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[2)| AUTOCLERK'

Welcome

Welcomel 2 | dzii 2 / tb&skd ppertyOriaageRent system: AutoClerk Cloud
PMS. Thibotel systemplatform is designed to deliver trusted guest experiences and
increase hotel profit.

AutoClerk Cloud is an internbtised web application allowing you to ugeur PMS

from anycomputer, with just aninternet connection, web browser, and a username &
password With over700 hospitality system integrationdutoClerk Cloud will allow as
manyinterface connectionas needed to manage your hotel(Support isavailable

24/ 7 with agentswho haveat least 5 yearsf hotel experienceandresolve 98% of help
ticketswithin the first call

We have a growing Facebook community of AutoClerk users who help one another and
discuss all thingeelating toAutoClerk andhotel operations. Our group features all the
latest product updates, helpful videos, user feedback and much more! Join at:
www.facebook.com/groups/autoclerk

ThisOperations Manual providesstep-by-stepinstructionsto get the most out of
Autoderk Cloudallowing you to manage your hotel with eag@el free to use the Table
of Contents to navigate to gpecifictopic or use CTRL + F on your keyboard to find
specific keywords or phrases.

We hope yowenjoy using AutoClerk Cloud as much as we etgoyinuously improving
and developing it to be the leadiqoperty management system in the industry.

-The AutoClerk Team

www.autoclerk.com
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Logging Into AutoClerk Cloud

The URL for AutoClerk Cloud is https://www.bwh.autoclerkcloud.com/

To access Aut oClneed kus&@namaiatd pasgvmnd Acrebted by a 3Hotel Manageri
user or higher, who can set a temporary password. Users can only change their own password if
the Hotel Manager sets their user to J3JForce passw

Enter your username and password an dor,dor BestiWestetno gi n
Branded Hotelsonly ,clickon t he | ink 3Cont i n uwhichwiltptompEyoute r pr i s
login with your BWH User ID and password . The Terms of Use are also available via a link.

@ AUTOCLERK
Cloud PMS

If you are required to change your password on th e first login, the next page will ask you to create
your own password.

Passwords must meet the following complexity requirements:

1. Password must be of at least 10 characters.

Password should not start or end with a space.

Password must contain at least 1 special character ( such as !@#$%").
Password must contain at least 1 number.

Password must contain at least 1 letter.

abkowbd

You must change your password.

*New Password:

Confirm New Password:

Submit

10
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SETUP

System

Hotel
The hotel information page can be located under the setup area under the system category. This
page will give you the option to enter, edit or v

1. Hotel ID - This is a unique number assigned to each property by AutoClerk.
2. Hotel Name - This is how the name will appear in AutoClerk Cloud.
3. ldentifier - This is the property number assigned to the hotel. It is used by Best Western to
identify individual properties
4. Toll Free Phone- If the hotel has a toll -free phone number it can be entered here.
5. Main Phone - This is the main phone number for the hotel.
6. TimeZone-The hotel As time zone can be selected her
7. Address 1 & 2- The hotel address can be entered here.
8. Country - You may select the country of your hotel here.
9. Zip-The hotel As zip or postal <code.
10.City-The hotel As city can be entered here.
11. State-The hotel As state can be selected here.
12. Manager Home Phone-An opti onal field, used at the hote
13. Fax-This is the fax number for the hotel.
l4.Manager Risone€erd lopti onal field, used at the hote
15.Email-The hotel As property email address where | e
This email can also be used to receive the night audit reports if set up that way.
16. Enable Auto Email of Confirmation and Cancellation letters - Checking this box will
automatically email out confirmation and cancellation letters.
17. CC: Email of Confirmation and Cancellation letters - This is an optional field . If an email
address is filled out in this area, it will receive all confirmation and cancellation letters sent
out to a guest after a reservation has been made or cancelled.

11



Hotel 1D:

Hotel Mame:
|dentifier:

Toll Free Phone:
Main Phone:
Time Zone:
Identifier Prafix:
Address 1:
Address 2:
Country:

Zip:

City:

State:

Manager Home Phone:

Fax:

Manager Cell Phone:

Email:

AutoClerk Cloud User Manual

Enable Auto Email of Conf and Canc.:
CC: Email of Conf and Canc.:

100422

||)(X_Training Team Manual D|
|zz55556 |

| |

[3375142253

[ America/Chicago v|
2z |

|9555 Egan Highway

[United States v|
[85027 |

| |

| |
[3375142239

|Trainingteam@gmail.c0m

Hotel Policies
The

hot el As

your hot el

Ns

policy
under the system category. In the hotel policies area you will have the option to enter, edit or view

i nformati on

policies.

can b

e |

ocated

Email Subject 1 - This field is normally left blank because it will set the subject field in letters, not
folios, statements and invoices. There is a place where we can set it for letters, as well as folios,
statements, and invoices.

General Policyl1-Hot el As

gener al

Confirmation letter and the guest registration card.
Guarantee Policy 1 - If you are a Best Western Branded Hotel all your reservations are guaranteed

with a Credit Card and that verbiage will be programmed into your letters automatically. This

policies

ar e

section is only going to be filled out by Independent Hotels using Autoclerk only.
Cancellation Policy 1 - If you are a Best Western Branded Hotel your cancellation policies will

def aul t t o

what

t he

speci fic

Rat e

Pl

automatically programmed into your letter. This section is only going to be fill
Independent Hotels using Autoclerk only.
Marketing Message 1 - This is typically not used but is useful when creating a group contract or
where a property can list their policies that apply to all groups. This field is not used in any other

letters.

12
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Hotel Policies

Choose Policies to Edit Hotel Policies 1 w

Email Subject 1

General Policy 1
This Property is dedicated to providing its guests, visitors and employees with a safe and healthy environment
and is @ 100% smoke-free facility. A £200.08 Smoking fine will be applied if this policy is vieolated.

Pets up to 38lbs are permitted with an additional $25 fee per night, max of 1 pet per room. Any unregistered
pets will be subject to & Pet fine of $2@e.

An Authorization of $5@ per stay will be authorized on a Credit/Debit Card at check. Pleasse be advissd if you
were to use a debit card it will tske approximately 5-7 days for the funds to release.

Guarantes Policy 1
All reservations must be secured with a valid credit card at the time of booking.

Cancellation Policy 1
To avoid a penalty reservations must be canceled within 24 hours by 4pm the day prior to arrival.

WMarketing Message 1

Search Results Page Size

This will be amount of search results that will be displayed on one page when searching for a
guest. The maximum amount of search results per page is 100. This amount can be reduced at
any time by clicking the drop -down arrow.

Search Result Page Size: 100

Search Result Page Size:

13
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Timeout Session Duration

The timeout session duration is the time that it will take AutoClerk to automatically log a user

out of the system after being idle. To set your preferred time, input the amount of time in minutes

in the box. If you would like, for example, to set it to 1.5 hours input 90 min the box . The Hotel
standard range is between 15 to 30 minutes, but
how easily your Front Desk can be accessed by a Hotel Guest.

Timeout session duration {minutes) |3(} |

Default Email Subject Line

The default email subject  line will be the subject line displayed when sending out any hotel
letters. This includes confirmations, cancellations, and marketing letters. This subject line can be
modified at any time by the hotel.

A message from the AutoClerk Cloud University Hotel

Default Email Subject

Check In Time

T he h cheeklinAme is displayed in military time. This time can be modified by the hotel
using the same format.

Check In Time 15:00:00

Check Out Time

T he h cheeklouktime is displayed in military time. This time can be modified by the hotel
using the same format.

Check Out Time [12:00:00 |

14
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Total Number of Rooms

This area identifies the total number of rooms the hotel has on the property. This number
includes sleeping rooms and any meeting or conference rooms that have been built in.

Total Mumber of Rooms 102

Trip Advisor Location ID

The Trip Advisor locationID i s a unique number specific to your
Entering your hotel As |l ocation 4D wil/ di spl ay a
dashboard al | owing you to view all your hotel As most r
TripAdvisor Location Id: 181943 |
@ Tripadvisor

Detroit Lakes

Recent Traveler Reviews

“Very Chill, Laid Back Resort”
“Short stay very pleasant.”

“Left Before Ordering’

“Average Food In Crowded Setting”
“Local Spot”

Read reviews

Enable Housekeeping Services

Housekeeping Services can be enabled in AutoClerk by checking the Enable Housekeeping

services box below. Once the services have been enabled, you can input the types of services
provided by the hotel.

Enable Housekeeping Services [}

Servicel: Default Service

Service2:
Service3:

Serviced:

15
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Enable Housekeeping Services

Servicel: |FuII Service | Default Service
ServiceZ: |Limited Service |

Service3: |T0we|s and Trash Only |

Serviced: |N0 Service |

Report Email Addresses

Email addresses can be inputted into this field to receive the three  -night audit reports nightly after
audit has been completed. This field will allow you to enter multiple email addresses by using a
comma and space after each email.

Report Email Addresses | 100000@autoclerk. com,

Report Email Addresses ym, sample@autoclerk.com, ||

Make Mobile Phone Mandatory Setting

Hotels can check this box to require an email address on all reservations. If this will not be a
requirement for the hotel this box can be unchecked. Note: This will not apply to Best Western
Branded Hotels as this will automatically be a requirement for all reservations.

Make Mobile Phone Mandatory

Make Email Mandatory Setting

Hotels can check this box to require an email address on all reservations. If this will not be a
requirement for the hotel, this box can be unchecked.

Make Email Mandatory

16
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Bottom Hotel Setup Buttons

These buttons will be displayed at the very bottom of the hotel settings page.

9 Save- This button will save your changes while keeping you on the page.
91 Done - This button will save your changes and bring you back to the dashboard.

1 Undo - This button will not save any changes you made on the page and bring you back to
the dashboard.

| Save || Done || Undo |

Users

Independent Hotels -Bottom User Setup Buttons

Save- This button will save your changes while keeping you on the page.
Reset- This button will reset the page clearing out anything that has been filled out.
Done- This button will save your changes and bring you back to the user setup page.

Undo- This button will not save any changes you made on the page and bring you back to
user setup.

= =4 =8 =4

| Save || Reset || Done || Undo |

Independent Hotels -How to Add a User

To Add a new user, start by selecting add.

Login Name Full Name User Level Locked
) adminrole Admin log on HTLADM MNo
) Mar Bole Manager Role KR HTLMGR MNo
_ TeamTrainingZ TeamTraining 2 HTLMGR Mo

Il Add || Edit || Delete || Done |

17
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Login Name - Once you select add, you need to remove the default user, then create a login name
for the new user. It is common to use the first initial and last name. Note: AutoClerk is a cloud -
based system. If a login name is already in use by another property using the AutoClerk
system, you will receive a popup stating the login name already exists and to choose
another name.

, Attention! @ |

Mgr Rele already exists. Please choose another name.

Full Name - Input the full name of the user as required.

Full Name: ||Auto Clerk |

Password - Create a password for the user. The password must contain letters, numbers, and a
special character. Hovering over the blue question mark will outline the password guidelines.

Password: ||11:I chars min. | W

» Password must contain at least 1 letter
» Password must contain at least 1 special
@ character (e.g. |@#%%")
» Password must contain at least 1 number
+ Password must not contain any leading or trailing
spaces

UserRole-Assi gn t he new carsselect/frem HowllS&aff, NighbAuditor and Hotel
Manager. Any front desk agents who will be working the Night Audit must be assigned the Night
Auditor Role.

Hotel Staff
Hotel Staff
Might Auditor
Hotel Manager

User Raola:

18
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Hotel Staff - This role will perform your Basic day -to-day functions which include check-ins,

check outs, processing refunds to the same credit with an equal or lesser value, and access
to limited reports Note: This role does not have the ability to run the night audit.

Night Auditor - This role can do everything the hotel staff role can do in addition to running
the night audit and having access to most reports.  Note: A staff member will need to be
assigned this role to run the properties night audit.

Hotel Manager - This role can do everything in the system. They will have access to all the
reports, the manager dashboard, creating and deleting users and the hotel setup. Note:
Managers and supervisors of the property should be assigned to this role.

Hotel Administrator - This role has the same privileges as a Hotel Manager in addition to
processing refunds to a credit card that was never used at the property or more back to a

credit card than what was originally charged. Note: This role can assign the refund posting

person to additional property users.

User Permissions -Assi gn the new user their specific
and procedures.

T

Language - If you allow your staff to use Autoclerk in a different
language. Select the language preference for the user.

Permit Manual Rate - This will allow a user to manually override a rate as well as any stay
restrictions at the hotel.

Permit Over Booking - This will allow a user to overbook on a specific room type as well as
the overall availability of the property.

Permit Editing on Rate Calendar - This will allow a user to make rate changes on the Rate
Calendar for a single day or consecutive block of time.

Permit Folio Line Editing - This will allow a user to make edits to a folio posting by right
clicking on it providing them with a menu to modify, remove, or transfer charges to a
different folio or guest. Note: Caution is recommended on who this permission is given
to as audit trail can be tricky to find.

Permit Refund Posting - This permission is assigned to the designated Hotel Administrator
for the property. With this permission, they will be allowed to issue a refund to a credit card
that was not used during their stay. They will also be allowed to issue more back to a credi
card then what was originally charged. Note: The Hotel Administrator can decide to give
this permission to any user at the property and can even decide not to give

themselves this permission as well.

per mi

Permit Group Date Editing - This will allow a user to make changes to group block dates of a

stay such as extending them out or shortening them.

19
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Locked - If a user has attempted multiple failed logins the  locked box will be checked. This can
also be checked intentionally by a member of Hotel Management for any staff member who may
be taking a leave or has been suspended.

Locked:

Force Password Change on Next Login - This can be checked when you are creating new users
with temporary passwords, or a user has forgotten their password.

Force password change on next login:

Front Desk Incentive Code - This area is for Best Western Branded hotels. This is filled out so a
user can earn credit for their enrollments and contribute to the overall property enroliment goal.

To receive credit for those enroliments you must enter the last 3 -digits of their ins ider number,
which can be looked up in  Member Web .

Front Desk Incentive Code |Uﬂ1

Independent Hotels -Editing a User

To make any changes to a user account, select the radio button for the specific user, then click edit
or click on the Login name where it is underlined.

Login Name Full Name User Level Locked
) adminrole Admin log on HTLADM MNo
 Mor Bole Manager Role KR HTLMGR MNo
® TeamTrainingZ TeamTraining 2 HTLMGR MNo

| Add || Edit || Delete || Done |

Independent Hotels -Deleting a User

To delete a user account, select the radio button for the specific user, then click delete.

20
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Note: It is highly recommend to delete a user account if employee has been terminated or
has resigned from the Hotel.

Login Name Full Name User Level Locked
 adminrole Admin log on HTLADM Mo
3 Mgr Role Manager Role KR HTLMGR Mo
® TeamTraining? TeamTraining 2 HTLMGR Mo

| _Add || Edt |[| Delete )| Done

Best Western Branded Hotels -How to Add /Edit a User

To Add a new user, start by logging into your Best Western account and selecting  MJser
Management .

ONLINE LEARNING
B\UH“' Hotels : ‘

MEMBERSHIP v OPERATIONS Vv SALES v MARKETING Vv

Hello MANAGE
You are logged in at property : Property Help Desk
AutoClerk Cloud University User Management
2 . . Phoenix, AZ, United Stat
Cn 2024 Convention Registratior " "oe A United States MemberVeb
Quick Links HOME
BWI Sg"[")ency Online Learning
QUICKSIGHT Cha Cvent Transient
":O: Email
chal
BESTREV APPLICATION vy Guest Satisfaction
Guest Satisfaction Spe Governors
ONLINE LEARNING gatt District Managers
This BestREV Application
CHARGEBACK HELP York HotelPlanner
also Cvent Group
SUPPLY RESOURCES mov Quicksight
toe:
RATE PLAN GUIDE theis
The
EVENT CALENDAR Con
golf.
KEY CONTACTS regi

Rule-breakers, trailblazers and rock ‘n’ roll legends Pat Benatar and Neil

In User Management, you will select 3Create User. i
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A Home [§B Manage Template 8, Manage User
BWH ' Hotels
ASPIRATIONAL COLLECTION BOUTIQUE

WokLoHoTELS' WoRLBHOTELS WorLoHoTELS WoRLGHOTELS BW Premier [BW] \ '?‘ W

P . = CORLIE BN
LUXURY Distinctive Elite CRAFTED [pepi VL) 3

TIMELESS WVALUE EXTENDED STAY

Best ( !D E] Fg& _
PREMIER W;Hfsm Best b SureStay. Resigérieg. ~ @HOME Su
seSTWERTE = Westem. e S  fru

IDM TUTORIAL SEE LATEST CHANGES

Once you have selected Create User , you will need to enter the User Type and contact
information.

Personal Information

User Type

Property Admin

Initials

Property Admin User Role has access to setup user roles, permissions with Best Western. This
user can create or manage any user except for another Property Admin User account.

*Usually, the Owner or General Manager of the hotel.

Property Staff U ser Roles available are Admin User, Power User, Restricted User, and No User

Management
1 Admin User - Can create and edit templates. Also, can create or edit a user with or without a
template.
o0 *Recommended for Manager roles.
1 Power User- Cannot create or edit templates. But can create or edit a user with or without
a template.
0 *Recommended for Supervisor roles.
1 Restricted User - Cannot create or edit templates. Also, can only create or edit a user using
a template.
0 *Can be a supervisor or Manager role if templates are available, created by a
Property Admin or Admin User.
1 No User Management - Does not have user Management privilege. Cannot create or

manage users or templates.
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o *Recommend for all staff members that will not need user management.

Once a User Role and the contact information ( Note: an email address is only a required field if
creating a Property Admin) , verify the property or properties to access and click Next.

**Note: Depending on the IDM user role they may or may not be able to access multiple
properties with their account.

BWH | Hotels User Management A Home [ Manage Template 8 Manage User &+ Create User (2) 1
Use Template User Status
Target Template Group Active Date *
May 22 2024 al

Fetch Templates

% Inactive Date =
Please enter only one value - either propertylD, affiliate code or
'Multi_Property’

User Information

Select a template to choose from - N

Personal Information

User Type *

Property Staff -

User Role *

Admin User - User Groups

click here to select user groups w

First Name *

Clear Next

Last Name *

Initials *

Email

Once you click next, you see the following pop up with the User Id and the user will receive a
confirmation email with a password reset link.

User account successfully created.
b

Userld: 6UL151 You will receive a confinmation via email with
vour password reset link

Pl ease note: the new user will show as 3Active (p
account. Once the user has  clicked the linkto  activate their account  and created a
password , the manager can assign access to AutoClerk under manager user access
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BWH ’ Hotels User Management A Home [P Manage Template 2, Manage User &+ Create User (3

Search User

00771 x
Clear Search Export
Search Results User Status Active [] Deactivated
User Id Last Name First Name Status Active Date Inactive Date User Type User Role
DTRSPW L T ACTIVE (P@\IDING) ay 23, 2024 PROPERTY_STAFF Admin
==
‘completed the activaton process.

Next, you will select Application Access to give access to multiple areas in BWH. For AutoClerk
access, click on the AutoClerk Cloud tab, select role and permissions, click save at the bottom
of the screen.

Bl,UH'I Hotels Edit User -

+ Back Update User Application Access

Mote: Hotel Admin and Refund Posting permissions are restricted. You may receive an error If
you are not permitted to grant that acccess.
HOME
Member Web AUTOCLERK CLOUD
ember We

Front Desk Incentive Code

Roles:
O Mo Access

() Hotel Admin

Eant

In the AutoClerk Cloud tab, you will start entering access for this user. If this user has a  front desk
incentive code, please enter the last three digits.

*Note this is the userAs Unnsider account number

under Rewards -> Front Desk Incentive.
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B\WH ' Hotels

Table of Contents FRONT DESK INCENTIVE PROG

Revenue Mgmt »
Select an option: Show

Reservations
Travel Card
Active Employees

Reports »

QuickSight »

= 1

Rewards
Pending Rewards

Member Search/Manual

Entry

Reports

Enral

Redemption

Register for Proma's

Frant Desk Incentive

R T S

Next, you will select the Role in AutoClerk Cloud. Roles and definitions below:

Note: If the user has an existing account in AutoClerk, when logging in the first time with BWH Single Sign on,
the user role in IDM and AutoClerk must match (i.e. Hotel Manager in IDM and Hotel Manager in Autoclerk).

Roles:

© No Access -User is Locked out of using AutoClerk Cloud or was never set up with
access.

O Hotel Admin -Hotel Admin can perform all hotel operations, hotel Setup, access

all reports, and Manager Dashboard.

Note: Highest property role, usually Owner or General
Manager. There can be more than one user that has a Hotel
Admin role, but if the user has an existing AutoClerk
account and signing into BWH Single Sign On for the first
time to link accounts, the user role must match. Once the
accounts are linked, the user can be changed to the Hotel
Admin role in IDM. This is the only role with the ability to
assign users the refund posting permission.
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() Group Manager

O Hotel Manager

() Night Audit

() Staff

AutoClerk Cloud User Manual
-Group manager can perform all hotel operations, hotel Setup, access
all reports, and Manager Dashboard.

Note: This role is a way to identify multi-property access.

-Hotel manager can perform all hotel operations, hotel Setup, access
all reports, and Manager Dashboard.

Note: Managers and Supervisors of the property should be
assigned to this role.

-Night Audit can perform all hotel operations, run night audit and access
most reports.

Note: Cannot access hotel Setup or Manager Features.

-Staff can perform all hotel operations and access limited reports.

Note: This role cannot run the night audit, access hotel Setup,
or Manager features.

After selecting the Role, you will then check boxes for Permissions . List of permissions and

definitions below:
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