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[2)| AUTOCLERK'

Welcome

Welcomell 2 ! dzd 2 / f-b&sed pibpertyOniaBadeient system: AutoClerk Cloud
PMS. Thitotel systemplatform is designed to deliver trusted guest experiences and
increase hotel profit.

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

from anycomputer, with just aninternet connection, web browser, and a username &
passwordWith over700 hospitality system integration8utoClerk Cloud will allow as
manyinterface connectionas needed to manage your hotel(Support isavailable

24/ 7 with agentsresohing 98% of help tickets within the first call

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

This Operations Manualprovidesstep-by-stepinstructionsto get the most out of
AutoQerk Cloudallowing you to manage your hotel with easeel 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 ecgmginuously improving
and developing it to be the leadimyoperty 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/ _ for Best Western Branded
Hotels , and https://myhms4.com for our independent properties.

To access Aut o Clneed kusé&nhameaiatd pasgvwond Acrehted by a Hotel Manager
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 wusername and password andor,dor BesttWesietno gi n
Branded Hotelsonly ,clickon t he 1 i nk 3Cont i nuwhichwilltpilompEyoute 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 onth 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.

a s wN
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You must change vour password.

*New Password:

Confirm New Password:

Submit

SETUP

System

Hotel
The hotel information page can be located under the setup area under the system category. This
page wil |l 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. Identifier - This is the property number assigned to the hotel.  Itis 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, wused at the hote
13. Fax-This is the fax number for the hotel.
l4.Manager As colptPlommée field, used at the hotel A
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 emall

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
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Hotel ID: 100422
Hotel Mame: ||XX_Training Team Manual D|
Identifier: |zz55556 |

Tall Free Phone: | |

Main Phone: [3375142253 |

Time Zone: [America/Chicago v|

Identifier Prefix: |ZZ |

Address 1 |9555 Egan Highway |
Address 2: | |
Country: [United States v|

Zip: (85027 |

City: | |

State:

Manager Home Phone: | |

Fax: [3375142239 |

Manager Cell Phone: | |

Email: |Trainingteam@gmail.com |

Enable Auto Email of Conf and Canc.: O

CC: Email of Conf and Canc.: | |

Hotel Policies

The hotel As policy information can be |l ocated bel
under the system category. In the hotel policies area you will have the option to enter, edit or view
your hotel As policies.

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 Policyl-Hot el As gener al policies are filled out i
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

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

default to what the specific Rate PlanAs cancell a
automatically programmed into your letter. This section is only going to be fill ed out by

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. Plesse be advised 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 boocking.

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

WMarketing M ge 1

The system will support up to three sets of policies with policy 1 being the default. These policies
will only work with letters. To change a letter to support a different policy click the drop down next
to choose policies to edit and select the policy you  would like to apply.

13
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Hotel Policies

Choose Policies to Edit Hotel Policies 1w
Email Subjt Hotel Policies 1

Hotel Policies 2

Hotel Policies 3

General Policy 1
This Property is dedicated to providing its guests, visitors and employees with & safe and healthy l

environment and iz a 198% smoke-free facility. A $209.88 Smoking fine will be applied if this policy
is violated.

Pets up to 3@lbs are permitted with an additional %25 fee per night, max of 1 pet per room. Any

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

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

Markefing 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 »

14
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-
=
=TT

Search Result Page Size:

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) |E‘rt}I |

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 cheeklinAree is displayed in military time. This time can be modified by the hotel
using the same format.

Check In Time 15:00:00

15
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Check Out Time

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

Check Out Time [12:00:00 |

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 wuni que number specific to your
Entering your hotelAs |l ocation 4D will di splay a
dashboard al | owi ng you to view all your hotel As most r
TripAdvisor Location Id: 181943 |
&3 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.

16
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Enable Housekeeping Services (]

Servicel: Default Service
Service2:
Service3:
Serviced:
Enable Housekeeping Services
Service: |FuII Service | Default Service
Service2: |Limi1ed Service |
Service3: |Tuwe|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 beencompleted. These reports include the Manager As
and Batch Settlements. 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 a mobile phone number 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

17
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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

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.

1 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

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  XJser
Management .

18
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Quick Links

QUICKSIGHT

BESTREV APPLICATION
Guest Satisfaction

ONLINE LEARNING
CHARGEBACK HELP
SUPPLY RESOURCES
RATE PLAN GUIDE
EVENT CALENDAR

KEY CONTACTS
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ONLINE LEARNING

MEMBERSHIP Vv OPERATIONS Vv SALES v MARKETING V¥

Hello
You are logged in at property :

AutoClerk Cloud University

2024 Convention Registratior " noenx AZ United States

Currency

B 5w G

" Cha
infor
chal
indu
Spe
gath

This
York
also
mov.
toe:
thei

The
Con
golf
regi

HELLO v

MANAGE
Property Help Desk
MemberWeb
HOM.E.

Online Learning
Cvent Transient
Email

Guest Satisfaction
Governors

District Managers
BestREV Application
HotelPlanner

Cvent Group
Quicksight

LOGOUT

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

In User Management, you wi | | select 3Create User. i
BWH | Hotels e wanagerent v s e 2 o | e o |2
B\DH'I Hotels
ASPIRATIONAL COLLECTION BOUTIGUE
WorLpHoTELS® ‘WorLpHOTELS" WorLDHoTELS' ‘WortpHOTELS" BW Premier = © -
LUXURY Distinctive Elite CRAFTED  —tarimi™ \1])
TIMELESS VALUE EXTENDED STAY
@ Best . ] B suest ]
pom O g, O i e EER R® 00 ap

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

Property Staff

Last Name *

Initials *

Email *
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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.
0o *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.
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 I Hotels User Management A Home [P Manage Template 2, Manage User &+ Create User (@) 1
Use Template User Status
Target Template Group Active Date
May 22 2024 E
Fetch Templates
Inactive Date =

4
only one value - either propertylD, affiliate code or

User Information

Select a template to choose from -

Personal Information

Property Staff -

Admin User - User Groups
click here to select user groups

First Name

Clear Next

Initials *

20
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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.

L

Userld: 6UL151 You will receive a confirmation via email with

vour password reset link

Pl ease note: the new user will show as J3Active (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

BWH ' Hotels user Management A Home [P Manage Template 2, Manage User &+ Create User (3
Search User
Search Value 00771 x .
Please enter firstname/ fastname/ useriD/ email
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 (PENDING) ay 23, 2024 PROPERTY_STAFF Admin
el User i in an active state, but the user hes not

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.

BllJH"I Hotels Edit User -

+ Back Update User I Application Access I
AutoClerk Cloud Note: Hotel Admin and Refund Posting permissions are restricted. You may receive an error If
you are not permitted to grant that acccess.

HOME

AUTOCLERK CLOUD

Member Web

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 hasa  front desk
incentive code, please enter the last three digits.
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*Note this is the userAs Unnsi der account number
under Rewards -> Front Desk Incentive.

B\WH ' Hotels

Table of Contents FRONT DESK INCENTIVE PROG

Revenue Mgmt
Reservations »

Select an option: Show i

Travel Card »
Active Employees

QuickSight »

CODE TEST, INCENTIVE
Rewards v
Pending Rewards

Member Search/Manua

Entry
Reports
Enral
Redemption

Register for Proma's

Frant Desk Incentive

L

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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O Gl’OUp Manager -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.

O Hotel Manager -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.

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

Note: Cannot access hotel Setup or Manager Features.

O Staff -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:

Permissions:
[] Manual Rate - Allows a user to manually override a rate as well as
any stay restrictions at the hotel.
[[J Over Booking - Allows a user to overbook a specific room type as well

as the overall availability of the property.

(7] Editing On Rate Calendar - Allows a user to change rates in the Rate Calendar,
add notes, and add stay restrictions.

(] Folio Line Editing - Allows a user to edit a posting by right click menu to modify,
remove, or transfer charges to a different folio or guest.

Note: Caution is recommended as audit trail can be
tricky to find.

[J Group Date Editing
- Allows a user to adjust the calendar on group

master to add or remove dates.

[] Refund Posting - Allows the user to issue a refund to a credit card that was not
used during the stay. They can also issue more back to a credit

card than what was originally charged.

Note: This permission must be assigned by the Hotel
Admin.
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Once the role and permissions are entered, click save.

The user will receive an email to activate their account.

Okta <noreply@okta.com>
To @)

BWH |Hotels

I
BWH Hotels DEV - Account Activation Required!

HiJ

Please click the following link to activate your BWH Hotels account so
you can access your company applications

Activate Your Account]

Your username is QTS966
Your organization's sign-in page is https://hotelsso.dev.bwhhotelgroup.com

When the new user clicks on the link it will ask to  Set up security methods, then they will click on
Set up. The user will then enter a password per the password requirements in Enter password and
Re-enter password fields:

BWH |Hotels

B\WH | Hotels “E"

Set up password

Set Up cecurity methoos

Enter password

Lo

o>t ug o
Re-enter password

To complete account setup, the new user will have to select three Questions for #1 to #3 and
enter their answers in the boxes provided in Answer #1 to #3 then click on Submit.
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BWH | Hotels

To compléte BCCOUNT SETUD, YOU MUST SUpEly
YOUI SHCUIMTY QUSTIONS aNd ANEWerE.

Cuestion #3

Select an Opfion

Answer #3

Once a user is created in BWH Hotels and given access based on their user role and permissions,

the user wil./l |l ogin
username or email and password.

to Aut oCl

AUTOCLERK
Cloud PMS

er k

by

s el

ecti

ng

The user will then see the following screen: If the hotel is new to BW and AutoClerk they will select

No. If the user already had access to AutoClerk they will select Yes and enter their credentials.
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8 AUTOCLERK’
Cloud PMS

Cloud PM S Do you have an existing AutoClerk account?. Yes ® No O

Do you have an existing AutoClerk account?. Yes ' No

AUTOCLERK’

Please enter your AutoClerk username and password to verify yourself!

Paweret by AUTOCLERK

Poweredd by AUTOCLERK

Once either selection has been made, the user will then be logged into AutoClerk and go to the
front desk dashboard home page:

o May 31, 2024
() AUTOCLERK * AutoClerk Search today. Q
Cloud PMS
Main Menu Reservations. Reports Arrivals In House Departures. Dashboard
Shortcuts. Summary Availability Quick Search Change Room Status
Reservations 2 Remaining Arivals RACK - BAR hLJ Last Name Raom# Go
3 Remaining Departures 23 King Standard §100.00 Conin .
\Walk-In 8 Cumentl n House 1 King Suite - ADA- Roll-in § 10000 contmaton®
5 StayOvers 43 Doutle Standard $10000 iy El Apply Charge
555 Tape Chart 2 Amiving Tomorrow 8 King Suite §100.00
-y 0 Departed Guests 6 Double ADATub § 100.00 eparture Date = v
[% Reports 2 Vacant Dirty 2 King-ADA-Rol-in Shower  § 100.00 -
a 80 Vacant Clean 2 Meeting N/A Search  More...
N Reservation Activity 2 Outof Order Description
@ s 2 Users
el
&5 P 0 CRSRes
. BW CRS connection  Check...
==
Apply Charge
Pass On Log &
More...  Add Comment Reservation Name Armival Departure Biocked  Picked Up

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
2 Mar Role Manager Role KR HTLMGR Mo
() TeamTraining2 TeamTraining 2 HTLMGR MNo

[ Add | Edit ||

Delste

Done

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
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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: ||Aut0 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: | [10 chars min. m

» 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-Assign the new userAs role. You can select f
Manager. Any front desk agents who will be working the Night Audit must be assigned the Night
Auditor Role.

User Rola: Hotel Staff
Hotel Staff

Might Auditor !
Hotel Manager |
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1 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.

1 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.

1 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.

1 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 wuser their specific per mi
and procedures.

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

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

1 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.

1 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  when assigning this
permission. Adjustments using this function can be found on the Transactions report
under the description column |listed as 3nul |,

1 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 t
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.

1 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.

Language - If you allow your staff to use Autoclerk in a different
language. Select the language preference for the user.
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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 will automatically be checked when you are
creating new users with temporary passwords . This can be intentionally checked if a user has
forgotten their password, and a temporary password has been created for them.

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 |UU1

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 Mo
2 Mar Role Manager Role KR HTLMGR Mo
® TeamTraining2 TeamTraining 2 HTLMGR Mo

| 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.
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Note: Itis critical 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
_» Mor Bole Manager Role KR HTLMGR MNo
® TeamTraining2 TeamTraining 2 HTLMGR Mo

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

Independent Hotels -Bottom User Setup Buttons

1 Save- This button will save your changes while keeping you on the page.
1 Reset- This button will reset the page clearing out anything that has been filled out.
1 Done- This button will save your changes and bring you back to the user setup page.
1 Undo- This button will not save any changes you made on the page and bring you back to
user setup.
| Save || Reset || Done || Undo |
Rooms

Room Settings

In this area you can view all the rooms built for your hotel. You can also use the move up and
move down buttons to help organize the room types in the order they will appear on the
reservation screen.

Note: For Best Western Branded Hotels Only, it is recommended to keep the rooms in the
Same Sort order as they are on Memberweb. The Sort Order will be based on the CRS
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column.
Title Name CRS Count Description
OK 1 KING BED KIPKJI1T 29 1 KING BED NSMK_PILLOW MICRFG SAFE,CONTINENTAL BREAKFAST
O Qa 2 QUEEN BEDS QAIPKJ|1T 43 2 QUEEN BEDS, NSMK PILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
O 8K 1 KING BED SUITE SKIEYS1 10 SUITE-1 KING BED NSMK PILLOW MICRFG,SOFED,CONTINENTAL BREAKFAST
[@R=1¢]¢] 2 QUEEN BEDS SUITE sQaQ 10 SUITE-2 QUEEN BEDS NSMK SOFBD, CONTINENTAL BREAKFAST
O waaQ ACCESSIBLE - 2 QUEEN BEDS WaQQ 6 ACCESSIBLE - 1 King MOBACC BATHTE.MICRF G, NSMK,CONTINENTAL BREAKFAST
O WK ACCESSIBLE - 1 KING BED WKIBPOI1 2 ACCESSIBLE - 1 KING MOBACC BATHTE MICRFG NSMK,CONTINENTAL BREAKFAST
() Banguet Room BANQUET ROOM 1 Banquet room for 30 people
| Maove Up || Move Down || Save Order || Phone Extensions |

Add Edit Delete Done

Title Name CRS Count Description
OK 1 KING BED KIPKJIT - 29 1 KING BED NSMK, PILLOW MICRFG SAFE CONTINENTAL BREAKFAST
[ ele] 2 QUEEN BEDS QQIPKJ1 43 2 QUEEN BEDS NSMK PILLOW MICRFG,SAFE, CONTINENTAL BREAKFAST
0 8K 1 KING BED SUITE SKIEYS[1 10 SUITE-1 KING BED,NSMK PILLOW MICRFG SOFED,CONTINENTAL BREAKFAST
0 500 2 QUEEN BEDS SUITE saQ 10 SUITE-2 QUEEN BEEDS NSMK, SOFBD CONTINENTAL BREAKFAST
0 Wao ACCESSIELE - 2 QUEEN BEDS WQQ i ACCESSIBLE - 1 King MOBACC BATHTE MICRFG NSMK CONTINENTAL BREAKFAST
O WK ACCESSIELE - 1 KING BED WKIBPO[1 2 ACCESSIBLE - 1 KING MOBACC BATHTE MICRFG NSMK, CONTINENTAL BREAKFAST
® Banguet Room BANQUET ROOM 1 Banquet Room for 30 People
| Maove Up [ MoveDown || SaveOrder || Phene Extensions
| Add || Edit || Delete I Done |

How to Add a Room Type

Start by clicking add to be directed to the room type information screen.

Title Name CRS Count Description
oK 1 KING EED KIPKJIT 29 1 KING BED,NSMK, PILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
(SR ee] 2 QUEEN BEDS QQIPKJ|1 43 2 QUEEN BEDS NSMK, FILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
O 8K 1 KING BED SUITE SKIEYS|1 10 SUITE-1 KING BED,NSMK, PILLOW MICRFG SOFED, CONTINENTAL BREAKFAST
O 500 2 QUEEN BEDS SUITE sQQ 10 SUITE-Z2 QUEEN BEDS NSMK,SOFBD, CONTINENTAL EREAKFAST
O Wao ACCESSIBLE - 2 QUEEN BEDS WQQ 6 ACCESSIBLE - 1 King, MOBACC,BATHTB MICRFG NSMK, CONTINENTAL EREAKFAST
O WK ACCESSIBLE - 1 KING BED WHKIBFO[1 2 ACCESSIBLE - 1 KING MOBACC BATHTE, MICRFG,NSMK,CONTINENTAL BEREAKFAST
(O Banguet Room BANGUET ROOM 1 Banquet Room for 30 People
| Move Up | MoveDown || SaveOrder || Phone Extensions |
| Add | Edit 1 Delste I Done |

Note: Anything with a red vertical bar on the room type information screen is a required
field when building a room type.

1 Title - Enter the title of the room, this is how it will appear in AutoClerk Cloud when the
front desk goes to select it for a reservation.

1 Room Type Code- It is recommended to mirror the title, as this is how the room type will
appear on reports in Autoclerk. Keeping these the same will make it easy to reference on

reports.
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1 CRS This is how the room type will appear on the booking engines. For Best Western
branded hotels, this is the qualifier code which matches your member web . If you need
assistance with entering your CRS Codes Please reach out to AutoClerk support. Entering a
CRS Code incorrectly could result in out of balance issues for your property in addition to
causing connection issues withyour CRS. Not e: For i ndependent hot el
without a CRS this can be determined by the Hotel

1 Name - Entering a name for your room type is optional. Room type names will appear on
the reservation form at the very bottom of the page in the guest itinerary and on the guest
confirmation letter.

1 Description - A brief overview of what amenities are in the room.  For example, one king
bed, non -smoking, WIFI, microwave, refrigerator, and full breakfast.

1 Bed Type- Select which bed type will be in the room from the drop down. For meeting and

conference rooms, the bed type will be none.

Maximum # of Guests - Enter the maximum number of guests allowed for the room.

# of Beds - Enter how many beds will be in the room. This includes any sofa beds.

Max # of Rollaways - Enter the maximum number of rollaways allowed for the room.

Max # of Cribs - Enter the maximum number of cribs allowed for the room.

Smoking - Check this box if the room will be a smoking room.

Exclude From Occupancy Reports - Check this box if the room will be a non -sleeping room.

For example a meeting or conference room.

1 Exclude From Tape Chart - Check this box if you do not want this room to be visible on the
tape chart.

1 Exclude From Housekeeping Reports - Check this box if you do not want this room to
appear on housekeeping reports.

=A =4 4 -8 -8 A

Note: If you add a room type after rate seasons have been created, you will need to manually
attach that new room type to all existing Parent rate plan seasons.

When you have finished inputting all your Room Type information click Save.
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Title | [Required Field

Room Type Code | |Required Field

CRS Code |

Name |

Description |pequired Field

Long
Description(MyRES)

View
Description(MyRES)

Bed Type

of Guests |0

# of Beds [0

Max # of Rollaways [0

Max # of Cribs [0

OK % [0.30

WARN % [0

Smoking [

Sort Order [0

Full Image Mo Ficture
Thumbnail No Picture

Exclude from
Occupancy Reports

Exclude from 0
Tapechart

Exclude from
Housekeeping [ |
reports

[l{non-Sleeping Room)

[_sSave ||| Resst

Done || Undo || Upload |

—

How to Assign a Room Number

Locate the room cell on the right -hand side of the screen. To assign a room number start by

selecting add.

Rooms

| Move Up || Move Down|| Save Order

Add

In this area you will input the room number you would like to add in the

Delete

Number boxes . All three boxes must match.
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Remarks - Enter any remarks regarding the room. For example, this room has a lakeview. Anything

noted here can be seen on the Tape chart.

Connecting Rooms - Click the drop down and select the room number the room connects to. If the
room connects to multiple rooms, click the second drop down and choose the room number the

room connects to.

[Title

[CRS Code

[Room Number
Remarks

Connecting Rooms
Has Stair

Has Disabled Access
Has View

View Description

Sort Order

Full Image
Thumbnail

[100 |
[100 |
[100 |

|

Select Room connected 1 v
Selecl Room connected 1
101
102

103

[Select Room connected 2 w |

106
107
108
109
17

13
121
123
126

Reset Done Undo

[ Save

Upload

127

128
129
130
131
133

134

Note: If you would like your room numbers to appear in a different order. Select the radio
button to the left of the room number and use the move up and move down buttons to
create your order. Once you have finished select save order.

Rooms

D 104
| Move Up || Move Down|| Save Order
| Add || Delete |

How to Delete a Room Number

To delete a room number from a room type, Select the room number by clicking the radio button
to the right. Then click on the radio button for the room number you

delete.
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Rooms
O 104

el
[=]

| Move Up || Move Down|| Save Order|

How to Delete a Room Type

To delete a room type, first go into the specific room type and delete all room numbers associated
with it. Then select the Radio button next to the left of the room title and click delete.

Title Name CRS Count Description
OK 1 KING EED KIPKJI1T 29 1 KING BED,NSMK PILLOW MICRFG,SAFE,CONTINENTAL BEREAKFAST
O oa 2 QUEEN BEDS QQIPKJT 43 2 QUEEN BEDS NSMK, FILLOW MICRFG,SAFE, CONTINENTAL BREAKFAST
O 8K 1 KING EED SUITE SKIEYS|1 10 SUITE-1 KING BED,NSMK FILLOW MICRFG,50FED,CONTINENTAL EREAKFAST
O sQG 2 QUEEN BEDS SUITE 500 10 SUITE-2 QUEEN BEDS NSMK,SCOFED, CONTINENTAL BEREAKFAST
O WQQ ACCESSIBLE - 2 QUEEN BEDS WQQ ] ACCESSIBLE - 1 King, MOBACC BATHTE MICRFG NSMK,CONTINENTAL EREAKFAST
O WK ACCESSIBELE - 1 KING BED WK|BPO|12 ACCESSIBLE - 1 KING MOBACC, BATHTE MICRFG,NSMK, CONTINENTAL BREAKFAST
® Banguet Room BANQUET ROOM 1 Banquet Room for 30 People
| Move Up | MoveDown |[  SaveOrder || Phone Extensions |
| Add I Edit I Delete ] Done

Title Name CRS Count Description
oK 1KING EED KIPKJIT 29 1 KING BED,NSMK,PILLOW MICRFG, SAFE, CONTINENTAL EREAKFAST
Q@ 2 QUEEN BEDS QQIPKJIT 43 2 QUEEN BEDS,NSMK PILLOW MICRFG,SAFE.CONTINENTAL BREAKFAST
) SK  1KING BED SUITE SKIEYS[1 10 SUITE-1 KING BED,NSMK, PILLOW MICRFG,SOFBD.CONTINENTAL BREAKFAST
() SQQ 2 QUEEN BEDS SUITE 500 10 SUITE-2 QUEEN BEDS NSMK,SOFBD,CONTINENTAL EREAKFAST

) WaQ ACCESSIELE - 2 QUEEN BEDS 'WQQ ] ACCESSIELE - 1 King MOBACC BATHTE.MICRFG NSMK,CONTINENTAL EREAKFAST
O W ACCESSIELE - 1 KING BED WKIBPOJ1 2 ACCESSIBLE - 1 KING MOBACC BATHTE MICRFG NSMK CONTINENTAL BREAKFAST
[ Move Up || Move Down || Save Order |[ Phone Extensions |

1| Edit || Delete 1| Done |

Postings

How to Add Taxes

To add taxes select the button for Tax and then click Edit Sub Types.
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Home == Sefup == Postings (Charges, Payments)

Categories
Name Report Name
) Room Room | Edit Sub Types |
® Tax Tax | Edit Sub Types |
O Misc Misc | Edit Sub Types |
O Sundry Shop Sundry Shop [  Edit Sub Types |
) Phone Phone | Edit Sub Types |
|  Movedown ||  Save Order |
| Add | Edit || Delete [l Done

Next, Select the Add button at the bottom of the screen.

Home == Setup ==Fostings (Charges) == Charge Types
types under category: Tax

Name Title Percentage Flat Tax Exempt after
) OCCTAXT Occupancy Tax 4.0000 0.00 0
) OCCTAXZ Tourism Tax  5.0000 0.00 0
) PARISHTAX Parish Tax 55000 0.00 0
) SALESTAX State Sales Tax 4.4500 0.00 0
Move up || Move down || Save order |
[ Add ][ Edit |[ Delete |[ Done

Two blank cells will appear where you will enter the
Name
folio.

of the tax is how it will appear on reports. The

Name of the tax and the Title of the tax. The
Title of the tax is how it will appear on the

Next, enter the tax percentage or flat tax amount. If the tax becomes exempt after a certain
amount of days, enter that number, and click save. When you have finished select done.

Home == Sefup ==Postings (Charges) == Charge Types
types under category: Tax

Name Title Percentage Flat Tax Exempt after
) DCCTAXA Occupancy Tax 4.0000 0.00 0
(0 QCCTAXZ Tourism Tax 5.0000 0.00 0
2 PARISHTAX Farish Tax 5.5000 0.00 0
) SALESTAX State Sales Tax 4.4500 0.00 0
® [BAQTX |[Banquet Tax |[2:20 |[0.00 Il o save |

[ Moveup || Move down|| Save order |
[ Agd || Edit || Delete ||

Done |
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Home == Setup ==FPostings (Charges) == Charge Types
types under category: Tax
Name Title Percentage Flat Tax Exempt after
) DCCTAX1 Occupancy Tax 4.0000 0.00 0

0 OCCTAXZ  Tourizm Tax  5.0000 0.00
() PARISHTAX Parish Tax 5.5000 0.00
) SALESTAX State Sales Tax 4.4500 0.00
W BAQTX Banquet Tax 22000 0.00
[ Move up || Move down|| Save order |
| Add || Edit || Delete || Done |

L R e R |

How to Change Taxes

To change taxes select the button for Tax and then click Edit Sub Types.

Home == Setup == Postings (Charges, Payments)

Categories
Name Report Name
0 Room Eoom | Edit Sub Types |
® Tax Tax |  Edit Sub Types |
) Misc Misc | Edit Sub Types |
© Sundry Shop Sundry Shop [ Edit Sub Types |
) Phone Phone | Edit Sub Types |
|  Movedown ||  Save Order |
| Add | Edit || Delete [l Done

Select the tax you would like to edit by clicking on specific Tax Underlined.
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Home == Setup ==Fostings (Charges) == Charge Types

types under category: Tax
Name Title Percentage Flat Tax Exempt after
) OCCTAX1 Occupancy Tax 4.0000 0.00 0

) DCCTAXZ  Tourism Tax 50000 0.00
() PARISHTAX Parish Tax 5.5000 0.00
() SALESTAX State Sales Tax 4.4500 0.00
BanquetTax 22000  0.00
[ Moveup |[ Move down|[ Save order |
[ Agd |[JT Edt || Delete |[ Done

= == -

Remove the percentage or flat tax you would like to change then enter your new amounts. Click
save. When you have finished select done at the bottom.

Home == Setup =>=Fostings (Charges) == Charge Types
types under category: Tax

Name Title Percentage Flat Tax Exempt after

O OCCTAXT Occupancy Tax 4.0000 0.00 0

) DCCTAXZ Tourism Tax 5.0000 0.00 0

O PARISHTAX Parish Tax 5.5000 0.00 0

O SALESTAX State Sales Tax 4.4500 0.00 0

® [BAQTX |[Banquet Tax |[3.00 |[0.00 [0 | save

Vove up Move down || Save order
Add Edit Delete || Done |

How to Delete a Tax

To delete a tax select the button for Tax and then click Edit Sub Types.

Home == Sefup == Postings (Charges, Payments)

Categories
Name Report Name
) Room Room | Edit Sub Types |
® Tax Tax | Edit Sub Types |
O Misc Misc | Edit Sub Types |
© Sundry_Shop Sundry Shop [ Edit Sub Types |
) Phone Phone | Edit Sub Types |
[ Movedown ||  Save Order |
| Add | Edit || Delete [l Done
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Select the tax you would like to delete by clicking on the radio button to the left of the name and
selecting delete at the bottom. When you are finished click done.

Home == Setup ==Fostings (Charges) == Charge Types

types under category: Tax
Name Title Percentage Flat Tax Exempt after
) QCCTAX1  Occupancy Tax 4.0000 0.00 1]
) OCCTAXZ  Tourism Tax  5.0000 0.00 0
) PARISHTAX Parish Tax 5.5000 0.00 0
() SALESTAX State Sales Tax 4.4500 0.00 0
® BAQTX EBanquet Tax  3.0000 0.00 0
| Moveup || Move down|| Save order |
[ Add || Edit |[[ Delete || Done |
Home == Setup ==Fostings (Charges) == Charge Types
types under category: Tax
Name Title Percentage Flat Tax Exempt after
) OCCTAX1 Occupancy Tax 4.0000 0.00 0
() OCCTAXZ Tourism Tax  5.0000 0.00 0
() PARISHTAX Parish Tax 5.5000 0.00 0
® SALESTAX State Sales Tax 4.4500 0.00 0
Mowve up Move down || Save order
Add Edit Delete Done

Note: If you would like your Taxes to appear in a different order. Select the radio button to
the left of the Tax Name and use the move up and move down buttons to create your order.
Once you have finished select save order.

How to Add a Charge Category

To add a Charge category start by selecting add at the Bottom.
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Home == Sefup == Postings (Charges, Payments)

Categories
Name Report Name
) Room Room | Edit Sub Types |
O Tax Tax | Edit Sub Types |
O Misc Misc | Edit Sub Types |
O Sundry Shop Sundry Shop [ Edit Sub Types |
O Phone Fhone | Edit Sub Types |
[ Movedown ||  Save Order |
| Add I Edit || Delete | Done

Two blank cells will appear where you will enter the name of the charge category and the report
name of the charge category. These names commonly mirror each other. After entering the name
and report name for the charge category click save. When you have finished select done.

Home == Sefup == Postings (Charges, Payments)

Categories
Mame Report Name

O Room Room [ Edit Sub Types |
O Tax Tax | Edit Sub Types |
O Misc Misc |  Edit Sub Types |
() Sundry Shop Sundry Shop |  Edit Sub Types |
O Phone Phone |  Edit Sub Types |
O] Im—| Food and Beverage || Save |

|  Movedown ||  SaveOrder || Undo |

Add

Edit

Delete

Home == Setup == Postings (Charges, Payments)

Categories
Name Report Name
) Room Room | Edit Sub Types |
O Tax Tax | Edit Sub Types |
O Misc Misc | Edit SubTypes |
@® Sundry Shop Sundry Shop | Edit Sub Types |
) Phone Phone |  Edit SubTypes |
OF&B Food and Beverage |  Edit Sub Types |
Move down Save Order
Add Edit | Delete || Done
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Note: If you would like your charge categories to appear in a different order. Select the
radio button to the left of the category and use the move down button to customize your
order. Once you have finished select save order.

How to Delete a Category

To delete a charge category select the button next to the charge category and click delete. A pop
will appear asking you to confirm if you want to delete the charge category.

Home == Sefup == Postings (Charges, Payments)

Categories
MName Report Name
) Room Room | Edit Sub Types |
O Tax Tax | Edit Sub Types |
O Misc Misc | Edit Sub Types |
O Sundry Shop Sundry Shop | Edit SubTypes |
O Phone Phone Edit Sub Types |
@ F&E Food and Beverage|  Edit Sub Types |
|  Movedown ||  SaveOrder |
| Add I Edit Il Delete 1 Done

www.bwh.autoclerkcloud.com says

Do you really want to delete a category?

How to Edit a Category

To edit a charge category select the radio button next to the Charge Category and click edit or click
directly on the name underlined.
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Home == Sefup == Postings (Charges, Payments)

Categories
Name Report Mame

) Room Room

Edit Sub Types

| |
O Tax  Tax | EditSub Types |
O Misc  Misc | Edit Sub Types |
I @® MarketMarket | [ EditSubTypes |
2 Phone Phone |  Edit Sub Types |
[  Movedown ||  Save Order |
| Add I Edit | Delete I Done

Remove the charge category name you would like to change then enter your new name and
report name then click save. When you are finished select done at the bottom.

Home == Setup == Postings (Charges, Payments)

Categories
Name Report Name
O Room Room [ Edit Sub Types |
O Tax Tax | EditSubTypes |
O Misc Misc |  Edit Sub Types |
@ |Sundry || Sundry '1_'Save }| EditSub Types |
O Phone Ehone [ Edit Sub Types |
| Movedown ||  Save Order |

| Add | Edit || Delete I Done ]

How to Add a Subcategory

To add a subcategory for a charge category start by selecting the charge category and click edit
sub types. Next, select Add.
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Home == Sefup == Postings (Charges, Payments)

Categories
MName Report Name

) Room Room | EditSubTypes |
O Tax  Tax [ Edit Sub Types |
O Misc Misc Edit Sub Types

@® Sundry Sundry
O Phone Phone | Edit Sub Types |

|  Movedown ||  Save Order |

| Add I Edit ||

Delete

| Done

Home == Sefup ==Postings (Charges) == Charge Types
types under category: Sundry

Name Title
(v Beverages Beverages
() Sundries Sundries
| Move up || Movedown || Saveorder |
| Add | Edit || Delate [l Done

Two blank cells will appear where you will enter the

name of the charge and the title of charge.

These names commonly mirror each other. After entering the names of the charge click save. If
you do not need to apply taxes to the charge, select done at the bottom when finished.

Home == Setup ==Postings (Charges) == Charge Types
types under category: Sundry

Name Title
i) Beverages Eeverages
() Sundries Sundries
O |Hot Meals || Hot Meals I Save |
| Move up || Movedown ||  Saveorder |
| Add | Edit || Delete Il Done ]

To apply taxes select the radio button next to the subcategory and click edit or

click on the charge

underlined. A Tax Application Table will appear to the right. Click the drop down and select the tax
to apply. Click Add. The tax will appear on the application table. If you are applying taxes to
multiple charges, select save after you complete each one. When you are finished select done at

the bottom of the screen.
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Home == Setup ==Postings (Charges) == Charge Types
fypes under category: Sundry Shop

Name Title
() Baverages Beverages
@ [Hot Meals |[Hot Meals Save
() Sundries Sundries
| Move up || Move down || Save order |
| Add I Edit || Delete |[ Done

Tax Application Table
Occupancy Tax
State Sales Tax
Tourism Tax

Parish Tax

L] Delete

Tax Application Table

State Sales Tax w

Add | Delete

Tax Application Table
(y State Sales Tax

Qccupancy Tax w

Home == Setup ==Fostings (Charges) == Charge Types

types under category: Sundry

Name Title
() Beverages Beverages
@® |Hot Meals ||Hot Meals | Save |
() Sundries Sundries
| Mowve up [l Move down || Save order |
| Add I Edit || Delete I Done
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How to Delete a Subcategory

To delete a subcategory select the Radio button next to the subcategory and click Edit Sub Types.

Home == Setup == Postings (Charges, Payments)

Categories

Name Report Name
) Room Room |  EditSub Types |
O Jax  Tax [ EditSubTypes |

O Misc  Misc Edit Sub Types
® Sundry Sundry Edit Sub Types

) Phone Phone Edit Sub Types
[ Movedown ||  Save Order |
| Add | Edit || Delete | Done

Select the radio button next to the charge and click delete. When finished select done at the
bottom of the screen.

Home == Setup ==Postings (Charges) == Charge Types
types under category: Sundry
Name Title

() Beverages Beverages

® HotMeals HotMeals

7} Sundries Sundries
[ Move up Il Move down || Save order |
[ Add Il Edit || Delete | Done

Home == Setup ==Postings (Charges) == Charge Types
types under category: Sundry Shop

Name Title
() Beverages Beverages
) Sundries Sundries
| Move up [ Movedown ||  Saveorder |
[ Add || Edit | Delete I Done

How to Edit a Subcategory

To edit a subcategory select the radio button next to the charge and click edit sub types.
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Home == Setup == Postings (Charges, Payments)
Categories
Name Report Name

O Room Room Edit Sub Types

O Tax  Tax Edit Sub Types
® Misc Misc Edit Sub Types
O Sundry Sundry

Movedown || Save Order |
| Add I Edit || Delete I Done

Select the Radio button next to the subcategory and click edit  or click the underlined on the
subcategory. Remove the charge Name and Title you would like to change then enter your new
Name and Title . Click save. When you are finished select done at the bottom.

Home == Setup =>Postings (Charges) == Charge Types

types under category: Misc

Name Title

) SMKFEE Smoking Fee

) PET VIO Pet Viclation

) PRTYDMG Property Damage

® SHIP Shipping And Handling

O MISCTAX  Misc Taxable

) MISCNOTAX Misc Mon-Taxable
| Move up [ Movedown |[  Saveorder |
| Add I Edit | Delete I Done

Home == Setup ==Postings (Charges) == Charge Types
types under category: Misc

Name Title
) SMKFEE Smoking Fee
) PET VIO Pet Violation
O PRTYDMG Property Damage
@® [SHIP |[Shipping And Handiing || Save
) MISCTAX Misc Taxable
O MISCNOTAX Misc Mon-Taxable
| Move up [ Movedown || Saveorder |
| Add I Edit 1 Delete I Done

Home == Setup ==Postings (Charges) == Charge Types
types under category: Misc

Name Title
) SMKFEE Smoking Fee
) PET VIO Fet Violation
) PRTYDMG Property Damage
@® [POSTAGE |[Postage | Save |
() MISCTAX Misc Taxable
) MISCNOTAX Misc Non-Taxable
| Move up |[[ Movedown |[ Saveorder |
| Add I Edit I Delete Il Done |
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Home == Setup ==Postings (Charges) == Charge Types
types under category: Misc
Name Title

) SMKFEE  Smoking Fee

) PETWIO Pet Violation

O PRTYDMG Property Damage

® POSTAGE Postage

) MISCTAX  Misc Taxable

) MISCNOTAX Misc Mon-Taxable

Mave up Move down Save order

Add Edit

Delete

Note: If you would like your subcategories to appear in a different order. Select the radio
button to the left of the category and use the move up and move down buttons to
customize your order. Once you have finished select save order.

How to Add a Payment Category

Select payments on the top of the postings screen.

Home => Setup => Postings (Charges)Payments
Categories
Name Report Name

© Room Room
Ole Ia
O Misc Misc
© Sundry Sundry
O Phene Phone [ EditSubTypes |

[ Movedown || Save Order |
| Add || Edit || Delste I Done

To add a new payment category select add at the bottom.

Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name

O Cash Cash

O Credit Cards Credit Cards

O Accounts  Accounts [ EditSub Types |
[ Movedown | Save Order

| Add | Edit || Delete || Done

Two blank cells will appear where you will enter the  Name of the payment category and the
Report Name . These names commonly mirror each other. After entering the Name and Report
Name click save. When you have finished select done.
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Home == Setup == Postings (Charges, Payments)

Payment Categories
Name Report Name

O cash Cash
© Credit Cards Credit Cards
O Accounts Accounts
® [Wire Transfers |[Wire Transfers || Save |

[ Movedown || SaveOrder || Undo |

| Add I Edit I Delete I Done |

How to Edit a Payment Category

To edit a payment category select the radio button next to the payment category and click edit or
click on the specific underlined of the payment category

Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name
O Cash Cash
() Credit Cards ~ Credit Cards
) Accounts Accounts
® Wire Transfers Wire Transfers

[ Movedown || SaveOrder |
[ Add I Edit ]| Delete || Done

Remove the payment Name and Report Name you would like to change then enter your new
Name and Report Name . Click save. When you are finished select done at the bottom.

Home == Setup == Postings (Charges, Payments)

Payment Categories
Name Report Name
O Cash Cash
© Credit Cards Credit Cards
O Accounts Accounts
® [Wire Transfers |[wire Transfers |[ save || EditSubTypes |
[ Movedown |[  SaveOrder |
[ Add I| Edit [ Delete I| Dene |

Home == Setup == Postings (Charges, Payments)

Payment Categories
Name Report Name
O Cash Cash
O Credit Cards Credit Cards
) Accounts Accounts
® [Direct Deposits |[Direct Deposits | Save || EditSubTypes |
[ Movedown || SaveOrder |
| Add Il Edit I Delete I Done ]
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Home == Setup == Postlings (Charges, Payments)
Payment Categories
Name Report Name

O Cash Cash
O Credit Cards ~ Credit Cards
® Accounts Accounts
(O Direct Depasits Direct Deposits | Edit Sub Types |
| Move down [ Save Order |
| Add I Edit | Delete I Done

Note: If you would like your payment categories to appear in a different order. Select the
radio button to the left of the payment category and use the move down button to
customize your order. Once you have finished select save order.

How to Delete a Payment Category

To delete a payment category select the button next to the category and click delete at the bottom
of the screen.

Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name

Ocash  Cash
O Credit Cards ~ Credit Cards
O Accounts Accounts
@® Direct Deposils Direct Deposits | Edit Sub Types |

[ Movedown |[ SaveOrder |
[ Add Il Edit || Delete I Done

www.bwh.autoclerkcloud.com says

Do you really want to delete a category?

How to Add a Payment Subcategory

To add a subcategory for a payment category start by selecting the payment category and click
edit sub types. Next select Add.
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Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name

) Cash Cash Edit Sub Types
() Credit Cards Credit Cards Edit Sub Types
® Accounts  Accounts | Edit Sub Types |

[ Movedown || Save Order |
| Add Il Edit 1 Delete I Done

Home == Setup >=Postings (Fayments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method
() DIRECTBILL Direct Bill false
) GIFT CARD GIFT CARD falze
) BW STMT  Best Western Statement false
O TC'WOFF  Travel Card Write Off falze
O WOFF Write Off false
O COMP Complimentary Per Manager false
O VISA VIgArsmmreat D34 falze
| Move up Movedown  |[  Saveorder |

I
[ Add | Edit I Delete I Done

Two blank cells will appear where you will enterthe  Name of the payment type and Title . After
entering the Name and Title check the box if this will be a guaranteed payment method. Click
Save. When you have finished select done.

Note: A guaranteed payment method will appear as an option on the reservation screen
when creating a reservation.

Home == Setup ==Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method

(O DIRECTBILL Direct Bill false

() GIFT CARD GIFT CARD false

O BW STMT Best Western Statement false

O TC WOFF Travel Card Write Off false

) WOFF Write Off false

O COMP Complimentary Per Manager false

O MISA VISAT==51234 false

® [PROMO |[Promotional | O
| Move up [[ movedown || sSaveorder |
| Add Il Edit | Delete [ Done ]

How to Edit a Payment Subcategory

To edit a Payment subcategory select the Radio button next to the payment subcategory and click
edit sub types.
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Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name
Ocash  Cash
() Credit Cards Credit Cards
® Accounts  Accounts [ Edit Sub Types |

[ Movedown || Save Order |
| Add Il Edit 1 Delete I Done

Select the button next to subcategory and click edit or click on the payment subcategory
underlined. Remove the payment Name and Title you would like to change then enter your new
Name and Title . Click save. When you are finished select done at the bottom.

Home == Setup >=Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method

() DIRECTEILL Direct Bill false

® PROMO Promotional false

) GIFT CARD GIFT CARD false

C) BW STMT  Best Western Statement falze

() TCWOFF  Travel Card \Write Off false

) WOFF Write Off false

) COMP Complimentary Per Manager false

) VISA VISAsss=es=21234 false
[ Move up [ Movedown |[  Saveorder |

Add | Edit || Delete Il Done

Home == Setup ==Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method
() DIRECTBILL Direct Bill false
I @ [PROMO___ | [Promatienal |Il:|
() GIFT CARD GIFT CARD false
C BW STMT Best Western Statement false
» TC WOFF Travel Card Write Off falze
) WOFF Write Off false
O COMP Complimentary Per Manager false
O VISA VIGAS==a=21234 false
I Wove up | Movedown || Saveorder |
[ Add Il Edit Il Delete I Done

Home == Setup ==Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method
() DIRECTBILL Direct Bill false
a I o]
() GIFT CARD GIFT CARD false
) BW STMT Best Western Statement false
() TC WOFF Travel Card Write Off false
O WOFF Write Off false
O COMP Complimentary Per Manager false
O VISA VISAT=====1234 false
[ Move up Il Move down I Save order |
[ Add Il Edit I Delete Il Done
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Home => Setup >>Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method
() DIRECTBILL Direct Bill false
® [VOUCHER |[Voucher =]
() GIFT CARD GIFT CARD false
O BW STMT Best Western Statement false
O TC WOFF Travel Card Write Off false
) WOFF Write Off false
O COMP Complimentary Per Manager false
O VISA VISAF=====21234 false
[ WMove up |[ wovedown || Saveorder |
[ Add Il Edit I Delete || Done ]

Home == Setup ==Fostings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method

(O DIRECTRILL Direct Bill false
® VOUCHER Voucher false
) GIFT CARD GIFT CARD false
) BW STMT  Best Western Statement false
O Travel Card \Write Off false

Write Off falze

Complimentary Per Manager false

VIS A F=r#xmsexs] 334 false

Move up Mowve down Save order
Add Edit Delete | Done

Note: If you would like your payment subcategories to appear in a different order. Select
the radio button to the left of the category and use the move up and move down buttons to
customize your order. Once you have finished select save order.

How to Delete a Payment Subcategory

To delete a payment subcategory select the Radio button next to the payment category and click
edit sub types.

Home == Setup == Postings (Charges, Payments)
Payment Categories
Name Report Name

) Cash Cash Edit Sub Types
() Credit Cards Credit Cards Edit Sub Types
® Accounts Accounts | Edit Sub Types |

[ Movedown || Save Order
[ Add I Edit Il Delete I Done

To delete a payment type select the button next to the payment type and click delete at the
bottom of the screen.
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Home == Setup ==Postings (Payments) == Payment Types
Payment types under category: Accounts

Name Title Guarantee Method

() DIRECTBILL Direct Bill false

® VOUCHER Voucher false

) GIFT CARD GIFT CARD false

O BW STMT  Best Western Statement false

(O TC WOFF  Travel Card Write Off false

) WOFF Write Off falze

) COMP Complimentary Per Manager false

() VISA VIgaF =] 234 false
[ Move up [[ Movedown | Save order
[ Add Il Edit | Delete Done

Extras

How to Add an Existing Charge

For Rollaways and Cribs, start by entering the cost for the item and how many you have in your
inventory. Next, select if this will be a reoccurring nightly charge or a one  -time charge for the guest
stay. Then select the category under which the charge can  be selected under the folio setup and
which category the revenue will be recorded under. Once you have finished click save at the

bottom.

Home >> Setup >> Extras

Extras - System

Reservation Label Folio Description Cost Per Max Inventory Nightly or Per Stay Category
@® Rollaways || Rollaways ‘H 15.0 |||2 | ®
O Cribs | [ Cribs ||[15.0 [|[ | ® O

Extras - User Definable
Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category

Add Delete

Save & Exit Save Escape

How to Add a New Charge

To add a new charge click add at the bottom. Enter the name of the charge type you would like to
add under reservation label which will appear on the Reservation form and reports. For folio
description enter how you would like the description of this charg e to appear on the guest folio.
Next enter the cost for the Charge and select quantity or checkbox.
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Home == Setup == Exiras
Extras - System

Reservation Label Folio Description Cost Per Max Inventory Nightly or Per Stay Category
O Rollaways |[Rollaways J|[15-0 IE ] @ O
O Cribs |[Cribs J|[15-0 J|[1 ] @ O
Extras - User Definable
Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category
O |[Pet Fee Pet Fee 15.0 ® ] e} o}
| ® |[Early Checicin Early CheckIn 10.00 0 @ | o ®

Add Delete
Save & Exit Save Escape

Selecting checkbox will have the item appear on the reservation form as a box to check.

Arrive Nights Depart Type Adults Children  Infants
2/28/2023 1 - Wed Mar 1 2023 Availability / Rates K N wv| [0 ~]| [0 v |
D N Rame] foom
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs Pet Feel Early Check-In
[RACK- FLEXIBLE RATE ~] $45.00 m] $53.53  $0.00 O O

Selecting quantity will display a drop down for how many of the item will be added to the
reservation.

Arrive Mights Depart Type Adults  Children  Infants
Tue Feb 28 2023 Wed Mar 1 2023 Availability / Rates K w | |[1 w| [0 w| [0 w
| an) o [k )T [0_v] 0]

Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs| Pet Fee
[RACK- FLEXIBLE RATE ~| [ 84500 O $53.53  $0.00 O

Best Westem Company Group Travel Agent All Notes

Next select if this will be a reoccurring nightly charge or a one  -time charge for the guest stay. Then
select the category under which the charge can be selected under the folio setup and which
category the revenue will be recorded under. Once you have fin  ished click save at the bottom.

Home == Setup == Exiras
Extras - System

Reservation Label Folio Description Cost Per Max Inventory Mightly or Per Stay Category
O Rollaways |[Rollaways ||[15.0 ||[2 | ® O
O Cribs |[Crios ||[15.0 II[ | ® O
Extras - User Definable

Reservation Label Folio Description Cost Per Quantity or Checkbox|Nightly or Per Stay Max Per Room Category
O |[Pet Fee ||[Pet Fee ||[15-0 | ® o 0 0
® |[Early Check-In || [Early Check-In ||[10-0 | © @® O ®

Add Delete

Save & Exit Escape
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To apply taxes select the Charge type. Next click the drop -down on the tax application table to
select the tax that will be applied. Then hit add. Click save at the  bottom of the screen.

Home == Setup == Extras

Extras - System
Reservation Label Folio Description Cost Per Max Inventory Nightly or Per Stay Category
O Rollaways |[Roliaways |50 [z ] ® O
O cibs |[ors S I | @ ©
Extras - User Definable
Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category
O |[PetFee ||[PetFee ||[15.0 [C) (e} O @)
® |[Early Check-in || [Early Check-In |00 ] © ® o ®

Add Delete
Save & Exit Save Escape

Tax Application Table
Qccupancy Tax w
Add

Tax Application Table
Occupancy Tax w
Occupancy Tax
State Sales Tax
Tourism Tax
Parish Tax

Home == Setup == Extras

Extras - System
Reservation Label Folio Description Cost Per Max Inventory Nightly or Per Stay Category
O Rollaways |[Rotlaways ||[15.0 |E | @ O
O Cribs |[Cribs ||[15.0 I | ® e}
Extras - User Definable
Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category
O |[Pet Fee ||[Pet Fee ||[15:0 | ® o o} O
® |[Early Check-In || [Early Check-In ||[100 | o© @® 0 ®

Add Delete

Save & Exit Escape

How to Delete a Charge

To delete a charge select the radio button next to the charge and click delete. Click save & exit
when you are finished on the page.

Note: Rollaways and Cribs are hard coded in AutoClerk. If you will not be using these items,
make sure the Cost Per and Inventory fields have a zero.
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Home == Setup == Exiras
Extras - System

Reservation Label Folio Description Cost Per Max Inventory Mightly or Per Stay Category
O Rollaways |[Rollaways ||[15.0 ||[2 | ® o
O cribs |[Cris 50 [IE | e ©
Extras - User Definable
Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category
O |[Pet Fee ||[Pet Fee ||[15-0 | ® o 0 0

@ |[Early Check-In || [Early Check-In [|[10.0 | © [C] o] ®

Save & Exit Save Escape

Home == Setup == Exiras
Extras - System

Reservation Label Folio Description Cost Per Max Inventory Mightly or Per Stay Category
® Rollaways |[Rollzways ||[15.0 I|[2 | ® o
O Cribs |[Cris ||[15.0 [|[1 | ® O

Extras - User Definable

Reservation Label Folio Description Cost Per Quantity or Checkbox Nightly or Per Stay Max Per Room Category
O |[PetFee ||[Pet Fee ||[15.0 | ® o) ®) O

Add Delete

Save & Exit Save Escape

Budget

How to Set Up a Monthly Budget

To set up a monthly budget start by clicking the plus symbol on the bottom left.
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'Budget Data -]
MMM & AciualRooms RoomsSold | RoomRew |
- ® e <« Page[1 Jof1 w w Mo records to view

Start by inputting the two -digit month and two -digit year for your budget. For actual rooms you
will take the number of days in the month multiplied by the number of rooms at your hotel.

Rooms sold will be your property goal for how many total projected rooms you would like to sell
for that month. Room revenue w ill be your property goal for how much total projected revenue
you are looking to earn for that month. Once you have filled in all boxes click submit.

Column Definitions:

MMYYY- month and year combination. Use 2 digits for the month and 4 digits for the year
separated by /. For example: 01/2016 would be used for January 2016.

ActualRooms- The number of built rooms available x the number of nights in that month. For
example at a 200 room hotel for a February with 28 days the value would be 28*200=5600
RoomsSold- The number of rooms you expect to sell for that month. For example, if you expect
70% occupancy at a 200 room hotel the number for a 28 day February would be
(28*200)*.80=4480

RoomsRevenue- If you expect and ADR of $125.00 then multiple the number of rooms you
expect to sell by the ADR. For example 4480*125.00= 560000 (Do notinclude § signs or
commas or cents use only whole dollar amounts)
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MMMYY

ActualRooms

RoomsSold

RoomRev

MMIYY (08120 ]
ActualRooms (2573 ]
RoomsSold (1500 ]
RoomRev (50000 ]

How to Delete a Monthly Budget

To delete a monthly budget entry select the row you would like to delete and select the trash bin
on the bottom left. Then select Delete.
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Delete selected record(s)?
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Hold Types

Best Western Hold Types

This information is for branded Best Western properties Only. This provides you with what the
different hold types look like when you make reservations directly through your property.

Best Western Hold Types

CC-GTD - Reservation is guaranteed, Credit Card required.

CC-DEP - Reservation is guaranteed, first night is charged on the
guest's Credit Card.

CC-FULLPAY - Reservation is guaranteed, entire stay amount is
charged on the guest's Credit Card.

COMPANY - Guarantee by Company Address.
DEP - Sent 1st night payment for deposit.
FULLPAY - Send payment for entire stay to hotel.

PROP PRE-PD - Prepaid at the hotel, obtain refund from destination
hotel with cancellation number

GROUPPAY - Guarantee by Group Master
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CRS Only Hold Types

This information is for branded Best Western properties. This provides you with what the different
hold types look like when the reservations come delivered from Best Western CRS.

CRS Only Hold Types

CENTRAL BILL - Reservation is guaranteed to "CENTRAL BILL". Must
not be used on PMS sourced reservations. Since payment is made by
original company based on the original booking, in most cases the guest
must make changes with the originating booking source only.

TA - Reservation is guaranteed. Travel Agent profile included. Must not be
used on PM5 sourced reservations.

CORP - Reservation is guaranteed. Corporate profile included. Must not
be used on PMS sourced reservations.

VC - Must not be used on PMS sourced reservations.

FIT CB - FIT Central Bill - Must not be used on PMS sourced
reservations.

HOLD-GTD - Guarantee waived to a 4PM to 6PM hold time.
PAID - Final Guarantee - Must not be used on PMS sourced reservations.

CC-OCP - Online Credit Card guarantee - Must not be used on PMS
sourced reservations.

GTD - Reservation is guarantead
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An Overview of Best Western Cancellation Policies

This information is for branded Best Western properties only. This provides you with what the
different cancellation policies look like when
locally or when a reservation delivers from the CRS, the Cancellation code will default to whichever
cancellation policy has been set up for the specific Rate Plan.

reservations are booked. When making a reservation

Note: A 1y Cancellation policy will be make that reservation non -refundable.
Code Descripticn Letter Verbiage
4PM non-GTD 4pm Held Mon-Guaranteed Reservation that will be cancelled at

6PM

24H

48H

72H

non-GTD 6pm Hold

24 Hour Cancellation

48H Hour Cancellation

72H Hour Cancellation

4:80pm hotel local time.

MNon-Guaranteed Reservation that will be cancelled at
6:88pm hotel local time.

Guaranteed Reservation. Must be cancelled by 4:@2pm
the day before arrival date or the Credit card will be
charged for the first night Room and Tax.

Guaranteed Reserwvation. Must be cancelled by 4:@8pm 2
days before arrival date or the Credit card will be
charged for the first night Room and Tax.

Guaranteed Reservation. Must be cancelled by 4:@8pm 3
days before arrival date or the Credit card will be
charged for the first night Room and Tax.
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Continues Best Western Cancellation Policies

O |oD
O 14D
O [21D
O [30D
O [e0D
O (90D
O oty

T Day Cancellation

14 Day Cancellation

21 Day Cancellation

30 Day Cancellation

60 Day Cancellation

90 Day Cancellation

1 YEAR Cancellation

Guaranteed Reservation. Must be cancelled by 4:88pm
one week (7-days) before arrival date or the Credit
card will be charged for the first night Room and Tax.

P

Guaranteed Reservation. Must be cancelled by 4:88pm
two week (14-days) before arrival date or the Credit
card will be charged for the first night Room and Tax.

&
Guaranteed Reservation. Must be cancelled by 4:88pm
three week (21-days) before arrival date or the
Credit card will be charged for the first night Room
and Tax.

&

Guaranteed Reservation. Must be cancelled by 4:8epm 3@
days before arrival date or the Credit card will be
charged for the first night Room and Tax.

Guaranteed Reservation. Must be cancelled by 4:88pm &@
days before arrival date or the Credit card will be
charged for the first night Room and Tax.

Guaranteed Reservation. Must be cancelled by 4:8epm 9@
days before arrival date or the Credit card will be
charged for the first night Room and Tax.

Guaranteed Reservation. Must be cancelled by 4:88pm
365 days before arrival date or the Credit card will
be charged for the first night Room and Tax.

63




AutoClerk Cloud User Manual
Revenue Management

An Overview of Stay Restrictions

Best Western Branded Hotels:  Implementing stay restrictions allows you to control the types of
bookings you accept for certain dates and/or rate  levels. This could mean applying a stay
restriction to a specific rate level only or  managing the length of stay guests can book during high
and low -demand periods for all rate levels.

Independent Hotels:  Implementing stay restrictions  allows you to control the types of bookings
you accept for certain dates and/or rate  plans. This could mean applying a stay restriction to a

specific rate plan only or managing the length of stay guests can book during high - and low -
demand periods for all rate plans.

The Different Types of Stay Restrictions

CLOSE To close out the hotel entirely for any new reservations to be booked during a certain time.
Close to Arrival - Close to Arrival means that the customer cannot arrive on a specific date,
regardless of the planned length of stay.

MinLOS- Minimum length of stay guests are given a minimum number of nights that they must
book if they want to arrive on a specific day.

SoftLOS- Soft length of stay guests are given a minimum number of nights that they must book if

they want to stay on a specific day. Note: It does not have to be the arrival date , it could be
any day of the stay but  must be the required number of total stay days.

OPEN To open the hotel back up when a close restriction is in place

MaxLos- This is for our independent hotels. Maximum length of stay guests are given a

maximum number of consecutive nights that they can stay at the hotel before having to  checkout.

Best Western Branded Users:

Stay Restriction Setup

Title |[Required Field
Begin Date| Required Field lﬁj
End Date | [Required Field

Type | b
CLOSE

Days Close to Arrival
MinLOS

Fue CJwed O Thr CIFri [ Sat
SofLOS oAl
Apply to =

PRl OFEN K D ea O sk [ sea [ waa [ wk [ Banguet Room

ny Stay Rest
through H a,
LEVELA |
[J LEVELBE |Ratesthat have a 15% Discount |

[ LEVELC [Other Discounts |

And Rate Level [ LEVELD [Advance Purchase and 20% Discount |
|

|

|

|

O LEVELE [Government Rates
[ LEVELF |[LEVELF

[J LEVELG [Group Rates

[ LEVELH [25% Off Rack

Save & Exit Escape
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Independent Users:

Stay Restriction Setup
Title | [Required Field |
Begin Date HRequired Field | E
EndDate ||Required Field | El
Type | v
CLOSE
D Close to Arrival
e Mi‘;i‘;,g ™ Tue Dwed OThr OFr Osat
MaxLOS
Apply Rools 5!
to TYPe qpEN K [ pBLDBL (J sa (J ADA D NSKH [ kaH [ ks [ Aws ) CONF
Clan
And  Réte [ rack O 3a O ac O wir O Fx O Fx2 O gov [ 3 par O FF O AutoClerk [ 10611 [J 8769 [ GrpROTF [ group () GRPCode
Plan [ FLASHSALE20 [ sc [ EMP [J OTAFLEX2 [ RateTest [J TA [ Long [J Toyota [J EXPC [ sUMM2020 (] wKND (O NR () apv [
AA [ sB2020 ) comp O cLe O aws O UTR [ BKG
Save & Exit Escape

How to Input a Stay Restriction

To create a stay restriction start by selecting Add.

® view Future Resrictions OView PastRestrictions Date[ | [E]
Title Begin Date End Date

Type Rate Levels Applied To |

view Escape
70 & new Stay Restnction fo modify or override an existing Stay Restriction

9 First start by entering a title for the restriction. This will be the reason why the restriction is
being applied. Next select your beginning and ending dates for the restriction.

1 Next select the type of restriction being applied from the type drop down. This is how the
restriction will appear on the rate calendar and in the Availability/Rates screen in AutoClerk

Cloud.

1 Next select the number of days you would like this restriction applied for as well of the days of
the week. Selecting All will only apply the restriction to the selected dates.

9 Lastly select the room types and rate levels or rate plans if you are an independent hotel, this
restriction will apply to. Selecting Level A will apply to all rate levels. Once you have finished

click save and exit.

Best Western Branded Users:
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Stay Restriction Setup
Title | [Music Festival

Begin Date | [02/28/2023
End Date |[03/01/2023

Tpe  |[Mnlos v

length
Days All .
Sun E@mMon @ Tue Edwed EThr EFri @ sat

Apply to Room Types All
LEVEL A
LEVELE
LEVEL C

And Rate Level LEVELD
LEVELE
LEVELF
LEVEL G
LEVELH

@K@ oo @ sk @ sao @ woo @ wK

*Note: any Stay Restrictions applied to Level A will apply to all
Levelz A through H and fo alf Rate Flans.

|BAR and Locally Negotiated Rates

[Rates that have a 15% Discount

[Other Discounts

Advance Purchase and 20% Discount

Government Rates

LEVELF

Group Rates

25% Off Rack

The restriction will appear on the main screen when completed.

@ View Future Resirictions O View Past pate[ ]

Title Begin Date End Date Type Rate Levels Applied To

O Music Festival 2028023 31723 MinLOS 1 A-H All Room Types

® Music Festival 2/28/23 3123 MinLOS 2 A-H All Room Types I
Q Close fo arrival Test 3124 31324 Close to Arrival 1 A-H All Room Types

o Open Ti6i23 718123 OPEN A-H All Room Types

Q close Ti6i23 718123 CLOSE 2 A-H Some Room Types

*You must add & new Stay Restriction to modify or override an existing Stay Restriction

Independent users:

Stay Restriction Setup

Title | ‘ Music Festival |
Begin Date | [02/28/2023 | ]
EndDate |[03/01/2023 | E|
e |

length

Days Al

B sun @Mon ETue Ewed @ Thr EFri Esat

Apply Room  Eal
to

A

Types 5QQ @ sk E peLDBL E 50 H ApA H NSkH B KaH B ks E aws E CONF

And  Rete RACK B 3a B Ac @ wiR B Fx B rxX2 @ cov 8 3par @ FF H AutoClerk B 10611 B 8769 B GrpROTF @ group B GRPCode
Plan FLASHSALE20 B2 sCc @ EMP B2 OTAFLEX2 B RateTest B TA @ Long & Toyota € EXPC E sUMM2020 B wKND E NR B ADV
AA B 582020 @ comp B cLe @ aws B UTR B BKG

The restriction will appear on the main screen when completed.
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Setup >> Stay Restrictions

@® View Future Restrictions OView Past Restrictions Date___ | [y
Title Begin Date End Date Type Applied To
D Music Festival 2/28/23 323 MinLQS 1 All Room Types

I@ Music Festival 2028123 323 MinLOS 2 All Room Types I

(@] CLOSE SWITCH TEST 622120 6/22120 CLOSE1 All Room Types
c 6120120 6/20/20 CLOSE 1 All Room Types
Close 5117124 517124 CLOSE 1 All Room Types
Open 6/19/20 6/21/20 MinLOS 1 All Room Types

How to Change a Stay Restriction

To change a restriction you must create a new restriction to override the current one. Start by
clicking Add.

Note: You must add a new Stay Restriction to modify or override an existing Stay

Restriction

@ view Future Restrictions Oview Past Restrictions Date[ |

Title Begin Date End Date Type Rate Levels Applied To

9] Music Festival 2028123 3123 MinLOS 1 A-H All Room Types
Music Festival 202823 323 MinLOS 2 A-H All Room Types
Close fo arrival Test 3124 31324 Close to Arrival 1 A-H All Room Types
Open TiG23 TiB23 OPFEN A-H All Room Types
close Ti6i23 7/823 CLOSE 2 A-H Some Room Types

View Escape
10 & new Stay Restnction to madify or override an existing Stay Restrichion

First start by entering the same title for the restriction you are changing. This will be the
reason why the restriction is being applied.

Next select the same beginning and ending dates for the restriction being changed.

Next select the type of restriction that will now be applied from the type drop down. This is
how the restriction will appear on the  rate calendar and in the Availability/Rates screen in
AutoClerk Cloud.

Next select the number of days you would like this restriction applied for as well of the

days of the week. Selecting All will only apply the restriction to the selected dates.

Lastly select the room types and Rate Levels or Rate Plans if you are an independent hotel,
this restriction will apply to.  Selecting Level A will apply to all rate levels. For independent
hotels select room types and rate plans. Once you have finished click save and exit.

Note: To override a MinLOS for 2 nights you must create a new MinLOS for 1 night selecting
the same date range.

Note: To override a CLOSE stay restriction you must create a new restriction for the same
date range and select OPEN.

Best Western Branded Users:
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Stay Restriction Setup

Title | [Music Festival |

Begin Date |[02/28/2023

End Date |[03/01/2023

@ K@ oo @ sk @ sao @ wao @ WK

*Note: any Stay Restrictions applied fo Level A will apply to all
Levels A through H and fo all Rate Plans.

LEVELA
LEVELE
LEVELC
LEVELD
LEVELE
LEVELF
LEVEL G
LEVELH

ype [[MinLOS ~
length
Days All .
% sun Einvon G Tue Bwed BThr B Fri 8 Sat
Apply to Room Types Al
And Rate Level

|BAR and Locally Negotiated Rates

[Rates that have a 15% Discount

[Other Discounts

Advance Purchase and 20% Discount

Government Rates

LEVELF

Group Rates

[25% OF Rack

Once a new restriction is created it will display on the main screen. The current active restriction
will always appear above the old one.

® View Fulure Restricions O View Past oate[ ]

Title Begin Date End Date Type Rate Levels Applied To

@ Music Festival 2128023 31123 MinLOS 1 A-H All Room Types I
Q Music Festival 2128023 31123 MinLOS 2 A-H All Room Types
@] Close fo arrival Test 31724 343124 Close to Arrival 1 A-H All Room Types

o Open TI6/23 718123 OPEN A-H All Room Types

o close TI623 718123 CLOSE 2 A-H Some Room Types

“You must 8¢ & new Stay Restrction to modify of override an existing Stay Restriction
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Independent Users:

Stay Restriction Setup

Title ||Mu9ic Festival |
Begin Date | [02/2872023 | EH|
EndDate |[03//2023 | El
Type |[minLOS ~
length
Days ] .

B sun Enon ETue Ewed EThr Fri B sat

Apply Room  EAI
to Types 500 M sK @ DBLDEL B sq B ADA B NSKH B KaH E ks E Aaws B CONF

B
Ang  Rate RACK E 3a E ac B wiR B rx E rx2 @ cov B 3par 8 FF 8 AutoClerk B 10611 E 3769 & GrpROTF B group B GRPCode
Plan FLASHSALE20 B sc B EmP B OTAFLEX? B RateTest B TA B Long B Toyota B EXPC B SUMM2020 B2 WKND B NR B ADV
A B 582020 @ comp B cLc B Aaws @ UTR @ BKG

Save & Exit

Once a new restriction is created it will display on the main screen. The current active restriction
will always appear above the old one.

Home >> Setup >> Stay Restrictions

® View Future Restrictions OView Past Restrictions Date | [Eil|

Title Begin Date End Date Type Applied To

[C] Music Festival 2128123 31123 MinLOS 1 All Room Types I
@] Music Festival 228123 31723 MinLOS 2 All Room Types
o] CLOSE SWITCH TEST 6/22i20 6/22/120 CLOSE 1 All Room Types
O c 6/20/20 6/20/20 CLOSE 1 All Room Types
@] Close 517/24 517124 CLOSE 1 All Room Types
o] Open 6/19/20 6/21/20 MinLQS 1 All Room Types

Rate Plan Guarantee Cancellation

An Overview of Rate Plan Guarantee Cancellation

Note: All rate plans have default guarantee and cancellation policies established

Implementing rate plan guarantee cancellations allows you to set a different policy related to how
reservations are guaranteed and allow you to change the cancellation policy. These policies can be
changed during stay restriction dates or overall  periods of high demand using the rate plan
guarantee cancellation.

Note: Rate Plan Guarantee Cancellations will only apply to CRS reservations. Reservations
booked locally must have the new cancellation policy manually applied.

69



AutoClerk Cloud User Manual
How to Add a Rate Plan Guarantee Cancellation

To create a rate plan guarantee cancellation policy start by selecting Add.

Home == Setup == Rate Plan Guarantee Cancellation

Rate Plan Guarantee Type
O RACK GTD
O RACK GTD
) RACK GTD

O RACK 1D

Start by entering the beginning and end dates for the policy. Next select days of the week you
would like this policy applied to. Selecting All days will only apply the policy to the selected dates.

Next click the drop down for the Guarantee type of the policy and select which policy will apply.
9 DEP- Deposit
I FULLPAY Full Pay
I GROUPPAY Group Pay
I VG Voucher
1 GTD- Guarantee by credit card

Rate Plan Guarantee Cancellation Setup

Begin Date | [Required Field
ena e [Er—
Days Can
Osun OMon OTue OWed OThr OFri O Sat

Guarantes Type
Cancellation Policy DEP
Rale Plan FULLPAY

GROUPPAY

vC
(TsavesExit | [[Es<omo

Then, click the drop down and select the cancellation policy you will be applying.

Rate Plan Guarantee Cancellation Setup

Begin Date | [Reauired Field
End Date | [Reauired Field

O
O sun OMon OTue Owed OThr OFd O Sat

copyright © 2008 - 2024 AutoClerk Inc. All rights reserved. | Read Terms of Use | Contact Support | 4.42 | ac-prod-myhms-app-bwh-01

Lastly, select the rate plan you will have the guarantee and cancellation policy applied to.
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Rate Plan Guarantee Cancellation Setup
Begin Date | Required Field
End Date | Required Fieid
Days O
O gun OMon O Tue OWed O Thr O Fri O Sat

Guaraniee Type DEP v
Cancellation Policy
Rate Flan RACK v

RACK

Training2

Training

BW

copyright ©® 2008 - 2024 AutoClerk Inc. All rights reserved. | Read Terms of Use | Contact Support | 4.42 | ac-prod-myhms-app-bwh-01

Click Save & Exit when finished.

Rate Plan Guarantee Cancellation Setup
seanote [ —
Erapas [ —
Days &
Sun EMon B Tue 8 Wed B Thr BFr B Sat

Guarantee Type GTD ~
Cancellation Policy 07D v
Rate Plan RACK v

Once the rate plan guarantee and cancellation is created it will display on the main screen.

Home => Setup >> Rate Plan Guarantee Cancellation

Rate Plan Guarantee Type Canceliation Policy Begin Date End Date
O RACK GID 4PM 16123 71823
O RACK GID 4PM 4523 4723
| ® rack GID 07D 2/28/23 ERGS)

RACK

o
o}

i

AP 325 3423

Note: You will have to do this process for each rate plan you would like to change the
guarantee or cancellation policy terms. For Rate Plan Guarantee Cancellation policies to
apply on the CRS, the rules for the Rate Plan must allow them to be changed.

How to Edit a Rate Plan Guarantee Cancellation

To edit a Rate Plan Guarantee Cancellation , select the button next to the policy you would like
to change and select edit at the bottom or  click on the Jguarantee type } underlined .

Home == Setup »> Rate Plan Guarantee Cancellation

Rate Plan Guarantee Type Cancellation Policy Begin Date End Date
O RACK. GTD 4PM 71623 1823
O RACK GTD 4PM 4523 a3
® RACK fcins) 07D 228123 3123

O RACK D 4PM 32123 30423
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Once you have made the changes to the policy select save and exit.

Rate Plan Guarantee Cancellation Setup
Begin Date | 22823
End Date Er=
Days G
Sun Enon & Tue Ewed & Thr EFr 8 Sat
Guarantee Type
Cancelation Policy
Rate Plan RACK v

Once the rate plan guarantee and cancellation changes have been save it will display on the main
screen.

Home >> Setup >~ Rate Pian Guarantee Canceliation

Rate Plan Guarantee Type Cancellation Policy Begin Date End Date
© RACK GTD 4PM 716123 78123
© RACK STD 4PM 45123 47123
[[® Rack GID 4PM 228123 33|

O RACK i 4PM 2123 3423
[Add | Eat | Escape

@
=

Rates

Overview of Building a Rate Plan and its Settings

Upon entering Rates under Revenue Management you will see this screen. There are three
different types of display options available on this screen.

9 Locally Managed - Local Rates built by the property and sold only by the property.

I CRS Rates managed by BW and sold through the BW CRS.
9 All- All Local and CRS rate plans combined.

Home > Setup >> Rates

I Show. @ Locally Managed OcrRs  Oal I

Code Title Parent CRS Code Rate Level CRSORly Description

Here you will see the Rate plan settings screen.

72



AutoClerk Cloud User Manual

Home >> Setup >> Rate

Rate Plan
Title

|[Required Field

Rete Code [ —

oRS Cote I

Description

A

Farent (optional)

] —

@® By Percentage ) By Dollar Amount

Confidential Rate O

Allow FrontDesk to use this rate? O

CRS Rate O

Default Market Segment

Maks Rate Plan Tax Exempt 0O

Rate Plan Inactive Date . EA

Rate Level |

Default Guarantae Policy |[[cc-GTD  +]

Default Cancellation Policy |[2Pn~]

Send Guaraniee/Cancel Policy Updates to CRS 0

Send Status/Allocation Updates to CRS 0

Save & EXit Save Escape

i Title - This is the full Title of the rate plan and how it will appear on the reservation form.

1 Rate Code- How the rate code will be displayed in the system and on reports.

1 CRS Caode This is how the rate code plan links to the Best Western CRS. When building local
rate plans the CRS Code box should be left blank.

91 Description - This field can be used to enter any notes about the rate. ~ The description can
be seen by clicking on Availability / Rates on the reservation form and hovering over the
Rate Plan name on the table.

91 Parent - This will be used when one rate discount value is based off another rate.

1 Confidential Rate - This box can be checked if the rate will be hidden from the guest.  This

will suppress the rates from the Confirmation letter and Registration form.

Allow Front Desk to use this Rate ? - This box can be checked if the front desk will be
allowed to book the rate.

CRS Rate This box can be checked if this rate will be offered through the Best Western
Central reservation system. This should only be selected if it must link to the CRS
reservation system.

Default Market Segment - Optional for a market segment to be applied when the Rate Plan
is selected.

Make Rate Plan Tax Exempt - If the rate plan will be tax exempt this box can be checked to
withhold all or specific taxes.

Rate Plan Inactive Date - A date can be entered if you will only be running this rate plan for
a specific time.

Rate Levels- This is the level where that specific rate plan will be living.  Note: This is for
Best Western Branded Hotels only.

Default Guarantee Policy - This Is where you will select the guarantee policy for the rate
plan. Note: This is for Best Western Branded Hotels only.

Default Cancellation Policy - This Is where you will select the cancellation policy for the rate
plan. Note: This is for Best Western Branded Hotels only.

Send Guarantee/Cancel Policy Updates to CRS - CRS rate settings set by Best Western.
Send Status/Allocation Updates to CRS - CRS rate settings set by Best Western.
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How to Build a Parent Rate Plan

To build a parent rate plan start by selecting Add

Home >> Setup >> Rates

Show: @ Localy Managed OCRs O Al

Rate Plans

Code CRS Code Rate Level CRSOnly  Description

Move Up Move Down save Order

Edit Delete Escape

9 Start by entering a title for your rate plan and a Rate Code.

1 Enter the CRS code if this will be sold by BW. This code links to the Best Western CRS. When
building local rate plans to be sold only by the property the CRS Code box should be left
blank.

1 Next add any notes in the description box about this rate plan if applicable.

1 The parent will be left blank. Only select a parent if the  discount value is based off another
rate.

1 Check the box for Allow Front Desk to use this rate.

9 Select the rate level this rate plan will be living. Note: This is for Best Western Branded
Hotels only.

1 Select the Default Guarantee Policy for this rate plan . Note: This is for Best Western
Branded Hotels only.

1 Select the Cancellation policy for this rate plan. Note: This is for Best Western Branded
Hotels only.

1 Click Save.

Title . |[Training

Rale Code ,W‘

CRS Code ]

Parent (optional) ~ -

 —

;-ﬂ?:e:?:e;;aja ) By Dollar Amount -

Allow FrontDesk fo use this rate?

CRS Rate O

Default Market Segment

R:I:F‘I:ne\na::v::)at:emp l_:l E

Rate Level |[LEVEL A-BAR o

Deiault Guaraniee Policy [[ccGTD ]

Default Cancellation Folicy \

s sav:& Eo;:ton p:;:c' Escape B

An Overview of Rate Seasons
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After a Parent Rate Plan is built, you will need to create rate seasons. This is where you  will input
all your hotel rates over certain time periods. Seasons are only built for Parent Rate Plans.

How to Build a Parent Rate Season

To begin creating a new season start by selecting the lime green button New Season.

Home == Setup == Rate

Rate Plan
Tie [ —
Rate Cade [ —

Training 79.00 Rate

Description

Parent (optional)
o —

@ By Percentage O By Dollar Amount

Confidential Rate [m]

Allow FrontDesk to use this rate? [ ]

Allow myRES to use this Raie? a

CRS Rate [m}

Default Market Segment

Make Rate Plan Tax Exempt o

Rate Plan Inactive Date | EH
Rate Level [LEVELAEAR |
Default Guarantee Policy |[ccetn ]

Default Cancellation Policy |[23H +]
Send Guarantee/Cancel Policy Updates to CRS O

Send Status/Allocation Updates to CRS o

Save & Exit Save Escape

View Past Seasons [

Enter a title for your season. For example Winter Season. Next enter the beginning and end dates
for this rate season then click Save & Exit.

Note: Seasons can only be built for up to 365 days.

Season Setup
Title |[Required Field |
Begin Date ||Recuifed Field | El
End Date |[Required Field | EH

Save & Exit Escape
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Season Setup
Title |[Winter Seasen |
Begin Date |[1212/2023 | EH
End Date |[12/3172023 | [Ei

| Save & Exit | Escape

Once the season is created you can now start inputting your rates. To begin select the lime green
button titled Create.

View Past Seasons [

New Season
Season Begin Date  End Date Lowest Rate Highest Rate Last Modified By Rates
Winter Season 12203 1203123 emins "5 2024 create | Edit Season

On the top of the season page you will have the Rate Plan displayed along with the name of the
season and dates.

Rate Plan: Training | season: Winter Season ] Dates: 12.02.2023 to 12.31.2023

single Rule Weekday/Weekend Rules
Adjust rates: | |[+(Plus) w][Fiat v || Alter Rates |

@ai Gk @ aa sk © saq % waq 2 WK

[ [ [ [ [ [

[C— [C— [Ca— [C— b ] [C—

. [Co— o [ [Ea— [ [co—

# nctuad et

Toatpoopi eused

Sunday Monday Tuesday Wednesday Thursday Friday Saturday

Save &Exit  Escape

Also on the top of the page there are settings for adjusting rates and room types. There is also an
Enable Weekend Rule that can be enabled if your hotel has rates that are different on Friday and
Saturday. Enabling this feature will require you to create separate rates for Sunday through
Thursday, and Friday and Saturday. If this feature is not enabled, you will have the same rates for
Sunday through Saturday.

Note: Once the Weekend Rule feature is enabled it cannot be disabled.

Rate Plan: Training Season: Winter Season Dates: 12.02.2023 1o 12-31.2023

Single Rule.

Adustrates | |[+(Fus) w][Fiat v | [ Alter Rates |

AT K aa 8 sk & saa waa &

Base Rate 7 i) i) i 7 i)

Additional Adult [ o a o {] o

‘Adational Child 0 @ a o 0 o

a Adatonai ant o [ s o g o

incoes Acuts — 2 Ea— 2

Total Peogle Inciuded |Ex— |E— 2 | Ea— z ] | Ex—
Sunday Monday Tuesday Wednesday Thursday Friday Saturday

a a L] a

Save&Exit  Escape
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Rate Plan: Training Season: Winter Season Dates: 12-02-2023 o 12-31-2023

Weekend Rule
At rates + (Pus)_w] [Fiat | Aer Rates |
An K @ SK soa waa WK

Baze Rate 7900 7800 7800 78,00 7800 7800
] Adational Adult 000 00 .00 000 000 %
Adational Cnia [ 000 000 [T 000 [
Adational Infant (000 ] [ooo ] 0.00 | 000 ] 0.00 0.00
# Included Adults. 2 ] 2 ] 2 | 2 ] 2 2
] Total Peaple Included B 2 2 2 2 2

Friday Saturday

Save&Exit  Escape

Displayed in the center are you room types and rates. On the left  -hand side you will see the boxes
for Base Rate, Additional Adult, Additional Child, Additional Infant, # of Included Adults, and Total
People Included. On the bottom of the page there are options for selecting the day of the week.

Rate Plan: Training Season: Winter Season Dates: 12-02-2023 to 12-31-2023
Weekday Rule [ 8o |Weekend Rule
Adjust rates: | |[+ (Plus) v [Fiat w | [ Alter Rates |
IAII K Qa SK saq waa WK
o Bace Rate
AdtonalAcut
Aditonalcrig
Adional nant
#Incuted Aduts
Total People Includedt 2| 2| 2| 2|

Sunday Monday Tuesday Wednesday Thursday

]
save & Exit Escape
Start by selecting the room types you will be inputting rates for. Enter the rate for each specific

room type in the base rate box. If you would like to add additional charges for adults and children,
you may enter those amounts in the boxes. The difference between the # included adults and the
total people included will be charged the additiona | adult charge of $10.00, see example below.
The SKroom type can have up to 4 people included in the room, if more than 2 people are

selected on the reservation, th e system will add $10.00 for the third person and add $10.00 for the
fourth person, per night, plus applicable taxes.  Select Save & Exit when finished.

Note: If a room type is not selected for a specific rate plan, that room type will not be
available to be booked.

Rate Plan: Training Season: Winter Season Dates: 12.02.2023 to 12.31-2023
Weekday Rule [ Go Weckend Rule
Adjust rates: < (Plus) v [Flat ] | Alter Rates |
aan 13 g o SK £ woo WK

Base Rale 0| 9.00 800 | 7900 | 9.00 800 |
Additional Adult 1| 00 0.00 000 | 00 000
] ‘Additional Child 00| 00 E | 0 0.00
Aggtional Infant 100 | 00 0.00 | 00 0.00
| # Included Adulls E El
Total z 2 B

Sunday Monday Tuesday Wednesday Thursday
scape
T

The rate season will now be displayed at the bottom of your rate plan screen.
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View Past Seasons [
New Season

Season Begin Date  End Date Lowest Rate Highest Rate Last Modified By Rates

Winter Season 12203 123123 K 57900 K 579.00 Enails "5 Edit Rates | Edit Season

Rate seasons do not allow gaps in dates. If there is a gap between seasons you will receive a
warning pop up stating to adjust the  Start/End dates to fix the gap.

Attention! (%)

Warning: Seasonal gaps are not allowed. Please adjust Start'End Dates to fix the gap : 527/24 to 5/31/24

Note: To view past rate seasons, Select the box View Past Seasons.

View Past Seasons

How to Build a Child Rate Plan

To build a Child Rate Plan start by selecting Add .

Show. @ Localy Managed OCRs __ OAl

Code Title Parent CRS Code Rate Level CRSOnly  Description

9 Start by entering a title for your rate plan and a Rate Code. Next add any notes in the

description box about this rate plan.

Select a parent rate plan the discount value is based off for the rate plan.

Enter the discount percentage.

Check the box for Allow Front Desk to use this rate.

Select the rate level this rate plan will be living. Note: This is for Best Western Branded

Hotels only.

1 Select the Default Guarantee Policy for this rate plan.  Note: This is for Best Western
Branded Hotels only.

1 Select the Cancellation policy for this rate plan. Note: This is for Best Western Branded
Hotels only.

1 Click Save.

= =4 =8 =

78



AutoClerk Cloud User Manual
The season will automatically be created for the rate plan displaying the discounted rate.

Note: Only the red fields are required but you will need to select the Parent Rate Plan, and
the Discount Percentage or Dollar Amount the Rate Plan will be discounted by.

Home == Setup »> Rate

Rate Plan
Title |[Training
Rate Code |[Training |
CRS Code

19% OFF Rack
Description

Parent (optional)

Discount By »

% (10.00

RACK- FLEXIBLE RATE -~

E By Percentage © By Dollar Amount
Confidential Rate

Allow FrontDesk to use this rate?
Allow myRES to use this Rate?

ICI NIG

CRS Rate

[w]

Deiault Market Segment

Make Rate Plan Tax Exempt o

Rate Plan Inactive Date |

—

Rate Level | LEVEL A-BAR v

Default Guarantee Policy | CC-GTD v

Deiault Cancellation Policy |[29H +]

Tend GuaranieelCancel Policy Updates 1o GRS )

Send Status/Allocation Updates to CRS o

Save & Exit Save Escape
View Past Seasons [
New Season

Season Begin Date End Date Lowest Rate Highest Rate Last Modified By Rates
Winter Season 12223 125123 K 579.00 K $79.00 emiis "7 2024 Eoit Rates | Edit Season

CRS vs Locally Managed Rate Plans

‘Home == Setup == Rates.

show. [ @ Lacaiy mansgea Ocrs

Locally Managed Rate Plans will be all local rates built by the property.

Al

Rate Pians
Code Titie
© Tranng Training

Move Up Move Down Save Order
Add Edit Delete Escape

BACK

CRS Cote

Rate Level
WLA

[ s

CRS Managed Rate Plansare rates managed by BW but does not mean they can only be booked
on Bestwestern.com.

Home >> Setup »» Rates

Shov__Otacatanages o
Rate Plans
Code Tite Parent CRS Codé Rate Lével | CRS Only |
O RACK RACK- FLEXIBLE RATE RACK ey

O W BW- REWARDS MEMEER FLEXIBLE RATE BACK BwW VLA

0 VR- REWARDS - 1,000 BONUS FOINTS PER NIGHT RACK VR LA

O oM ‘GM- GOVERNMENT MILITARY BACK GM e

kLY 3A- AAAAND CAA MEMBERS
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How to Change the Order of Rate Plans

To change the order display for the rate plans. Select the button next to the rate plan you would
like to move and use the move up and move down buttons located at the bottom of the screen.

BK9- BOOKING COM BOOK EARLY AND SAVE RACK
EC1- EXPEDIA COLLECT FOR RACK RACK
ECS- EXPEDIA COLLECT FOR BOOK EARLY AND SAVE RACK
EP- EMPLOYEE RATE RACK
EX1- HOTEL COLLECT FOR RACK RACK
FF- FRIENDS AND FAMILY RATE RACK
FX2-PAY WITH POINTS RACK
GECN- GENERAL ELECTRIC PREFERRED RACK
HB1- HOTELBEDS LEISURE RATE RACK
HB2- HOTELBEDS LEISURE RATE 2 RACK
HBS- HOTELBEDS COLLECT FOR BOOK EARLY AND SAVE RACK
LC- SPECIAL PROMOTION RACK
LP1- LEISURE PROGRAM NET RATE RACK
LF2- LEISURE PROGRAM NET RATE 2 RACK
Ol- EXCLUSIVE EMAIL RATE RACK
RPC- EXPEDIA COLLECT FOR AARP RACK
SIEN- SIEMENS CORPORATION PREFERRED NET RACK
SR1- SELL RATE FOR RACK RACK
SRO- SELL RATE FOR BOOK EARLY AND SAVE RACK
XN- BBV PREFERRED RATE-NET RACK
XW- BBW PREFERRED RATE-COMMISSIONABLE RACK
XZ- PREFERRED TRAVEL AGENCY RATE RACK
Z2- SECONDARY PREFERRED RACK
Z7- BUSINESS ADVANTAGE RACK
Move Up Move Down Save Order |
Add Edit Delete Escape

EKO LVLE
Eci VLA
EC9 VB
EP VLA
EX1 VLA
FF VLF
FX2 8 Points + Cash| Points have already been allocated, Rate on reservation is paid by guest
GECN VLA
HB1 VLA
HE2 VLB
HBY 8
Lo VLA
LP1 VLA
LP2 LVLF
ol L]
RPC VLA
SIEN LVLA
SR VLA
$RO LVLE
XN LVLA
W VLA
xz VLA
2] VLA
z7 VLA

Once you have finished select save order at the bottom of the screen.

Channels

Overview of Channels

The Channels area all Best

allotments directly from AutoClerk.

oOWwWSs

CRS Code Title
() FRONTDESK Front Desk
() BESTWESTERNCRS BESTWESTERMNCRS

[ Add || Edit |[ Delete |[ Done

80
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How to Manage Specific Channel by Rate Level

To manage your allotments by Rate Level start by selecting the radio button next to

BESTWESTERNCRShd select edit or clicking directly on the BESTWESTERNCRSunderlined.

CRS Code Title
) FRONTDESK Front Desk
® BESTWESTERMCRS BESTWESTERMCRS

| Add || Edit || Delste || Done

To Add a new Rate Level Allotment start by selecting Add.

CRS Code |[BESTWESTERNCRS |
Title |[BESTWESTERNCRS |
Default Source [001Front Desk v
[ save || Reset |[ Done || Undo |
Rate Allocation
O RACK- FLEXIBLE RATE RACK
[ ada  |[Training v
Allotment Title Rate Level Set by Start Date End Date
O Level B LEVELE LEVEL 72023 71225
O Level B LEVELE ROOMTYPE7/12/23  7/12/25
O Level F LEVELF LEVEL 72023 712025
O Level F LEVELF ROOMTYPE /1223  7/12/25

Allotment Setup

caament e | —

Begin | -

Ena |

Rate Level |[LEVELELolwre V]

Do Allotment By: O Room Type @ Rate Level

(Overall Allotment:

[Sunday [Monday [[Tuesday [[Wednesday [Thursday [[Friday [[Saturday ]

[ IE] | IE] | I | ]
Save Resel Done Undo

First start by inputting an Allotment title for your rate level. Note: It is recommended to use the

Rate Level name to mirror Member Web.
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Next, set the Beginning and End dates for the allotment period.
as seasons for the rate allotments for any specific period. It is

Note: These may also be set up
required to have at least 18

months of allotments built out.

Next, select the rate level you will be setting the allotments for. After you have selected the Rate
Level click on the radio below titled Rate Level.

Lastly, in the Overall Allotment area input the total number of rooms you will allocate to the Rate
Level.

Once finished select Done.

Allotment Setup

AtomentTte [ r—

e I — s

e [ —

Rt Lovel \

Do Allotment By ORoom Type @ Rate Level

Overall Allotme nt

[Sunday [Monday | [Tuesday | Wednesday [Thursday’ [[Friday [saturday I
I | | I | ] ]

Save Resel Done Undo

Bottom Allotment Setup Buttons

9 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
Channel page.

= =4 =4

How to Manage Specific Channel by Room Type

To manage your allotments by Room Type start by selecting the radio button next to
BESTWESTERNCRS select edit or clicking directly on the BESTWESTERNCRS hyperlink.

CRS Code Title
) FRONTDESK Front Desk
® BESTWESTERMWCRS BESTWESTERMCRS

Add || Edit | Delete || Done

To add Allotments to a Rate Level by Room Type start by selecting Add
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CRS Code |[BESTWESTERNCRS |
Title |[BESTWESTERNCRS |
Default Seurce [001Front Desk v
[ save || Reset |[ Done || Undo |
Rate Allocation
O RACK- FLEXIBLE RATE RACK
[ add  |[Training v
Allotment Title Rate Level Set by Start Date End Date
O Level B LEVELE LEVEL 72023 TH2025
O Level B LEVELE ROOMTYPET7/12/23 712125
O Level F LEVELF LEVEL TH2i23 72125
O Level F LEVELF ROOMTYPET7(12/23 712025

Allotment Setup

| Allotment Tille:

Begin [

£ne (=)

Rate Loval LEVELBLokus

Do Allotment By ® Room Typs () Rate Level

[Room Type [[fomiReoms =

K 29

joa 43

|SK 10

[seQ 10

|waQ &

[ 2 |

[sunday Monday [Tuescay [Wednesday [Thursday [Friday [Saturday

|= | ] (=@ [ |
Save Reset Done Undo

First start by inputting an Allotment title for your rate level. Note: It is recommended to use the
Rate Level name to mirror Member Web.

Next, set the Beginning and End dates for the allotment period. Note: These may also be set up
as seasons for the rate allotments for any specific period. It is required to have at least 18

months of allotments built out.

Next, select the rate level you will be setting the allotments for. After you have selected the Rate
Level click on the radio below titled Room Type.

Below you will see a list of all the room types for your hotel. In the column labeled Hard will
indicate how many rooms you would like to allocate for each room type for that Rate Level based

on the total allocations for that Rate Level.

Once finished select Done.
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Begin

End

Rate Leval

Do Alatmant By
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|[Lever®
|Fr1zizoza

| Tz =

|EVELBieswe

® Room Type ) Rate Level

[Room Type [Totat Rooms [Hara
[K 29 10
lae 2 10
=3 | 2
[s00 1o 2
waa 13 0
3 2 0
Sunday [Monday [Tuesday [Wednesday [Thursday [Friday [Saturday
[@ \ @ [@
s Resel Dane Unda
e ——————————

Rate Levels (Best Western Branded Hotels)

Overview of Rate Levels

Rate levels create a simplified approach to managing the availability of your hotel by grouping

S i

you to manage availability for all rate plans in a level at

mil ar

rate

pl ans

individual rate plan separately.

In this area you will find all the Rate Levels active for your hotel.

On the left-hand side you will see the Rate Level name displayed and on the right

Save & Exit Save

Escape

together

one time instead of updating each

Description (50 Character Max)

LEVEL A
LEVEL B
LEVEL C
LEVEL D
LEVEL E
LEVEL F
LEVEL G
LEVEL H

nt o

one

rate

evel

[BAR

|BAR and Locally Negotiated Rates

[Leisure

|Rates that have a 15% Discount

[other

[other Discounts

[AdvPur - 20%

|Advance Purchase and 20% Discount

[Government

|Govemment Rates

[LEVELF

[LEVELF

|Groups

|Group Rates

[None

[None

an additional description about that rate level.

How to Add a Rate Level

To add a rate level start by creating the level name to the left and then enter a brief description

about that level on the right. Click save.

Note: Rate levels must be
AutoClerk.

created on the Best Western side prior to

84

-hand side will be

adding them in



AutoClerk Cloud User Manual

Description (50 Character Max)
LEVELA  [BAR
LEVELB  [Leisure
LEVELC  [Other
LEVELD  [AdvPur-20%
LEVELE  [Government

|BAR and Locally Negotiated Rates

[Rates that have & 15% Discount

[Other Discounts

[Advance Purchase and 20% Discount

[Government Rates

LEVELF  [LEVELF [LEVELF
LEVEL G |Groups |Group Rates
|LEVELH  [none [None

Below you can see the new rate level displayed.

Description (50 Character Max)

LEVELA  [BAR | [BAR and Locally Negetiated Rates |
LEVELB  [Leisure | |Rates that have a 15% Discount |
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | [Agvance Purchase and 20% Discount |
LEVELE  [Gevernment | [Govemment Rates |
LEVELF  [LEVELF | [LEveLF |
LEVELG  [Groups | |Group Rates |
| LEVELH  [25% Of Rack | |25% Off Rack 1

To change a rate level start by removing the level name and description.

Description (50 Character Max)

LEVELA  [BAR | [AR and Locally Negatiated Rates |
LEVELE  [Leisure | [Rates that have a 15% Discount |
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | |Advance Purchase and 20% Discount |
LEVELE  [Govemment | [Govemment Rates |
LEVELF  [LEVELF | [LEVELF |
LEVELG  [Groups | [Group Rates |
|LEVELH  [25% O Rack | |25% off Rack |

Description (50 Character Max)

LEVELA  [BAR | [BAR and Locally iated Rates ]
LEVELB  [Leisure | [Rates that have a 15% Discount ]
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | [Advance Purchase and 20% Discount ]
LEVELE  [Government | [Government Rates |
LEVELF  |LEVELF | [LEVELF ]
LEVELG  [Groups | [Group Rates |
| LEVELH  [none | [None |
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Next, enter your new level name and description then click save.

Description (50 Character Max)

LEVELA  [BAR | [8AR and Locally Negotiated Rates |
LEVELB  [Leisure | [Rates that have a 15% Discount |
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | |Advance Purchase and 20% Discount |
LEVELE  [Government | [Government Rates |
LEVEL F LEVELF LEVEL F
LEVEL G Groups Group Rates

| LEVEL H 15% discount 15% discount

To remove a rate level start by removing the level name and description. These fields will remain

blank. Then click save.

Description (50 Character Max)

LEVELA  [BAR | [8AR and Locally Negotiated Rates |
LEVELB  [Leisure | [Rates that have a 15% Discount |
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | |Advance Purchase and 20% Discount |
LEVELE  [Government | [Government Rates |
LEVELF  [LEVELF | [LEVELF |
LEVELG  [Groups | [Group Rates |
| LEVELH  [15% discount | |15% discount |

Description (50 Character Max)

LEVELA  [BAR | [BAR and Locally Negotiated Rates |
LEVELE  [Leisure ] [Rates that have a 15% Discount ]
LEVELC  [Other | [Other Discounts |
LEVELD  [AdvPur-20% | |Advance Purchase and 20% Discount |
LEVELE  [Government ] [Government Rates ]
LEVELF  [LEVELF ] [LEVELF ]
LEVEL G |Groups | [Group Rates |
|LEVELH  [none | [None |

save & Exit Escape

Marketing

Overview of Letters

In this area you will find all your pre -set letters that have been loaded for your property. If you are
part of the Best Western brand, letters have been loaded per your assigned brand.

In this area you will also find your Batch Print Reg Card, Auto Confirmation and Auto Cancellation

settings.

Letters are coded in HTML and will require support assistance to be edited.
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Letters
Style Type File Type myResConﬁrrnﬂtiullBatch Print Reg Card Auto Confirmation Auto Cancellation

() Best Western - Confirmation CONFIRMATION HTML O o [C] @]
() Best Western - Registrafion No Comments REGCARD HTML (O] O @]
() Best Western - Registration REGCARD HTML O @] @]
) Best Wesiern - eReg E-REG CARD HTML O O @)
O Best Wesfern - Cancellation CANCELLATION HTML o @] ®
() Best Western - Thank You THANKY QU HTML o (@] @]
() Best Western - Group Block CONFIRMATION HTML O O O @]
() Best Western - Group Rooming_List CONFIRMATION HTML O O @] @]
() Best Western - Group Cancellation CAMNCELLATION HTML (@] O 9]
) BWR English Welcome Letter BWwelcomeletterEnglish HTML O (@] Q
) BWR Spanish Welcome Letter MARKETING HTML 0 o] 0
) BWR French Welcome Letter BWWelcomeLetterFrench HTML o O @]

[ Move Up || Move Down|[ Save Order|

[ Add  |[ Edt |[ Delete | Update | save&Ext || Undo

Letter
Style  [BestWestern - Confirmatiol|
Type | CONFIRMATION w |

tmeta http-esquiv="Content-Type™ comtent="text/html;
charset=UTF-8">»<meta charset="utf-8"><meta
name="viewport" content="width=device-width, initial-

scale=1.8">

<stylesdl--

#outlook a {padding: @;} ReadMsgBody {width: 188%;}
.ExternalClass {width: 1@8%;} .ExternalClass,

ExternalClass p, .ExternalClass span,
Content |-ExternalClass font, .ExternalClass td, .ExternalClass

div {line-height: 186%;} body, table, td, & {-
webkit-text-size-adjust: 100%; -ms-text-size-adjust:
168%;} table, td {mso-table-lspace: Bpt; mso-table-
rspace: @pt;} img {-ms-interpolation-mode: bicubic;}
body {margin: ©; padding: @;} img {border: @;
height: guto; line-height: 188%; outline: none; text-
decoration: none;} table {border-collapse: collapse
limportant;} body {height: 180% !important; margin:
o Ao [} st At ASEE 15 = E Rl E

| Download |

File Type| HTML w

| Save || Reset |[Save&Exit|[ Undo

Contact Management

Company Overview

Un this area you will build your companies for yo
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Company Name Rate Code Contact Name Location Business Phone
2 Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
) BW Free Nights FX FX . KX 523-780-6000
) BW Pay with Points FX2 Fx2 , KX 623-TB0-6000
) BW Travel Card , XX, 1

() Corporate Lodging WX X%

Add || Edit || Delete | Done

How to Setup a Company Account

To set up a company account for direct bill start by selecting Add.

Company Name Rate Code Contact Name Location Business Phone
) Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
) BW Free Nights FX FX . LXK 623-780-6000
) BW Pay with Points FX2 FX2 , , KX 623-730-6000
) BW Travel Card , | WK 1

() Corporate Lodging MK %

| Add || Edit || Delete || Done

Next you will enter the Company Name, Company Code, Contact Information, Any Remarks you
would like to add regarding the company, the credit limit you established with the company, and
the preferred Rate Plan (If Applicable). Once finished select done.

Note: Any line with a vertical red bar is a mandatory field.

Note: For any account to become utilized as a direct bill, a credit limit must be set. If an

account reaches their credit limit you will be unable to bill that account un til the limit is
increased or a payment is posted.

Note: Credit Limits can be left at zero if you choose to attach the company rate without
direct bill privileges.  This will allow the company to use their preferred method of payment.
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Company Name
|mEany code ||[ ]
Contact Last Name
Contact First Name |
Tax |D Number |
| Remarks | |
Address 1 [
Addrass 2 |
|
|
|

Country

Zip Code

City

State I

I Business Phone I [ |

Business Fax | |
Email |
Credit Limit |
Preferred Rate Plan |- v

[ save |[ Reset || Done | Undo |

Company Name ||Training Account |

Company Code ’W‘

Contact Last Name [Smith |

Contact First Name [John |

Tax ID Number [ |
|
|
|

Remarks [Direct Bill

Address 1 [7o00 W_Main St

Address 2 [

Country [ v
Zip Code [g0210 |
City [Los Angeles |
State

Business Phone  |[800-999-1000 |
Business Fax [ |

Email [ |

Credit Limit [5000.00 |

Preferred Rate Plan [RACK- FLEXIBELE RATE w
[ save |[ Reset || Done |[ Undo |

How to Edit a Company Account

To edit a company account select the radio button to left of the company and click edit or click on
the company name hyperlink.
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Company Name Rate Code Contact Name Location Business Phone
) Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
) BW Free Nights FX Fx ) KX 623-750-6000
) BW Pay with Points FX2 FX2 s | XX 623-780-6000
) BW Travel Card s L HX 1
() Corporate Lodging , KX X
® Training Account RACK Smith, John  Los Angeles, CA 800-993-1000
[ Add || Edit || Delete || Done |

Next, make the necessary changes to the account and select Done when finished.

Company Name ||Training Account |
Company Code |W|
Contact Last Name |Smith

Contact First Name [John

Tax ID Number |

Remarks |Direct Bill

Address 1 [7000 W. Main St

Address 2 |

Country [ |
Zip Code [g0210 |

City [Los Angeles |

State

Business Phone | [200-999-1000 |
Business Fax | |

Email

Credit Limit 1000.00

Preferred Rate Plan | RACK- FLEXIELE RATE w
[ save |[ Reset || Done |[ Undo |

Company Name Rate Code Contact Name Location Business Phone
) Acme Supply. Coyote, Wylie Loz Angeles, CA 213-555-1234
7 BW Free Nights FX FX . XX §23-780-6000
) BW Pay with Points FX2 FX2 , XX 623-TR0-6000
) BW Travel Card B XX 1
) Corporate Lodging B XX X
O Training Account RACK  Jackson,John Los Angeles. CA 800-998-1000
[ Add || Edit || Delete |[ Done |
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How to Delete a Company Account

To delete a company account select the radio button to left of the company and click delete.

Company Name Rate Code Contact Name Location Business Phone

 Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234

() BW Free Mights FX FX R | KX 623-780-6000

) BW Pay with Points FX2 FX2 s | XX 623-780-6000

 BW Travel Card s | KK 1

() Corporate Lodging s | XK *

® Training Account RACK Smith, John  Los Angeles, CA 800-999-1000
[ Add |[ Edt || Delete | Done

Company Name Rate Code Contact Name Location Business Phone
(O Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
§23-780-6000
623-780-6000

) BW Frae Nights FX FX , .
() BW Pay with Points FX2 FX2 s .
) BW Travel Card

() Corporate Lodging

Add || Edit || Delete || Done

Travel Agent Overview

Any Travel Agents built locally by the property can be found in this area.

Travel Agents

Agent Name. IATA Contact Name Phone
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How to Setup a Travel Agent

Start by typing in the IATA number or the  Travel Agent name in box then select Add.

Travel Agents,

Input new iata or agent name [Training Travel
‘Agent Name 1ATA. Contact Name Phone

Next, you will enter the Manager Name, Contact Information, Commission Percentage, and Any
Remarks you would like to add regarding the Travel Agent. Once finished select done
Note: Any line with a vertical red bar is a mandatory field.

I Company Name I ||Training Travel |
IATA [Training Travel
Manager First Name |

Manager Last Mame
Address

Country
Zip

City
State [Arizona w |
FPhone
Fax

United States v]

Email |
Contact First Name [

|

|

Contact Last Name | |
Commission Flat [0 |
|

|

|

|

Commission Percentage [10.00

Contact Business Phone |
Contact Email |
Remarks |

[ save || Reset || Done | Undo |

The travel agent will now appear displayed.

Travel Agents.
Input e ata o agert name — -
Agent Name IATA Contact Name Phone
(e} Training Travel Training Travel
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How to Edit a Travel Agent

To edit a Travel Agent select the radio button to left of the Agent and click edit or click  on the
hyperlink.

Travel Agents
Input new ata or agent name
Agent Name
® Training Travel

T |

Company Mame
IATA

Manager First Mame
Manager Last Mame
Addrass

Country

Zip

City

State

Phone

Fax

Email

Contact First Name
Contact Last Mame
Commission Flat

1ATA
Training Travel

E— |

| [Training Travel

[Training Travel

[Johnson

[Tammy

[United States

[Arizona v |

[0.00

Commission Percentage |1D_DD

Contact Business Phone |

Contact Email
Remarks

[ Save || Reset

[T Dome N Undo

How to Delete a Travel Agent

Travel Agents
InpUL e ata of agent name
Agent Name
® Training Travel

IATA
Training Travel

I |

93

Next, make any necessary changes and click done when you are complete.

To delete a Travel Agent select the radio button to left of the Agent and click delete.

Contact Name
Tammy, Johnson
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Travel Agents

Agent Name 1ATA Contact Name Phone

Delete Done

A source code tracks how the reservation came to be and is required on every reservation.
This is a list of source codes that come pre -loaded with auto clerk.

Note : Never edit or change anything related to the WALK source code or it will break your

link on the dashboard under walk in reservation.

CRS Code Title
) FRONTDESK 01Front Desk

O AAA AAAJAARP

& CRO CRO

O INTERNET Internet

) [PHN IPHMN

) PHXRR PHXRR

) PSBMO0024UG PSBMO0024UG

) BIZREF Referred By Business

) FEMDREF Referred By Friend
) HOTLREF Referred By Hotel

O REPEAT Repeat

) TA Travel Agent

O WALK Walk-in

O wWB WB

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

Source Codes Overview

How to Add a Source Code

To Add a source code start by clicking add at the bottom of the list.
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CRS Code Title
() FRONTDESK  001Front Desk

O WB 002WB

O AAA AAMAMRP

O CRO CRO

(O INTERNET Internet

O IPHN IPHN

) PHXRR FHXRR

) PSEMO0024UG PSEM0O0024UG

) BIZREF Referred By Business

() FRNDREF Referred By Friend
(O HOTLREF Referred By Hotel

O REPEAT Repeat
O TA Travel Agent
O WALK Walk-in
| Add § Edit |[ Delete |[ Done

Enter in a name for your source in the CRS Code box. Next, enter in a title of your source code for
how it will appear in AutoClerk Cloud. When finished click done.

CRS Code I |
Title I |

CRS Code |[sociAL |
Title | [social Media |

|| Done |[ Undo |
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CRS Code Title
) FRONTDESK 001Front Desk

2 WB 002We

L AAA AAAIAARP

) CRO CRO

) INTERMET Internet

O IPHN IPHN

) PHXRR PHXRR

) PSEMOQ024UG PSEMOD024UG

) BIZREF Referred By Business
) FENDREF Referred By Friend

) HOTLREF Referred By Hotel

) REPEAT Repeat
|® SOCIAL Social Media |
O TA Travel Agent
) WALK YWallk-in
[ Add || Edit |[ Delete || Deone |

How to Edit a Source Code

To edit a Source Code select the radio button to left of the source code and click edit or click on
the source code word hyperlink.

CRS Code Title
O FRONTDESK 001Front Desk

O WB 002WB

O AAA AAMAARP

O CRO CRO

) INTERNET Internet

O IPHN IPHM

) PHXRR PHXRR

) PSEMO0024UG PSEMODD24UG

O BIZREF Referred By Business

 FENDREF Referred By Friend
O HOTLREF Referred By Hotel

) REPEAT Repeat
[® sociaL Social Media |
O TA Travel Agent
O WALK ‘Walk-in
[ Add  [|___Edit || Delete |[ Done |

Next, make any necessary changes to your source code and click done when finished.
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CRS Code |[FACEBOOK
Title | [Facebook
[ Save || Reset || Done | Undo
Rate Allocation
| add |[RACK- FLEXIELE RATE v

CRS Code Title
) FRONTDESK 001Front Desk

O WB 002WE
) AAA AAAAARP
) CRO CRO

I ® FACEBOOK  Facebook I

) INTERMET Internet

) IPHN IPHM

) PHERR FHXRR

) PSBEMO0024UG PSEMOD024U0G

) BIZREF Referred By Business

) FEMNDREF Referred By Friend
) HOTLREF Referred By Hotel

) BEPEAT Repeat

O TA Travel Agent

) WALK Wallk-in

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

How to Delete a Source Code

To delete a Source Code select the radio button to left of the source code and click delete.
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CRS Code Title
) FROMTDESK  001Front Desk

O WB 002WE
O AAA AAAIAARP
 CRO CRO

| @ FACEEOQOK Facebonkl

) INTERMET Internst

) IPHN IPHMN

) PHXRER PHXRR

) PSEMO0024UG PSEMO0024UG

) BIZREF Referred By Business

) FENDREF Referred By Friend
) HOTLREF Refarred By Hotel

) REFEAT Repeat
O TA Travel Agent
) WALK Walk-in

[ Add

[ Edit || Delete | Done |

CRS Code Title
O FRONTDESK 01Front Desk

O AAA AAAAARP

2 CRO CRO

O INTERNET Internet

) IPHN IPHM

) PHXRR PHXRR

) PSBMO0024UG PSEMO0024UG

O BIZREF Referred By Business

) FRNDEEF Referred By Friend
() HOTLREF Referred By Hotel

) REPEAT Repeat
o TA Travel Agent
O WALK Walk-in
O wB WE
Add || Edit || Delete || Done

How to Reorder Source Codes

Source codes are sorted alphabetically by the title.  To display your most used source codes at the
top, start by selecting the radio button to the left of the source code you would like to use and
selecting edit, or clicking on the source code hyperlink.

Note: Best Western branded hotels will have a source code attached to the reservation

when it comes downloaded from the CRS.
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CRS Code Title
O FRONTDESK 001Front Desk

O AAS ARAIAARP

) CRO CRO

) INTERNET Internat

O IPHN IPHN

) PHXRR PHXRR

O PSEMOD0024UG PSBMO0024UG

) BIZREF Referred By Business

) FENDREF Referred By Friend
) HOTLREF Referred By Hotel

) REPEAT Repeat

O TA Travel Agent

O WALK Walk-in

® WB wB

[ Add |[_Edi__J| Delete |[ Done

CRS Code WWE

[T E

[ sawe || Reset || Done |[ Undo
Rate Allocation

[ add  |[RACK- FLEXIBLE RATE %

In front of the Title name input a numerical value  or symbol . Once you have finished click done.
This source code will now be displayed towards the top of the source list.

CRS Code |[we |
| Title [ [002WB |
[ save || Reset || Done |[ Undo |
Rate Allocation
[ add |[RACK- FLEXIBLE RATE v
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CRS Code Title
) FROMTDESK 001Front Desk

| ®we 002WB |
O AAA AMATAARP
& CRO CRO
O INTERNET Internst
) IPHN IPHN
) PHXRR PHXRR
) PSEMO0024UG PSEMO0024UG
) BIZREF Refarred By Business
) FRNDREF Referred By Friend
) HOTLREF Referred By Hotel
) REPEAT Repeat
O TA Travel Agent
O WALK Wallk-in
Add || Edit |[ Delete |[ Done

Market Codes Overview

A Market code tracks the demographic the guest belongs to and is required on every reservation.
This is a list of Market Codes that come pre -loaded with auto clerk.

CRS Code Title
() CORP Corporate
() FANDF Friends and Family
() LOCAL Locals
(O TOURIST Tourist

[ Add || Edit |[ Delete || Done

How to Add a Market Code

To add a Market Code start by clicking add at the bottom of the list.

CRS Code Title
) CORP Corporate
() FANDF Friends and Family
O LOCAL  Locals
) TOURIST Tourist

| Add || Edit |[ Delete |[ Done
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Enter in a name for your Market in the CRS Code box. Next enter in the title of your Market code
for how It will appear in AutoClerk Cloud. When finished click done.

CRS Code I[ |
Title [ |

Comments

Il Done J Undo

CRS Code |[GROUPS |
Title | [Groups |
Comments

Save || Reset || Done | Undo

How to Edit a Market Code

To edit a Market Code select the radio button to left of the Market code and click edit or select the
Market Code name hyperlink.

CRS Code Title
() CORP Corporate
) FANDF  Friends and Family
I ® GROUPS Groups I
) LOCAL  Locals
O TQURIST Tourist

[ Add || Edit || Delste || Done
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CRS Code |[aRoUPS |
Title | [Sports Groups |
Comments
s
Save |[ Reset || Done | Undo

CRS Code Title
) CORP Corporate
) EAMDE  Friends and Family

) LOCAL  Locals
| ® GROUPS Sports Groups |
O TOURIST Tourist

| Add || Edit || Delete || Done

How to Delete a Market Code

To delete a Market Code select the radio button to left of the Market code and click delete.

CRS Code Title
(O CORP Corporate
) FANDF  Friends and Family
) LOCAL  Locals
| ® GROUPS Sports Groups |

) TOURIST Tourist

CRS Code Title
) CORP Corporate
) FAMDF  Friends and Family
() LOCAL  Locals

() TOURIST Tourist
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Overview

o f

the Manager As

The Manager As

Pl

The 1 con below al/l

Performance Indicators)

trends.

Dashboard al

OwWSsS you

t

(0]

(0]

WS you

sel ect

1 Day- This will display the performance trend from the previous day.
1 MTD (Month to Date) - This will display the performance trend from the previous month.
9 YTD (Year to Date)- This will display the performance trend from the previous year.

t

(0]

t

Dashboar

view your

he pdkey od

Dashboard: I:Manager v
Period: (Day ~)|02-27-2023 |
Type: (Source/Rate V:I| Show |

Displayed you will find Key Performance Indicators.

Occupancy

Revenue
Rooms Sold

—a —a —a —a _a

ADR Average Daily Rate

RevPar- Revenue Per Available Room

Red down arrows displayed mean your hotel is down from the previous day.

Trend from Previous Day

ADR

§.28.94 ‘

$ 99.70

Occupancy

-2.41%

7.23%

RevPar

5-519

$7.21

Revenue

5 -430.91

$ 598.20

Rooms Sold

-2

Green up arrows displayed mean your hotel is up from the previous day.
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Trend from Previous Day

ADR Occupancy RevPar Revenue Rooms Sold
+s2‘20 ﬁ e ﬁ +s " f +s?ﬁ&?2 ﬁ N f
$ 140.11 35.64 % $49.94 $ 5,043.99 36

Source and Rate View

Selecting Source/Rate as your type will provide you with some graphs with Room nights by Source
and Room nights by Rate. It will also provide a list for both source and rate breaking down each
source and rate codes performance by Day, Month to Date and Year to Date.

Dashboard: (Manager v |
Period: (Day w)|08-17-2020 |
Type: Source/Rate » | Show |

Room Nights By Source Room Nights By Rate

3S chart by amCharts 35 chart by amCharts

MAGAZINE: 14.28% FX2: 14.28%
TA: 14.29% BW: 14.29%
RACK: 57.14%
FRONTDESK: 71.43% :14.25%
@ FronoEsk: sriaan) @ 1(14.29%) MAGAZINE: 1(14.29%) | @ rack: <5710 @ : 1 (14.29%) B 1(14.29%) FX2: 1 (14.29%)
08-17-2020 Month Year 08-17-2020 Month Year
Source Description August to to Rate Code Description August to to
Date Date Date Date
FRONTDESK 01Front Desk 5 T143% 66 6285% 85 5484 %) RACK RACK-Flexible Rate 4 5744% 715 T143% 115 74.19 %)
i3 Travel Agent 1 1429% 5 571% E 387%) PM Accounts 1 1429% 5 476% 7 452%
MAGAZINE Magazine 1 1425 % 1 0.95% 1 0.65 %) o BV/-Rewards Member Flexible 1 1429% 3 256 % 4 a5
o AAATAARP [ 0.00% 15 1429% 18 1161 %)
REPEAT Repeat ) 0.00 % F 762% 15 9,68 %) FX2 FX2 - Pay With Points 1 1429% 1 095% 1 0.85 %
walk Walkin ) 0.00 % b s67% 22 1419 %) FX FX- Use Rewards Points 0 0.00 % 7 667 % 7 452%
INTERNET Intemet 0 0.00% 1 0.95% 1 065 %} [3A 3A- AAAICAA 0 0.00 % 7l 6.67 %| 10 6.45 %|
BIZREF Referred By Business 0 0.00 % 1 0.95% 2 1.29 %] MANUAL Manual o 0.00 % 3 286 % 3 1.94 %
FRNDREF Referred By Friend [ 0.00% [} 0.00% 2 129 %) 2U8 208 0 0.00 %) 1 0.95 %) i 0.85 %)
NEWSPAPER Hewspaper 0 0.00 % 0 0.00 % 1 0.65 %) 45D 15D - OTA NET RATE FOR 0 0.00 % 1 0.95 %, 1 0.65 %)

Revenue and Occupancy View

Selecting Rev/Occ as your type will provide you with some graphs and speedometers with Daily
numbers. It will be broken down into Room Revenue Daily, ADR Daily, Occupancy Daily, and
RevPAR Daily performance by Day, Month to Date and Year to Date. If your property has created a
Budget for the month , that data will also be displayed for comparisons.

If you have been live with AutoClerk you will also be able to view last year statistics
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Dashboard: (Manager v |
Period: (Day_w)|08-17-2020 |

Typea: ReviOcc w | Show |

Room Revenue (Daily) ADR (Daily) Occupancy (Daily) RevPar (Daily)
. 35 chart by amCharts - 3% chart by amCharis
35 chart by amCharts 15 chart by amCharts
R 60
H
H
8 5400 1 - - - - - - ----------- 509 = = - m i m e m e m e 80
H
£ os200 - - [N
s0 o —
17 7
W Reverue Budget Revenue [l o<cueency Budget Occupancy $7.21
Revenug 2019 120~ Occupancy 2019 120~
~ ~
CURRENT YEAR 2020 LAST YEAR 2019
08-17-2020 Month D MTD Year 1D ¥TD 05-17-2019 Month Year
August to Budget Budget ) Budget Budget August to ©
Monday Date VAR Date o VAR Saturday Date Date
(ADR) 99.70 106.26 0.00 0.00 %| 104.12 0.00 0.00 %| 0.00 G | 0.00)
(REVPAR) 72 751 0.00 0.00 %) 6.45 0.00 0.00 %| 0.00 000 0.00)
(Occupancy) 723% 707% 0.00% 0.00 %) 822% 0.00% 0.00 %| 0.00 %| 000l 0.00 %
(AVL RMS) 2] 1415 0 0.00 %) 2411 0 0.00 %| [ ol 0
(RMS 50LD) 8 100 0 0.00 %) 150 [} 0.00 %| 0 ofl 0
(RMREV) 0.00

Trip Advisor Widget

The hotel Trip Advisor widget wil/l be displayed a
recent reviews. Clicking on the Read reviews link will open a hew window taking you directly into
the Trip Advisor website where you can view the full review and respond.

@ Tripadvisor
Victoria

Recent Traveler Reviews

“Maot the cleanest”

“Pick a different restaurant”

“Many updates to facility and rooms”

“Dinner was good, and the service
was...”

“&mazing brunch. Highly
recommeand...”

Eead reviews
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OPERATIONS

Front Desk Dashboard

After | oggi ng i takeryto the\Hrdnt Dbs& Dashboard. The Dashboard is the homepage of
AutoClerk Cloud and is where you will access the various areas of the system needed for daily
hotel operations.

Mar 24, 2023
AUTOCLERK AutoClerk Cloud University Q

Cloud PMS

Main Menu Reservations Reports. Arrivals In House Departures Dashboard

Shorteuts Availability Quick Search Change Room Status

Resenvations RACK-BAR - " o I
P K $185.00
4 o0 $185.00
10 $20500 ]
[ MO $21500

1 nquet Room NIA

Walk-In

B

Apply Charge

S== Tape Chart

E|
L1}

h‘j Reports

N &
eservation Activity
|

Search  More...

@E} Setup

BW CRS connection | ChacK...

Apply Charge
Groups.

More..  Add Comment Resenation Name Amival Departure Biocked  Picked Up
lestn 03-24-2023 03-26-2023 10 1

Cloud Icon

The AutoClerk Cloud logo is in the upper left corner of every page. Wh e n vy lwkuon thecloud {

you will be return ed to the Front Desk Dashboard or the homepage . This button will follow you
wherever you gointhe system.Note: it i s not recommended to useorthe
J B a chkitjon s. The application will function best when using all on -screen navigation.

i AUTOCLERK
Cloud PMS

Hotel Name

The Hotel Name is displayed at the top center of every page. If your hotel is part of a group  which
all use AutoClerk Cloud, and your user role allows , you can click the hotel name to open a drop -
down menu of all the hotels in the group , allowing you to switch hotels

AutoClerk Cloud University
AutoClerk Cloud University | ‘

AutoClerk Cloud University Hotel

** \Without Group Login ' ** With Group Login '
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Business Date and Logout

The current hotel business date displays in the top right -hand corner with your user name and

ellipses (threedots ). To | ogout, <cl i ck tldgeffjel | i pses and cl
Search Today

The Search Today field will allow you to look up any guest

that is currently arriving, in -house, departing , or checked Search today.. Q |

out on the current hotel date by entering the room

number or a portion of the last or first name.

If only one match is found foran arrivingguest, you wi |l | be taken direct

Guest Data screen. If more than one record matching the search criteria is found, it will display a
results list.

If only one match is found for an in-house, departing , or checked out guest, you will be taken
directly to the guestA folio. If more than one record matching the search criteria is found, it will
display a results list.

Blue Menu Bar

AUTOCLERK AutoClerk Cloud University
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard

The blue menu bar runs across the top of the page just under the Cloud Icon, the Hotel Name, the
Search Today field, Hotel Date , and User Menu . Each item on the blue menu bar will allow you to
navigate to different areas of the system as well as perform tasks .

Main Menu

This menu provide s accessto key areas of the system. Note that a few of these areas may only be
available to specific user roles (Night Audit and Setup) .

Main Menu Reservations Reports Arrivals In House Departures Dashboard

Phone List
Housekeeping Summary Availability Quick Search Change Room Status

City Ledger Account Menu 4 Remaining Arrivals RACK - BAR v Last Name Room # Go
(e Aeesis 8  Remaining Departures 20 King Standard $100.00
Confirmation #

16 Currently In House 37 Double Standard $100.00

Pass On Log 5 Stay.O 10 King Suit $100.00
Stay Overs King Suite & Apply Ch
: ; & pply Charge

Night Audit 0 Arriving Tomorrow 6 Double ADA Tub $100.00
Setup 0 Departed Guests 3 King-ADA- Rollin Shower § 100.00 ™ -
W S g 19 Vacant Dirty 2 Meeting NiA =
- 56 Vacant Clean Search  More...

2 Outof Order Description

& 1 Users
oy sew 0 CRSRes

BW CRS connection  Check...

Amount

Apply Charge
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9 Phone List z alist of guests in-house, arriving, and departing

1 Housekeeping z opensthe housekeeping area to create housekeeper sheets and change
room status

1 City Ledger Account Menu z opens the Direct Billing area to create and manage City
Ledger accounts

9 House Accounts z all non-guest and non -group master folio s used for charges and
payments

1 Pass On Log z all Passon Log messages

1 Night Audit z opens the Night Audit pre -flight checklist (only visible to Night Audit users
and higher )

1 Setup z opensthe hotel A Setup area (only visible to Hotel Manager users and higher )

1 View System Messages z the history of system messages (official updates /communication
from the AutoClerk Cloud team)
T Help zt he sy Supmormakes , also found at the bottom of the screen  under Contact

Support :

Reservation s

This menu will provide access to guest and group reservation functions and features.

Departures Dashboard

Change Room Status

Apply Charge

1 New Reservation z creates a new reservation , taken over the phone or for future dates

1 Walk -In z creates a new reservationas awalk -in,auto-popul ating the Sour ce
dni

1 Rate Calenda r z opens the Rate Calendar tool

1 Availability /Rates z accesstothe s y st évailakility /Rates chart

i Tape Chart zopensthe TapeChart, an i nteractive visual of t he
hotel operations functions.

1 Search z opens the Advanced Search area

1 Group Wizard z createsa new group profile and/or and make s a new group reservation

1 Group Reservations z allows you to view and manage existing group blocks and their
reservations
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Reports

This will take you direc tly to the reports area . Some of these reports and report categories may
only be available to specific user roles . JReportsj does not have a drop -down menu .

Main Menu Reservations Arrivals In House Departures Dashboard
shortcuts Availability Quick search Ghange Room status
Reservations RACK-Flexible Rate - o
19 msog $ 11000
Walk-In 4 sk 811000
3 nsks $134.00 = a
pply Charge
E= TapeChan 2 NSKE § 15000
-y > nsea §120.00 = -
(B rewore
S tion Activity S B
vl Y Deseriptior
£ sew
@s o
@ ©°V oRS conneciion | Chack,
| Amount

Arrivals

This drop -down menu allows you to View List of all remaining arrivals for the current hotel date
or to click a reservation name to navigate direct

process a check-in.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
View List
Shorteuts Summary Doe, John ty Quick Search Change Room Status
Reservations 3 Bemaining Arivals Rojas, Kelly 3AR - Room # Go
3 Remaining Deparures Thompson, Mary $185.00
Walk-In 4 Curenty In House S—— $195.00
1 Stay.Overs 10 S0 $205.00 ™ A
pply Charge
E== Tape Chart 0 Armiving Tomormow 6 waQ $215.00
any 0 Departed Guests 1 BanuetRoom NA Departure Date ] -
[@ Reports 4 Vacant Dirty =
94 Vacant Clean
Search  More...
a Reservation Activity 0 Outef Order Deseription
\
& 4 Uusers
oy Sewe 0 CRSRes
. BW CRS connection | Gheck...
Apply Charge

In-House

This drop -down menu allows you to View List of all current in-house guests including those still
waiting to depart, or to click on any name to nayv

Main Menu Reservations Reports Arrivals In House Departures Dashboard
View List
Shorteuts Summary Avallabill 105 Srmith, john Quick Search Change Reom $tatus
Reservations 3 Remaining Arrivals RACK-|  995,5mith, James - Last Nama Room ¥ Go
3 Remaining Departures 2 K 110 Test, Michael 3500
Walk-In 4 Currently In House 42 Qa 3500
- <2 522 Truman, Harry
1 StayOvers 10 Sat 500 w Apply Charge
S Tape Chart 0 Amiving Tomomow 6  woQ $215.00
2 0 Departed Guests 1 Banquet Room NA parture D s )
[% eports 4 Vacant Dirty =
0 Resenaton Activity o Vaml:t Sean N Descriptios
Vol 0 Outof Order escnption
£ sen . e
etup
foiey © CRSRes
. BW GRS connection | ChecKu.
‘ Amount.
Apply Charge
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