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acPMS builds above 060.002.005.1160 contain new manager reports, general reports, 
and features/functions. Several of the new Manager Reports can be used for determining 
and producing Business in the Books, or ‘BOB’ reports. 

In addition, RevPAR has been updated to be calculated using the property’s inventory 
divided into the day’s room revenue. Inventory is all sleeping rooms and does not 
deduct out-of-order rooms. 

This document supplements the What’s New document. Note that some reports and 
features, because of their complexity, also have their own User Guide. 

Reservations 

New Reservation 
 When you go into a new reservation, if your manager has enabled and set up the 

new Extra Charges feature, you will see an Extra Charges button to the right of 
the Hide Rates checkbox as seen below: 

 
Figure 1: Extra Charges button 

o Extra charges allow a manager to set up charges to be posted 
automatically during the night audit, after Room and Tax have been 
posted. 

o When the user clicks on the Extra Charges button, a new form appears as 
seen below: 
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Figure 2: Extra Charges – New Res 

 In this example, Resort Fee has been set up to be automatically 
added to each reservation, so it is listed on the left side. The right 
side lists the transactions a user can add and/or the system will 
add if specific criteria are met. 

 If the user had checked the ‘Pet’ checkbox on the reservation and 
the guest had a car, the Extra Charges would like the below 
example: 
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Figure 3: New Res with Additional Charges 

 Because Pet was checked on the reservation, the Pet fee was 
added by the system. The clerk manually added Overnight Parking. 

o As Extra Charges are added to a reservation, the Stay Total reflects the 
added charges. 

o Please the separate document: User Guide – Extra Charges for more 
details on how to set, configure and use Extra Charges. 
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Groups  

Create a New Group Master 

 As of build 1169, non-Best Western properties can enable a new feature that 
allows the user to select specific room numbers once a group has been created 
and room type allocations set.  

o If you have enabled the functionality ACConfig, once you have entered in 
the new group’s room type allocations and rates and click ok, you get a 
room type selection form as seen below:  

 
Figure 4: Group Room Allocations – Room Selection 
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o This form allows you to select the specific rooms you want to attach to the 
group. 

o Once selected, those rooms will be the default when making group 
individual reservations. 

 For more information on this new functionality, please see the separate 
documentation: User Guide – Group Room Selection at www.myautoclerk.com. 

Repeat Guests from History 
 This new feature allows the user to see which incoming guests have stayed with 

the property in the past. 

o Set up the criteria for what determines a ‘previous stay’ and then see who 
your repeat guests are. 

o You are also able to view the guests’ past reservations, past guests’ folios 
and arriving guests’ reservations. 

 When you first go into the form it looks like the example below: 

 
Figure 5: Repeat Guests from History – Initial Form 
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o Fill out your search criteria on the right-hand side, then click Load 
Changes. 

 Arrivals – Enter the dates of future arrivals you want to be the 
base. 

 Current inhouse guests will not be included in the search, 
only guests due to arrive. 

 Only Gtd/Hold/Share reservations are included in the 
search. 

 The default start and end date are Today. 

 Search History – Enter the past date you want to start the search 
for repeat guests.  

 The default start date is a year in the past. 

 Repeat Options – Uncheck the criteria you want to exclude as 
necessary to be a match. 

 If you uncheck all the fields, then the only criteria for a 
repeat guest would be an identical name. 

 The more criteria you select, the fewer results may be 
returned.  

o The results can depend on whether your staff are 
using Guest Profiles when they make reservations 
and therefore are not creating new records. 

 Show Options – You can select to see all guests due to arrive 
during the entered time frame or only those that are matches. 

 Show detail on load – When checked, will show the repeat guests 
and all their matches. 

 Once you have loaded a list, you can change the detail 
showing by clicking the Show Detail/Hide Detail buttons at 
the top. 

 Sort Order – Use the drop-down menus to change the order of the 
results. 

o Once you have set your criteria, click on Load Changes and the result will 
be displayed as seen below:  

 



AutoClerk New Reports and Features 6.2.5.1160-1176 

9 
July 2023 Ver. 1.0 

 
Figure 6: Repeat Guests from History - Results 

 

o Here are some things you can do with the results: 

 Future Reservations 

 These have a gray background. 

 Click on the magnifying glass to hide the details for that one 
record. 

 Double click on an incoming reservation to see the 
reservation form.  

o You can make changes if necessary. 

 Click once on a future reservation and then click on File at 
the top to see the Advance Deposit Folio, or the reservation 
form. 

 Historical Reservations/Stays 

 These have a yellow background. 

 Double click on the Historical result to see the original 
reservation.  

o Changes to past reservations are not allowed. 

 Single click on a Historical result, then click on File.  

 You can then either see the guest’s Historical Folio; or see 
the original reservation. 
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 You can also change the criteria on the right and click Load 
Changes to see new results. You do not have to reload the entire 
form. 

Check in 

Bucket Check 
 The Bucket Check allows front desk staff to indicate they have done a bucket 

check, save it for the next shift and/or produce a copy for the manager. 

o When you first go into Bucket Check, the form looks like: 

 

 
Figure 7: Bucket Check 

 

o All the checked in rooms and folios are listed with the default columns. 

 If you want to change the columns on a one-time basis, click on 
View – Show Fields and deselect the columns you want to hide. 

 If you want to set up a ‘permanent’ column set-up. Use View – 
Show Fields to set up the columns you want to see.  

 Then save the design and set it up as a Fast Selection.  

 The Fast Selection will be saved under your user id, but 
other staff can use your setup as a Fast Selection for 
themselves. 

o If you are doing the first bucket check of the day, double click on the first 
room and folio. 

 You will be re-directed to that inhouse folio. 

 Verify the data as per your property’s policy, making changes as 
necessary and saving the changes, or click on Esc to go back to the 
Bucket Check form. 

 Click in the ‘Chk’ checkbox to indicate you have checked the 
folio. 
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 Repeat these steps until all rooms/folios have been 
checked. 

 You could also verify/change each room/folio and use the red 
arrows in the inhouse folio form to move to the next checked in 
room/folio. 

 When you have completed going through the folios, click 
Esc to go back to the Bucket Check form and check the Chk 
boxes. 

 When you are done, click ‘ok.’ 

 You will be returned to the Main menu and your work will be 
saved. 

 When you go back into the Bucket Check, you will see your 
initials, date, and time in the ‘Checked By’ column as seen 
below: 

 

 
Figure 8: Partially Completed Bucket Check 

 

 If you do a bucket check at the beginning and end of your 
shift, this is a good way to see which rooms/folios you have 
already checked, and which ones remain. 
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 You can also use this method if your manager wants one 
report for the day. As each clerk logs in and does their 
Bucket Check; when saved, their initials, date and time will 
be logged. 

 When you are ready to print or save your completed Bucket Check 
for the manager, click on File, and then select either Print or 
Export. 

 When you export the report, it is exported in .csv format. 

o Follow your property’s policy for the exports name 
and save location. The default location is the 
desktop. 

 You can now clear the report for the next clerk by clicking 
on ‘Start New.’ 

o If you forgot to print/export the report, click on 
Reload, save/print/export, and then click Start New. 

o You can also start a new form by clicking on Edit – 
Start New Shift. 

Folio Printing 
 The user can now email a guest’s folio to 1) multiple addresses; 2) select which 

email address(es) to send it to; and 3) include employee/corporate email 
addresses. 

 Once you have selected the room number and folio to print and clicked ‘ok,’ the 
SendTo pipeline appears. You will see a new option – ‘L’- Selection Email, as seen 
below: 
 

 
Figure 9: Selection Email 

 
o Click on L-Selection Email, and you are re-directed to a new form as seen 

below: 
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Figure 10: Selection Email Addresses 

 

o In this example, the guest had two (2) email addresses on his folio. 

 If the guest folio has company, group, group planner and or TA 
email(s), those will be included in the selection list. 

o In the form, the guest’s primary email address is checked by default. 
However, the user can deselect and/or select which address(es) to use. 

 In addition, the user can enter an additional email address in the 
blank field. 

 If a manager has built Hotel Contacts, those are also available for 
selection. 

 Hotel contacts can be useful if you need to send a folio to a 
corporate office. 
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 See the section on Employee Email Addresses on how to set 
up Hotel Contacts. 

o If the guest did not have an email address listed, you can still email the 
folio by filling in the address in the Additional Email Adr field. 

 Adding an email in this field does NOT add it to the guest record. 

o You can also set up a Fast Selection for emails. When you set up a Fast 
Selection, it will only apply to email addresses listed in the ‘Additional 
Email Adr’ section. 

 This email feature is also available on the Checkout form, CL Cover Letters, CL 
Invoicing, CL Billings and Historical Folios. 

General Reports 

Guest Reports 

Extra Charges Report 

 This report is produced by default by the Night Audit if the new Extra Charges 
feature has been enabled.  

o Printing can be suppressed in ACConfig. 

 The report lists the Extra Charges that are either set to post ‘tonight’ or were 
posted in the past. 

o The transactions themselves are reported with other similar transactions 
in the M1 and M2 reports. 

 For detailed information on Extra Charges, please refer to the separate 
documentation: User Guide – Extra Charges. It can be found on 
www.myautoclerk.com in the Documentation section. 

Usage Report 

 The Usage Report allows the user to see which reservations (past, current, and 
future) had the Rollaway, Crib, and/or User Defined Checkboxes and Fields 
checked/filled out. 

o This can help the hotel know if there are enough rollaways/cribs for future 
use and/or how many guests bring their pets. 

o It can also help track past usage, so hotels know when cribs and/or 
rollaways need to be replaced. 

 When you first run the report, the default is the current day and all the ‘Include 
Columns’ checked. An example is seen below:  
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Figure 11: Usage Report – Default 

 The bottom of the report shows totals for the Checked Columns. 

 To run the report with different parameters:  

o Change the start and end dates.  

 You can enter past, current and/or future dates. 

o Check/uncheck the checkboxes next to the fields listed in ‘Include 
Columns.’ The report will only include data for the checked boxes. 

  If your property has changed the default labels of the User 
Defined Checkboxes and or User Fields in ACConfig, then those 
labels will be listed. Otherwise, the default label will show. For 
example, Check Box 3 has been relabeled ‘Pet’.  
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 If one of these fields’/checkboxes label has been removed, then it 
will not appear in the list. 

o You can filter the results by checking a box(es) in the ‘Filter’ list.  

 If you leave all the checkboxes unchecked, the report will include 
ALL guests in an A folio and/or with a reservation status of 
Gtd/Hold during the defined time frame. 

 For example, if you only want to see guests with the ‘Rollaway’ 
checkbox checked, then click on Rollaway in the Filter by field. 

 If you select more than 1 item, the report uses the ‘Or’ criteria. 
This means that you check Crib and Pet; the report will show those 
guests who had/have either Crib or Pet checked but not both. 

o Once you set your parameters, click Load. 

o Below is an example of a report run for 90 days to include past, current, 
and future guests, and all ‘Include Column’ checkboxes checked.  

 

 
Figure 12: 90 Day Usage Report 
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 The below report is the 90-day report filtered by Rollaways 

 

 
Figure 13: Usage Report with Filter for Rollaway 

 

 A few things to note: 

o The report is based ONLY on A folios for inhouse and past guests. So, if 
Crib was checked on a guest’s B-D folios, it will NOT be counted or 
reported. 

o Report numbers are based upon the Start and End dates. If the requested 
start and end dates are January 1st to January 2nd and a guest with a crib 
stayed December 31st to January 4th, the number of reported cribs will be 
2 because this is the number of crib nights that were used during the 
requested time period. 

o “In-Dates” is the number of days a guest was/is/will be in house during 
the requested period. This lets you know how the number of items is 
calculated. So, if the number of “In-Dates” is 3, and Crib is checked as a 
filter, then the number of cribs will be 3 even if the guest’s stay was 5 
days. 



AutoClerk New Reports and Features 6.2.5.1160-1176 

18 
July 2023 Ver. 1.0 

o The check boxes and text fields report what the ‘current’ status of the field 
is for the requested dates. For example, a guest checked in for 3 nights. 
Crib is checked for only the first night. As the current status for the Crib is 
unchecked, it will NOT be reported as having had a crib. acPMS does not 
know about changes to checkboxes during a guest’s stay. 

o Cribs and Rollaways are indicated in acPMS by a check box. If a guest 
needs and gets two cribs, acPMS does not know this. All it knows is the 
box has been checked and will report one. 

o Although the User Defined fields are included, the way they are reported 
varies. If the field contains just a number, then that number will be 
reported. If the field contains just text, then a ‘one’ will be reported. If the 
field contains text and a number, then a ‘one’ is reported.  

o If there are certain parameters you consistently want reported, you can 
set up a Fast Selection to use. 

 If you set up a Fast Report, the dates will load based on the 
number of days from ‘today.’ 

 Please contact Support for more information on how to create and 
use Fast Reports. 

o The report can be printed and/or exported using the File dropdown. The 
printed version includes the totals at the bottom of the displayed report. 
 

Room Status 

House Standings 

 The House Standings Report is like the House Status Report, but it allows you to 
view multiple days and includes additional room and reservation data. 

 It produces data for the current day and future days only. 

 It is not automatically produced as part of the Night Audit. 

 By default, the report shows data for ‘Today’ and the following the (10) days, 
with detail for each room type. 

 If you select Options in the SendTo Pipeline you can select: 

o Which day(s) in the future to report. 

o Whether to include Room Type Detail. 

o Whether to include a separate section for Today. 

 If you select a start date other than the current day, the Today 
section is not included.  

 The report for Today and the next day including Today, and Room Type Detail is 
seen below: 



AutoClerk New Reports and Features 6.2.5.1160-1176 

19 
July 2023 Ver. 1.0 

 
Figure 14: House Standing Report – Default 

 

 The top Today section is a snapshot of the house including housekeeping status, 
arrivals, departures, and reservation activity. 

o There is detail for each room type. 
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 In the top Today section, column header clarification: 

o Departed – Rooms that have checked out when the report is run. 

o Posted Rm Cnt – Room charges that that have been posted and the 
occupancy count has been affected. 

 For example, you check in a day use room, post the room charge 
and tax(es), and say ‘Yes’ to increase the room count. This would 
result in a Posted Rm Cnt of one. 

 If you post room charges in Historical Folios, regardless of how you 
answer the occupancy count question, it will NOT be included in the 
specific room type row as Historical Folio postings are not 
associated to a specific room/room type. However, it will be 
counted in the top Today row’s data. 

o Wait List – The number of Wait list reservations due to arrive. 

 In the body of the report, column clarification: 

o GTD and Hold – The number of rooms expected in–house that day. 

o Unused Groups – Group rooms that have not been picked up if the group 
has allocations for that day. 

 Specific group information can be seen in the Forecast Report. 

o Groups – Total number of group rooms for that day. This number includes 
any Unused Group Rooms. 

o Proj. Occup. – This number includes Unused Group Rooms. 

o Pet – This ‘property’ has labelled Checkbox 3 as Pet in ACConfig. 

 Whatever you have labelled this checkbox will appear as the 
column header. 

 If the box is checked and the room/reservation will be inhouse, it is 
counted. 

 Rooms due to check out are not included. 

 The report without Room Type Detail, is shown below: 



AutoClerk New Reports and Features 6.2.5.1160-1176 

21 
July 2023 Ver. 1.0 

 
Figure 15: House Standings Report – No Detail 

Advanced Reports 
This new Reports section contains a variety of reports that managers can use for 
revenue information, staffing and other hotel data. 

Once you get into many of the reports, if you click on the red question mark, an 
imbedded help document will appear. 

You can also print most of the reports by clicking on the Print button. 

Manager Tools 

Arrivals vs Booking Date Data 

 This tool is an extension of the Booking Patterns Report/Tool, the Days Out/No 
Show tab. 

o It reports on different ‘sources,’ such as rate class, clerk, channel; in 
conjunction with date of arrival and how far in advance a reservation was 
booked. 

 The report’s defaults are: 1) First day of current month to current day; 2) 
Channel as the ‘Type’; and all Days Out time frames. 

o The initial report is seen below: 
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Figure 16: Arrivals vs Booking Date Data – Initial Report 

 

 Click on the Type drop down to get reports on different criteria.  

o The dropdown choices are Channel, Clerk, Rate Class, Room Type, Source 
1, Source 2, and Source 3. 

o Clerk is based on the initials of the clerk that is logged onto the computer 
and not necessarily the clerk who took the reservation. 

 The user can change the Start and End as needed. These dates are the 
reservations’ arrival dates. 

o Click on the dropdown for Type and select the type you want reported. 

o If you only want to see specific Days Out, uncheck the date spans you do 
not want to see.  

 Once you have set your parameters click Load. 

o An example of arrivals by Rate Class is shown below: 
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Figure 17: Arrivals vs Booking Date Data by Rate Class 

 

 Each column is a time frame of how far out from the arrival date a reservation 
was booked. 

o The numbers represent how many reservations/folios fall into that 
bracket. 

 Only reservations with a status of guaranteed or hold reservations 
and are for a sleeping room are counted. 

 If a reservation has already come and gone, only the A folios are 
counted from Historical Folios. 

 The right-side column allows the user to deselect time frames to be included in 
the totals for Selected % and Avg Days-Out. 

o Be sure to click Load once you have deselected and/or selected time 
frames to refresh the grid. 

Booking Patterns 

 The Booking Patterns tool gives you four (4) reports to help you understand your 
reservations based on when they were booked. 
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 The reports’ initial ending date is the previous day so when you see data for 
‘Today,’ it is yesterday. 

o You can change the date by clicking on Edit, then Change Date. 

 Remember the date you enter is the creation date for reservations. 

Booked	&	Stayed	
 When you first run Booking Patterns, the Booked & Stayed data is displayed, as 

seen below: 

Figure 18: Booking Patterns – Booked and Stayed 

 Booked & Stayed counts reservations 1) made on the requested date (Today); 2) 
MTD to the requested date; and 3) YTD to the requested date. So, if today is 
February 19th and you request this to show February 10th the data will be based 
on reservations created from the 1st of January to the 10th of February.  

o The data reported is sorted by Rate Class and the three (3) Source Codes. 

 The pie chart on the right shows only Year-to-Date values. 

o Use the drop down to change the category you want to see. 

o Each color shows the code for the data represented and the percentage. 
For example, if you are looking at rate classes, you may see RA 67% 
which indicates your Rack rate class accounted for 67% of the 
reservations for the year. 

o A bar at the bottom shows the codes with the number of reservations for 
that code. 

 You can print the report, without color, by clicking on the Print button. 
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Booked	By/Usage	
 Booked By/Usage includes information on where your reservations came from: a 

CRS and specific staff; as well as crib, rollway, and checkbox usage. 

 The initial report is shown below: 

Figure 19: Booking Patterns – Booked By/Usage 

o If you have multiple CRSs, each will be listed separately along with the 
reservation data. 

o Clerk data is based on the clerk who is logged onto the computer. 

 If your property procedure is that clerks also use one of the Source 
code boxes for their initials, that data will not be reflected here. 

o If you have labelled your configurable user check boxes in ACConfig, then 
that label will appear. Otherwise, it will say UserCheck 1, 2, and/or 3. 

Days	Out/No	Show	
 Days Out/No Show provides data on 1) how far out, on average, your guests are 

booking, and which days have the most no shows. 

 The report is shown below: 
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Figure 20: Booking Patterns – Days Out 

o Bookings are broken down by month as well as by reservations taken by 
the hotel vs made through a CRS. 

o No shows are only counted as a no show if the reservation was not 
checked in when the night audit was run. 

 If you want more information on days out booked, navigate to Advanced Reports 
– Manager Tools – Arrivals vs Booking Date Data. 

o This tool is explained above in this document. 

Cancels	
 Cancels show by rate class, how many reservations were canceled and how much 

revenue was lost due to the cancellations. 

o The report is shown below:  
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Figure 21: Booking Patterns – Cancels 

o The report counts the cancelled reservations, regardless of when they 
were due to arrive. 

o Lost revenue vs. package revenue is split out because the room rate is 
kept for a non-package reservation, but the total package amount is kept 
for those package reservations.  

 You can see the room rate revenue you lost, or the total package 
revenue lost. 

Daily Manager Report/Form 

 This is the Daily Manager Report as found in Manager Reports, with additional 
Tools to get you more information from the report. 

 An example of the full report and tools page is shown below: 
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Figure 22: Daily Manager Report and Form 

 

 The default day is yesterday as today has not closed. You can change the date 
either when you first access the report, or by clicking on ‘Change Date’ once you 
are in the report. 

 The ‘Variables’ column gives you data on your past guests’ stays. 

o ‘Today’s’ figures are calculated from the Night Audit. 

 The figures are built each night on the audit and then make up the 
data for MTD and YTD. 

o Adults/Children/Infants – Counts people in all folios in sleeping rooms. 

 This uses the Inhouse Guest Listing and Historical Folios for day 
use rooms for the count. It does NOT look at the daily transactions, 
so the number may differ from the Inhouse Statistics Report. 

o No Shows – Reservations due to arrive that are not checked in at the time 
the Night Audit is run. 

 If you process your No-Show reservations in a different way, this 
count may not be what you expect. 

o Length of Stay Nights – Adds up all nights of in–house A folios in sleeping 
rooms. 

o Room Revenue – ‘Room’ postings less adjustments. 
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 If you post ‘Room’ to non-sleeping rooms, or Post to No Room/Post 
a Ticket, that amount will be included in this amount.  

o Other Revenue – Taxes and other charges posted that day. 

 Other charges could include parking, pets, banquet room, etc. 

o Avg Length of Stay – Only counts sleeping room nights. 

o The Daily Manger Report found in Advanced Reports – Manager Reports 
has additional ‘variable’ data.  

 The left side of the report has three (3) additional tools to get additional 
information on the report’s data 

o . Click on the yellow bar for the drop down to appear. The panels are as 
follows: 

o Room Revenue –Posted Room revenue and adjustments made to rooms, 
tickets and/or historical folios. This is only for the ‘current’ day and does 
not give MTD or YTD figures. 

 Below the totals is a breakdown by rate class of what and how 
much was posted. It includes data for sources as well. 

 Click on Detail and you are re-directed to the day’s M1/Zout Room 
postings. 

 You can use this to research the day’s reported totals. 

o Other Revenue – Posted transactions other than Room, broken out by 
Taxes and non-taxes (Incidentals).  

 The charges’ posting code and description are included as well as 
the tax percentage, if applicable. 

 Click on Detail are you are re-directed to the day’s M1/Zout. 

o Avg Length of Stay YTD (Arrival Date) – This looks at the YTD figures, by 
rate class and source code(s), and reports the Average Length of Stay. 

 Sources and/or Rate Classes with ?? means 1) the code/class has 
been deleted; or 2) was not defined. 

Google MyMaps Export 

 Google MyMaps export is a way to export guest location information and import it 
into the Google MyMaps program. 

o Once in MyMaps, you can see where your guests are coming from based 
on the data you imported. 

 The acPMS function only exports the data. AutoClerk Support does not have the 
ability or knowledge to troubleshoot issues with Google MyMaps once the data 
has been imported.  



AutoClerk New Reports and Features 6.2.5.1160-1176 

30 
July 2023 Ver. 1.0 

o We chose Google MyMaps to document the exports because it is a free 
map maker program, the maps become shareable at your discretion, and 
is the largest mapping program. 

o We do not know if the exported data will work in other similar mapping 
programs. 

 When you first go into the export, you see the below form: 

 

 
Figure 23: Google MyMaps Export Form 

 

o Select the Data Type, Start and End dates, where the address is coming 
from: Guest/Company/Travel Agency, and fields you want exported. 

 The fields you select depend on the data you want to see. 

 These will make up the map ‘points’ once imported into MyMaps. 
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 You can export different data and then layer them in one map; 
however, you do need to export them separately. 

 Once you have made your selections, click on Export. 

 You will then get:  

 
Figure 24: Google MyMaps Export location 

 

 Name and save the export in location you have access to. 

 Click ok at the Complete popup. 

 You now need to import that file into Google MyMaps. 

o Open a browser and navigate to https://www.google.com/mymaps. 

 If you do not have an account, open a free account. 

 Once you are at the Maps page, click on Create a New Map. 

 Import the file you just saved, following the prompts on 
naming conventions. 

o Once you have the map and the points, you can save it to your account, 
add more layers, change colors, etc. 
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o For detailed help with importing into Google MyMaps and using the data, 
click on the question mark in the MyMaps Export form. 

Occupancy Heat Map 

 The Occupancy Heat Map is a color grid representation of your Occupancy. 

 The initial report is seen below: 

 
Figure 25: Occupancy Heat Map 

 

 The default time frame displayed is the month prior to the current month through 
the next twelve (12) months. 

o The current day’s cell has a ‘T.’ 

o Once the report is displayed, click on Edit – Change Date to see a different 
time frame. 

 When you change the start date, the day you selected is indicated 
by ‘***’ in the cell. The report’s dates will be the month of the day 
you selected, for the next twelve (12) months. 

 The cells’ colors are determined by the occupancy percentage legend at the top. 

o If you want to set your own color scheme, click on a color on the legend 
and then select the color you want to use.  

o You can then save your design or reset back to the default. 

 By default, Fri and Sat are checked and therefore have a gray border.   

o Use the day of the week check boxes to change which day(s) have a 
border. 

 When you hold your mouse over a cell, a pop-up appears showing that day’s 
occupancy percentage and number of rooms occupied as seen below: 
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Figure 26: Occupancy Heat Map – Day’s Statistics 

 

o The statistics also show at the bottom of the form in the bar. 

 If you click on a cell, a grid with the day’s statistics by room types appears at the 
bottom as seen below: 

 

 
Figure 27: Occupancy Heat Map – Room Type Statistics 

 

o The grid shows each room type’s capacity, how many reservations are on 
the books, the rate for 1 person, and the LOS rule, if applicable. 

 Reservations include all group rooms that have been allocated, 
regardless of pickup. 

o The room types are in the order set in ACConfig. 

 If you click on a past day, the room types are in alphabetical order. 

 If a room type is overbooked for that day, it will be noted in the OB 
column. 

 If you want to set a Special Day, right click on the day’s cell, and then click on 
Special Dates. 

 



AutoClerk New Reports and Features 6.2.5.1160-1176 

34 
July 2023 Ver. 1.0 

 
Figure 28: Occupancy Heat Map – Special Dates 

 

o A new form opens allowing you to enter one or multiple Special Dates. 

 This can be useful if you want to see how special events/days 
affect your Occupancy. 
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Figure 29: Occupancy Heat Map – Set Special Dates 

 

 If you are in the report and want help, click on the yellow question mark. 

Manager Reports 

Daily Manager Report 

 The Daily Manager Report shows room status, reservation activity, and revenue 
and stay information for ‘Today,’ MTD, YTD and the same time frames in the 
Previous Year. 

 The first time you run the report, acPMS gathers data from various files and 
reports, including Transactions, Historical Folios, Inhouse Statistics, and the Year 
files.  

o The report is then written and is updated each night on the audit. 
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o An example of the report is below: 

 
Figure 30: Daily Manager Report 

 

 By default, the report is for the previous day, so ‘Today’ is yesterday. 

o If you select Options in the SendTo pipeline, you can select another past 
day as well as select specific day(s) of the week. 

 By selecting specific days of the week, you can, for example, see 
how you did on weekends. 

 Today’s figures are calculated from the Night Audit. 
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 Adults/Children/Infants – Counts people in all folios in sleeping rooms. 

o This uses the Inhouse Guest Listing and Historical Folios for day use 
rooms for the count. It does NOT look at the daily transactions, so the 
number may differ from the Inhouse Statistics Report. 

 No Shows – Reservations due to arrive that are not checked in at the time the 
Night Audit is run. 

o If you process your No-Show reservations in a different way, this count 
may not be what you expect. 

 Length of Stay Nights – Adds up all nights of in–house A folios in sleeping rooms. 

 Room Revenue – ‘Room’ postings less adjustments. 

o If you post ‘Room’ to non-sleeping rooms, or Post to No Room/Post a 
Ticket, that amount will be included in this amount.  

 Taxes – All taxes posted: occupancy and sales. 

o If a tax percentage changed during the time frame (MTD, YTD, and 
Previous Year), the change will be reflected. 

o If a tax transaction code has been deleted, then those amounts will show 
in Incidentals. 

 Avg Length of Stay – Only counts sleeping room nights. 

Daily Manager Report Export 

 The Export can include one or many past days’ data. 

 The default is one day (yesterday), but the user can enter a date span and/or 
specific days of the week to be included, as seen below:  
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Figure 31: DMR Export – Options 

 

 Once the export options have been set, the user selects the location and name of 
the file. 

o The default location is the Desktop, and the default file type is .csv. 
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Figure 32: DMR Export – Save 

 

o As it is saved as a .csv, it can be opened in a spreadsheet program. 

 If the user has selected multiple days, each day is a row in the spreadsheet. 

o Column headers are automatically included in the export. 

Labor Management Report 

 This report looks back at the hotel’s check-in, check-out, and reservation activity 
so management can see when they are busiest. This can be helpful for scheduling 
at the front desk as well as housekeeping. 

 The default date range is the first day of the current month to today. 

o The user can change the date range when they first access the report. 

 The report includes color charts showing Activity by Day as well as Activity by 
Hour as seen below:  
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Figure 33: Labor Management Report 

 

o Data for Denials and Denials Percentage will only populate if you have 
Reservation Denials enabled.  
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 If you do not have denials as mandatory, this data will be 
incomplete as a clerk could escape from entering a denial code. 

 If you are interested in setting up Denials, please contact 
AutoClerk Support during normal business hours at (925) 284-
1005, option 2. 

Out-of-Order Report 

 This lists, by date, which rooms were out-of-order on that day including the 
reason. 

 The default date span is current day back 10 days. 

o Click on Options in the pipeline to change the date span you want to 
report. 

o You can enter any past or future dates for the report. 

 There is a total for each day as well as a total for the selected date range. 

 If you have put a room out-of-order and then back in order on the same day, it 
will not show in the report. This is by design as the OOO has been cleared. 

 Below is an example of the report: 
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Figure 34: Out of Order Report 

 

Past Cancel Patterns Report 

 This report shows you data for the nights and revenue lost due to cancellations. 
The user can select/filter which cancellations should be counted and provide 
totals.  

 The form is blank when you first access it. 

o Enter the start and end dates you want to see cancelation records for. 

 Remember these are the cancellation dates and not the creation or 
arrival dates for the reservations. 

 If you want to see cancelations by arrival date, you will 
need to set the starting cancel dates far in the past to 
capture the most data possible. 
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 Click Load. acPMS gathers the data and the page refreshes with the 
report as seen below. The report shown below has been cropped 
for visibility. The actual report has columns in the top section for 
each of the ‘Totals Types’ listed in the bottom section. 

 

 
Figure 35: Past Cancels Pattern Report 

 

o The reservations that were canceled during the selected time frame are 
listed in the top section, by cancellation date. 

 In the top section, when the data is first loaded, all reservations are checked to 
be counted. 
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o You can click on any of the column headers to sort the data per that 
column. For example, Last Name, Number of Nights, etc. 

o Non-sleeping room and/or non-GTD/Hold reservations will have 0 as the 
number of nights. 

 Use the fields underneath the list of reservations to further filter your results and 
totals. You do not need to re-load the data. 

o The fields are:  

 Data type - This section allows you to auto check only those 
cancels which correspond to the type of dates you want. So, if you 
want arrivals between 02/01/2020 and 02/28/202 you would 
choose "Arrival" in the dropdown and then enter these dates and 
choose check. 

 Text Type – Allows you to see cancellations for a specific reason. 
For example, you only want records that have "COVID" in the 
Cancel Reason. Choose "Cancel Reason" in the drop down, and 
then put "Covid" in the "Text Field Contains" box. Choose the 
"Check" button and it will automatically check only those with 
"Covid" as part of the reason. 

 The field is not case sensitive but will search for exactly 
what you enter. If you search for ‘can,’ the results may 
include cancel, Canada or scan depending on what was 
entered at the time of cancellation. 

 Number Type – Use this if you only want those cancelations for 
people who would have stayed more than 1 night. Choose Nights 
and then choose the "n > 0" radio button.  

 Only checked records are used to calculate the Totals in the 
bottom. Before running a filter to get totals, it is a good idea to 
click ‘Check None,’ set your filter and then click on ‘Check’ for the 
specific filter to see the results in the Totals in the bottom section. 

 If you do not see the numbers you expect, uncheck all the 
reservations, then run your filter again. 

o The buttons at the top right allow you to print the report and/or save it as 
a .csv export. 

 You can also use the print and export options under File. 

 You can also hide the top or bottom sections. 

o The Totals section at the bottom will refresh with new Totals if you have 
used the filters in the top section. 

 Use the radio buttons on the left side to see the Totals filtered by 
the types listed. 

 As with the top section, you can re-sort the bottom columns by 
clicking on any of the column headers. 
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o There are buttons in the top right of each section that allow you to print 
and/or export the data. 

 You can also hide the top or bottom section. 

Year Comparison Charts 

 This report shows bar charts of the hotel’s Occupancy %, ADR and RevPAR by 
month, for two (2) years. 

 When you first access the report, you are asked to enter the year you want to 
compare:  

 
Figure 36: Year Comparison Charts - Parameter 

o The year you enter will be compared against the previous year. 

 Click ok and the report is generated as shown below: 
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Figure 37: Year Comparison Charts - Results 

 

Accounting Reports 

Room Tax Comparison Report 

 The Room Tax Comparison (RTC) Report lists all the Room revenue and 
Occupancy Tax posted during the selected time frame. 

 The report ONLY looks at taxes that have been set up as an Occupancy Tax in 
ACConfig.  
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o If you have a Sales tax that posts with Room charges, those transactions 
will not be included in the report. 

o If you have a tax that is active during the requested time frame, but is not 
set to post with Room charges, it will still be listed in the report. 

 The default time frame is the past month. 

o When you first go into the report, there is no data loaded so you can 
select the time frame you want to see. 

 
Figure 38: RTC Report - Start 

 

 Once you have entered the date range you want, click Load. A sample of the 
report is below:  
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Figure 39: RTC – Data loaded 

 

o The column headers are as follows: 

 Date – The date of the posting. The report lists each day in the 
requested time frame and then each posting on that day. 

 Trans ID – The transaction number of the day for the postings and 
a reference to research a posting. 

 For example, the first line, TransID is 32/34/35. If you look 
at the M1/Zout for that day, in the Room posting section, 
you will see that the room posting to room 103, folio A was 
the 32nd transaction of the day, the state tax was 34th and 
the city tax the 35th. 

 Room – The room number and folio of the postings. If the room 
number is ‘?’, then the posting was done in Historical Folios or to a 
Ticket/Post to No Room. 

 Room Amount – How much room revenue was posted. 
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 TX [State Tax] – This is the transaction code and description of the 
first occupancy tax. (In my example, the transaction code TX is 
called State Tax.) 

 The column lists how much tax was posted to each 
room/folio 

 % - This indicates the tax is a percentage. The column states the 
percentage amount posted. 

 These two (2) columns repeat for as many Occupancy Taxes as 
you have. 

 If a tax is a Flat amount, the second column will be headed 
‘$,’ but the amount is only listed under the tax description. 

 If a room and folio was marked as Tax Exempt, then the amount 
cell for the exempt tax(es) will be blank. 

 An example of tax-exempt postings is shown below: 
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Figure 40: RTC – Tax Exempt Postings 

 On the top right side are buttons which give you more detail and tools on the 
taxes: 

o Grid CSV – Allows you to save the report in .csv format so it can be 
imported into a spreadsheet program of your choosing. 
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Figure 41: RTC-Grid CSV 

 

o Report Grid – Produces a printable form of the report. 

o Grid Totals – Reports the daily totals for room and each tax. 
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Figure 42: RTC – Grid Totals 

 

o Totals by Tax – Breaks out the Occupancy tax(es) and provides detail on 
posting adjustments as well as singular postings. 
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Figure 43: RTC-Totals by Tax 

 

o Orphan Trans – Reports on the ‘Orphan’ transactions. Orphan transactions 
are room charges without tax(es), and tax postings without room. 

 

 
Figure 44: RTC-Orphan Transactions 
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Transactions Comparisons Report 

 The report allows the user to compare a date to a date, a month to another 
month and/or a year to a year. 

 Only transactions that were used during the requested time are listed. 

o If a transaction has been deleted, the data will appear but only with the 
transaction’s ID number. 

o If a transaction is changed to break out into 50 sub types, or sub types are 
removed, the report may show the code with a 0 sub transaction or a 
transaction without a sub transaction depending on what has been done. 

o Negative numbers are in red. 

 When you first access the report, it looks like the below example: 
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Figure 45: Transactions Comparisons Report 

 Depending on the date parameter you select, the report will look like one of the 
following: Days, Month, Year. 

o The default ‘Days’ are the prior two (2) days, because the current day has 
not closed. 

o The default ‘Month’ is the current month and the past month. 

o The default ‘Year’ is the current year and last year. 
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Figure 46: Transactions Comparisons Report – Days 
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Figure 47: Transactions Comparisons Report – Months 
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Figure 48: Transactions Comparisons Report - Years 

 

Marketing 

Exports  

Checkout Email Export 

 This exports information on guests who checked out ‘today’ who had an email 
address their folio. 

o This can be used by marketing companies such as Medallia. 
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o The feature must be enabled in two (2) places in ACConfig. 

 Please see the ACConfig sections below for instructions on how to 
enable the function. 

 The exported data includes Guest first and last name; email; check-in and 
checkout dates; property name; reservation confirmation number; and room 
number. 

o All checked out folios with an email address are exported. 

o TA information is not exported. 

o Guests without an email address are not exported. 

 Use this function to export the data outside of the audit process. 

o When you use the export here, you can export multiple days at a time as 
you are asked to enter a date range when you first access the export: 

 
Figure 49: Email Checkout Export – Date Selection 

 Once you have entered the start and end dates, click ok and you can select the 
name and location for the export: 
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Figure 50: Email Checkout Export – Save 

 Once exported, whether here or through the Night Audit, if enabled, the .csv file 
can be imported into a spreadsheet program. 

Utilities 

Historical Reports 

Historical Daily Pace Report 

 This report is like the Forecast Report but is for past days. It takes a snapshot of 
the hotel information at the start of the day and then uses the transactions 
during the day to the end of the day to show the user daily start and end of day 
data but for past days  

o The default report is for the past seven (7) days and for each day, gives 
start and end of day data for categories such as Inventory, Arrivals, 
Departures, OOO, Occupancy and Groups. 

o The report is configurable by selecting Options in the SendTo pipeline. 

o A sample report for three (3) days is seen below: 
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Figure 51: Historical Daily Pace Report 

 

o For each section of data, ‘Proj’ is the start of day data and ‘Act’ is the 
figure at the end of the day, after the Night Audit has run. 

 When you are first updated to the build that has this report, you will need to 
have run one (1) audit for the Start of Day numbers to correctly calculate. 

 When you select Options in the SendTo pipeline, you can configure the report for 
that one-time printing/display, as seen below: 
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Figure 52: Historical Pace Report Options 

 

 When you select Options, the checked boxes indicate the default fields for the 
report. However, the user can select whichever box(es) he wants to see for that 
occurrence of the report. 

 The fields are: 

o Dates: As the report is historical, only past dates can be entered. 

o Report Data: Unchecking one of these boxes removes that line of data 
from the report so you would only see the start or end of day figures.  

 Start of day is projections and end of day is actual as the numbers 
are taken from the Night Audit. 

o Report Parts: Checking and unchecking a box adds or removes that row of 
data from the report. The rows are: 

 Inventory: The number of rooms that have been configured for 
each room type. It does not factor in out-of-order rooms. If room 
numbers are changed during the day, for example a King bedded 
room is changed to a Queen bedded room, then the numbers will 
be affected. 
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 Out-of-Order: The number of OOO rooms for the day. If a room is 
set to come back in order that day, it will NOT be counted. 

 Occupancy: As with other Occupancy reports in acPMS, the end of 
day number depends on the posting of room charges and the 
‘increase/decrease room count’  

 If you post a room charge adjustment in Historical Folios 
and say ‘yes’ to decrease the room count, then the actual 
(end of day) figure will be reduced by 1. 

 Departures: The number of rooms due to check out vs the number 
that did check out. A voided checkout decreases the number for 
checkouts.  

 Arrivals: The number of expected arrivals vs. actual arrivals. Walk-
ins, cancels, and no shows will all affect the end of day number.  

 Group Totals: This is the number of ‘picked up’ rooms and does 
NOT include unused group rooms.  

 If there were multiple groups in that day, the totals for all 
the groups are listed here. 

 Group Detail: Like the Forecast when you include group detail, 
when checked, if there was a group inhouse that day, i.e., had 
‘picked up’ rooms, then it will be listed. 

 There is only one line for each group and the numbers are 
the “end of day” numbers.  

 If there were multiple groups in on a day, you will see the 
figures for each group. 

 An example of the report with all options checked is below: 
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Figure 53: Historical Daily Pace Report – All Options 

  
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ACConfig 

Rates  

Rate Class Setup 

 Rate Classes can be set up to be Tax-Exempt. 

o This can be useful for Government Rate Classes as well as certain OTA 
rate classes where the OTA is paying the tax(es). 

o When Creating a New or Modifying an Existing Rate Class, there is a Tax-
Exempt button to the right of the Package checkbox. 

 Click on the button and a new window opens which is identical to 
the Tax-Exempt window in a Reservation and Inhouse Folio, as 
seen below: 

 
Figure 54: Rate Class Tax Exemption 

 

o Enter a Reason, select the tax(es) to be exempt, and click ok. 

 Once you have installed the changes, when this rate class is used 
locally, it will be Tax Exempt.  
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 Any reservation coming in from a CRS using this rate class will also 
be Tax-Exempt. 

 The Reason will appear on the Tax-Exempt Report as the reason 
why the room/folio was exempt. 

o You MUST modify any existing reservations, groups and/or inhouse folios 
using that Rate Class, and mark them as Tax Exempt, if not already set. 
The installation of the change will not retroactively change them. 

o If you add a new tax and you want it to be tax-exempt on a rate class, 
you need to modify the tax-exempt setting for that rate class(es).  

 You can now set default source code(s) to be used on a rate class. 

o The Source Code fields are below the Options section on the Rate Class 
main form as seen below: 

 
Figure 55: Rate Class Source Code 

 

o There are certain rules for entering Source Codes. 

 The Source Code(s) must already exist. 
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 On existing reservations, the sources will only change if you modify 
the reservation and change the rate class to one that has different 
sources. 

 If you have set up Default Source Codes for a CRS interface, those 
codes will not be overwritten by the Rate Class source codes. 

o Once you have set up source codes, when you make a reservation for that 
rate class, the source code(s) will auto-populate, even if you do not have 
sources as a mandatory field. 

Extra Charges Setup 

 As of build 1174, a manager to set up transactions to be posted during the Night 
Audit, after room and tax are posted, on a folio-by-folio basis. The charges are 
posted on the guest folios without having to create a room rate package.  

 The initial setup form is seen below: 

 
Figure 56: Extra Charge Setup – Initial 
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 A manager then activates the feature, adds in transactions to be added to 
reservations and/or inhouse folios and installs the configuration.  

o The transactions can be set up to always be applied, applied per defined 
criteria, such as the Rollaway checkbox being checked, or just listed for 
the user to apply. 

 A completed setup is below: 

 
Figure 57: Completed Extra Charges Setup 

 

 Please see separate documentation: User Guide – Extra Charges for details on 
how to set up and use this feature. The Guide can be found at 
www.myautoclerk.com in the Documents section 
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Defaults/Options 

Options  

 At the bottom of the page is the checkbox to enable the nightly export of 
checked-out guests with an email address. 

 

 
Figure 58: Daily Checkout Export Setup 

 The first step is to check the box labelled ‘Daily Checkout Export,’ and then click 
ok 2 times. 

 Then navigate to Defaults/Options – Night Audit Report Suppression. 

o See that section below for instructions. 

Night Audit Report Suppression 

 There are two (2) new reports/functions that can be suppressed.  

o The Daily Email Checkout Export. 

 You must have already checked the checkbox in Defaults-
Options/Options for this item to appear. 

 Leave the checkbox unchecked and add in the email address(es) 
you want the export to go to. 

 The export will be in a .csv format so it can be imported into many 
spreadsheet programs. 

o Print Extra Charges Report 

 Even I the report is suppressed on the Audit, you can still see it in 
Utilities – View Past Night Audit Reports. 

 You can also produce the report for current and future dates 
through Gen Reports – Guest Reports – Extra Charges 

 

 
Figure 59: Night Audit Suppression Additions 
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