCont ™ o "18002P"]

[Room "204" to "204a"]

[Payment Typs "I 118" to "CA"]

Clerlc AT HotelDate: 080613
RealTime:1 2102018 16:22:22
[Room ™' ta "204"]

Clerk:HMW HotedDate: 0804418
RealTims:11/13/2018 15:06:05

[Guest Last "KINGSLEY" to "SAMUELS"]
[Guest First "PALL COPY" to "JACH']

To easily move through inhouse folios, use the red arrows on the top right side.

In the Classic inhouse folio form, the arrows are still to the right and left of
the room number.

i. In addition, you do not have the selection screen mentioned above.
When you have completed viewing the folio, regardless of whether you have made

and saved any changes, you are brought back to the selection screen to select
another inhouse guest folio.
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Manager’s Dashboard

From the Dashboard/Main menu, click on View > Manager’s Dashboard. The Manager’s

Dashboard is shown below in Figure 9.

AutoClerk acPMS Version 9

- o X
File View Hotel Xtra Support Help Interfaces
-< QCPMS TEST HOTEL 6.2.5
B BY AUTOCLERK Hotel Date is Aug24'17 Thu Clerk: HV Station: 1 Shift: 1
Trend from Previous Day
ADR Occupancy RevPar Revenue Rooms Sold
Period | BETINNNN - |os2417
Type Source/Rate - Show
i $5.28 1.54% $-3.38 $ -220.00 E]
$ 267.50 12.31% $32.92 $2,140.00 8
Room Nights by Source Room Nights by Rate
Source | Description Today MTD YTD Class | Description Today MTD YTD
FRIEND FAMILY a| 100,004 77 CK 8204
WI WALKIN 1 2.63% 43 13.40% co CORPORATE 5 3.25% 3 1.86
77 3 1.97% 96 29.91% 34 TRIFIE & 5 3.25% 20 6.19
RG RETURN GUEST 5 3.29% 5 1.56% HG MANAGER'S SPECIAL 2 1.30% 3 0.93
TOTAL 2 100.00% 152  100.00% 321 100.00% WP PARKING PACKAGE 2 1.30% 7 2.17
SR SENIOR/AARP 6 1.86
FI INTERNET 1 0.31%
< >
Guest (F2) Rooms (F3) Available (F4) Alloc Monitor (F&) Maid (F7) Note (F8) Post (F9)

Copyright 2019 AutoClerk, Inc. All rights reserved. |  Senvice Level Agreement | HELP | Contact Support

Figure 9: Manager’s Dashboard

The Manager’s Dashboard displays hotel revenue and statistics in graphic format. The
default parameters are the current day with Source 1 and Rate classes.

1. Users can change the day to any day, past or present.
a. Use the drop down menu to change the time frame to MTD or YTD
2. The ‘Type’ can be changed from Source/Rate to show Rev/Occ

(Revenue/Occupancy).
3. If you change the defaults, click on ‘Show’ to refresh the screen with the updated
information.
Source/Rate

Source/Rate results are shown as pie charts and in report format.

1. The two (2) characters Source Code and Rate Code are shown for reference in the

pie charts.
2. At the bottom of the screen, the results are shown in report format.

a. Both the Source and Rate Codes, and their descriptions are listed along with

additional data for MTD and YTD.
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Rev/Occ

When Rev/Occ is selected as the report parameter, the results are shown as bar graphs,
analog meters, and report format.

1. The report format includes data for the current year and last year
Trends

To the right of parameter settings are various statistics which reflect changes from the
previous day. These include ADR, Occupancy, RevPar, Revenue and Rooms Sold.

1. A green arrow indicates an upward trend.

2. Ared arrow indicates a downward trend.
3. Two (2) parallel black bars indicate no change from the previous day.
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