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Welcome  
 

Welcome ǘƻ !ǳǘƻ/ƭŜǊƪΩǎ ŎƭƻǳŘ-based property management system: AutoClerk Cloud 

PMS. This hotel system platform is designed to deliver trusted guest experiences and 

increase hotel profit. 

AutoClerk Cloud is an internet-based web application allowing you to use your PMS 

from any computer, with just an internet connection, web browser, and a username & 

password. With over 700 hospitality system integrations, AutoClerk Cloud will allow as 

many interface connections as needed to manage your hotel(s). Support is available 

24/7 with agents resolving 98% of help tickets within the first call.  

We have a growing Facebook community of AutoClerk users who help one another and 

discuss all things relating to AutoClerk and hotel 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 Manual provides step-by-step instructions to get the most out of 

AutoClerk Cloud allowing you to manage your hotel with ease. Feel free to use the Table 

of Contents to navigate to a specific topic or use CTRL + F on your keyboard to find 

specific keywords or phrases. 

We hope you enjoy using AutoClerk Cloud as much as we enjoy continuously improving 

and developing it to be the leading property management system in the industry. 

 

-The AutoClerk Team 

www.autoclerk.com  

  

https://www.facebook.com/groups/autoclerk
https://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 AutoClerk Cloud, youɅll need a username and password  created  by a ɈHotel Managerɉ 

user or higher , who  can set a temporary password.  Users can only change their own password if 

the Hotel Manager sets their user to ɈForce password change on next loginɉ.  

Enter your username and password and click ɈLogin & Accept Terms of Useɉ; or , for Best Western 

Branded Hotels only , click on the link ɈContinue with Enterprise SSOɉ which will prompt you to 

login with your BWH User ID and password . The Terms of Use  are also available via a link.  

 

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

your own  password.  

Passwords must meet the following  complexity requirements:  

1. Password must be of at least 10 characters.  

2. Password should not start or end with a space. 

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

4. Password must contain at least 1 number.  

5. Password must contain at least 1 letter.  

https://www.bwh.autoclerkcloud.com/
https://myhms4.com/
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SETUP 
System 

 

Hotel  

The hotel information page can be located under the setup area under the system category. This 

page will give you the option to enter, edit or view your hotelɅs general information.  

 

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. It is used by Best Western to 

identify individual properties  

4. Toll Free Phone - If the hotel has a toll -free phone number it can be entered here.  

5. Main Phone - This is the main phone number for the hotel.  

6. Time Zone- The hotelɅs time zone can be selected here. 

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 hotelɅs zip or postal code. 

10. City - The hotelɅs city can be entered here. 

11. State - The hotelɅs state can be selected here. 

12. Manager Home Phone - An optional field, used at the hotelɅs discretion. 

13. Fax-This is the fax number for the hotel.  

14. ManagerɅs Cell Phone- An optional field, used at the hotelɅs discretion. 

15. Emai l- The hotelɅs property email address where letters and confirmations are sent from. 

This email can also be used to receive the night audit reports if set up that way.  

16. Enable Auto Email of Confirmation and Cancellation letters - Checking this box will 

automatically email out confirmation and cancellation letters.  

17. CC: Email of Confirmation and Cancellation letters  - This is an optional field . If an email 

address is filled out in this area, it will receive all confirmation and cancellation letters sent 

out to a guest  after a reservation has been made or cancelled.  
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Hotel Policies  

The hotelɅs policy information can be located below the hotelɅs information under the setup area 

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

your hotelɅs 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 Policy 1 - HotelɅs general policies are filled out in this box. These policies will appear on the 

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 PlanɅs cancellation policy has been set up for. The verbiage will be 

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.  
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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.  
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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.  
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Timeout Session Duration  

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

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

in the box. If you would like, for example, to set it to 1.5 hours input 90 min the box . The Hotel 

standard range is between 15 to 30 minutes, but this will be depending on your hotelɅs policy and 

how easily your Front Desk can be accessed by a Hotel Guest.  

 

 
 

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.  

 

 
 

Check In Time 

The hotelɅs check in time  is displayed in military time. This time can be modified by the hotel 

using the same format.  
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Check Out Time  

The hotelɅs check out time  is displayed in military time. This time can be modified by the hotel 

using the same format.  

 
 

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.  

 

 
 
 

Trip Advisor Location ID  

The Trip Advisor location ID  is a unique number specific to your hotelɅs Trip Advisor page. 

Entering your hotelɅs location ϥD will display a Trip Advisor widget under the hotelɅs manager 

dashboard  allowing you to view all your hotelɅs most recent 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.  
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Report Email Addresses  

Email addresses can be inputted into this field to receive the three -night audit reports nightly after 

audit has been completed. These reports include the ManagerɅs Report, Transaction Summary, 

and Batch Settlements. This field will allow you to enter multiple email addresses by using a 

comma and space after each email.  

 

  

 
 

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.  
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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.  

 

 
 

Bottom Hotel Setup Buttons  

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

 

¶ Save- This button will save your changes while keeping you on the page.  

¶ Done - This button will save your changes and bring you back to the dashboard.  

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

the dashboard.  

 

 

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 ɈUser 

Management .ɉ  
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In User Management,  you will select ɈCreate User.ɉ  

 
 

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

information.  
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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  

¶ Admin User - Can create and edit templates. Also, can create or edit a user with or without a 

template.  

o *Recommended for Manager roles.  

¶ Power User - Cannot create or edit templates. But can create or edit a user with or without 

a template.  

o *Recommended for Supervisor roles.  

¶ Restricted User - Cannot create or edit templates. Also, can only create or edit a user using 

a template.   

o *Can be a supervisor or Manager role if templates are available, created by a 

Property Admin or Admin User.   

¶ 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.  
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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.   

 

Please note: the new user will show as ɈActive (pending)ɉ until they finish activating their 

account. Once the user has clicked the link to activate their account  and created a 

password , the manager can assign access to AutoClerk under manager user access .  

 

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.  

 

In the AutoClerk Cloud  tab, you will start entering access for this user. If this user has a front desk 

incentive code,  please enter the last three digits.  
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*Note this is the userɅs ϥnnsider account number that is property specific, found in Member Web, 

under Rewards -> Front Desk Incentive.  

 

 

Next, you will select the Role  in AutoClerk Cloud. Roles and definitions below:  
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After selecting the Role , you will then check boxes for Permissions . List of permissions and 

definitions below:  
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Once the role and permissions are entered, click save.  

The user will receive an email to activate their account.   

 

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:  

 

 

 

 

 

 

 

 

 

 

 

 

 

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

the user will login to AutoClerk by selecting ɈContinue with Enterprise SSOɉ and using their BWH 

username or email and password.  

 

 

 

 

 

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.  



AutoClerk Cloud User Manual  
 

26 

 

                        

Once either selection has been made, the user will then be logged into AutoClerk and go to the 

front desk dashboard home page:  

 

 

Independent Hotels -How to Add a User  

To Add  a new user, start by selecting add.  

 

 
 

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 



AutoClerk Cloud User Manual  
 

27 

 

system, you will receive a popup stating the login name already exists and to choose 

another name.  

 

 
 

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

 

 
 

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.  

 

 

 
 

User Role - Assign the new userɅs role. You can select from Hotel Staff, Night Auditor and Hotel 

Manager. Any front desk agents who will be working the Night Audit must be assigned the Night 

Auditor Role.  
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¶ Hotel Staff - This role will perform your Basic day -to -day functions which include check -ins, 

check outs, processing refunds to the same credit with an equal or lesser value, and access 

to limited reports  Note:  This role does not have the ability to run the night audit.  

¶ Night Auditor - This role can do everything the hotel staff role can do in addition to running 

the night audit and having access to most reports. Note:  A staff member will need to be 

assigned this role to run the properties night audit.  

¶ Hotel Manager - This role can do everything in the system . They will have access to all the 

reports, the manager dashboard, creating and deleting users and the hotel setup. Note: 

Managers and supervisors of the property should be assigned to this role.  

¶ Hotel Administrator - This role has the same privileges as a Hotel Manager in addition to 

processing refunds to a credit card that was never used at the property or more back to a 

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

person to additional property users.  

User Permissions - Assign the new user their specific permissions based on the hotelɅs policies 

and procedures.  

¶ Permit Manual Rate - This will allow a user to manually override a rate as well as any stay 

restrictions at the hotel.  

¶ Permit Over Booking - This will allow a user to overbook on a specific room type as well as 

the overall availability of the property.  

¶ Permit Editing on Rate Calendar - This will allow a user to make rate changes on the Rate 

Calendar for a single day or consecutive block of time.  

¶ Permit Folio Line Editing - This will allow a user to make edits to a folio posting by right 

clicking on it providing them with a menu to modify, remove, or transfer charges to a 

different folio or guest. Note:  Caution is recommended when assigning this 

permission. Adjustments using this function can be found on the Transactions report 

under the description column listed as Ɉnull, ϥnvoiceɉ. 

¶ 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.  

¶ 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.  

 

 
 

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.  

 

 
 

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 enrollment goal. 

To receive credit for those enrollments you must enter the last 3 -digits of their ins ider number, 

which can be looked up in Member Web . 

 

 

Independent Hotels -Editing a Use r 

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.  

 

 
 

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: It is critical to delete a user account if employee has been terminated or has resigned 

from the Hotel.  

 

 

Independent Hotels -Bottom User Setup Buttons  

¶ Save- This button will save your changes while keeping you on the page.  

¶ Reset- This button will reset the page clearing out anything that has been filled out.  

¶ Done- This button will save your changes and bring you back to the user setup page.  

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

user setup.  

 

 

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.  

 
 

 

How to Add a Room Type  

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

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

field when building a room type.  

 

¶ 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.  

¶ 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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¶ 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 with your CRS. Note: For independent hotelɅs using AutoClerk 

without a CRS this can be determined by the Hotel . 

¶ 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.  

¶ Description - A brief overview of what amenities are in the room. For example, one king 

bed, non -smoking, WIFI, microwave, refrigerator, and full breakfast.  

¶ 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.  

¶ Exclude From Tape Chart - Check this box if you do not want this room to be visible on the 

tape chart.  

¶ Exclude From Housekeeping Reports - Check this box if you do not want this room to 

appear on housekeeping reports.  

 

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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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.  

 
 
In this area you will input the room number you would like to add in the Title, CRS code, and Room 

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.  

 

 
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.  

 

 
 

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 wish to delete and select 

delete.  
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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.  

 

 

 
 

Postings  

 

How to Add Taxes  

To add taxes select the button for Tax and then click Edit Sub Types.  
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Next, Select the Add button at the bottom of the screen.  

 

 
 
Two blank cells will appear where you will enter the Name of the tax and the Title  of the tax. The 

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

folio.  

 

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.  
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How to Change Taxes  

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

 
 
Select the tax you would like to edit by clicking on specific Tax Underlined.  
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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.  

 

 
 

How to Delete a Tax  

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

 

 

 
 
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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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.  
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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.  

 

 
 

 
 

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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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.  

 

 
 
 

 

 

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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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.  

 

 
 
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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How to Delete a Subcategory  

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

 

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

bottom of the screen.  

 

 
 

 
 

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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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.  
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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.  

 

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

 

 
 
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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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  
 

 
 

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.  
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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.  

 

 

 
 

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.  

 



AutoClerk Cloud User Manual  
 

50 

 

 
 

 
 
Two blank cells will appear where you will enter the 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.  

 

 
 

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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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.  
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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.  

 

 
 
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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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.  

 

 
 

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

 
 

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

reservation.  

 
 

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.   
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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.   

 

 
 

 

 
 

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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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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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.   
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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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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.  
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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. 
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Cancellations  

 

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 reservations are booked. When making a reservation 

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.  

 
Note: A 1y Cancellation policy will be make that reservation non -refundable.   
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Continues Best Western Cancellation Policies  
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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 manag ing 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 manag ing 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:  
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Independent Users:  

 

How to Input a Stay Restriction  

To create a stay restriction start by selecting Add.  

 

 
 
¶ 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.  

¶ 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.  

¶ 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. Once you have finished 

click save and exit.  

 

Best Western Branded Users:  
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The restriction will appear on the main screen when completed.  

 
 

Independent users:  

 
 

The restriction will appear on the main screen when completed.  
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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 . 

 
 
¶ 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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Once a new restriction is created it will display on the main screen. The current active restriction 

will always appear above the old one.  
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Independent Users:  

 
Once a new restriction is created it will display on the main screen. The current active restriction 

will always appear above the old one.  

 

 
 

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.  
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How to Add a Rate Plan Guarantee Cancellation  

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

 
 

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.  

¶ DEP- Deposit  

¶ FULLPAY- Full Pay 

¶ GROUPPAY- Group Pay 

¶ VC- Voucher  

¶ GTD- Guarantee by credit card  

 
 

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

 

 
 

Lastly, select the rate plan you will have the guarantee and cancellation policy applied to.  
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Click Save & Exit when finished.  

 

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

 

 
 
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 Ɉguarantee type ɉ underlined . 
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Once you have made the changes to the policy select save and exit.  

 

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

screen. 

 

 

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.  

 

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

¶ CRS- Rates managed by BW  and sold through the BW CRS.  

¶ All - All Local and CRS rate plans combined.  
 

 
 

Here you will see the Rate plan settings screen.  
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¶ Title - This is the full Title of the rate plan and how it will appear on the reservation form.  

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

¶ CRS Code- 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.  

¶ 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.  

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

¶ 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 . 

 
 

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

¶ 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.  

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

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

rate.  

¶ 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.  

¶ Select the Default Guarantee Policy for this rate plan . Note: This is for Best Western 

Branded Hotels only.  

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

Hotels only.  

¶ Click Save. 

 
 

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.  

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

button titled Create.  

 

 
 

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

season and dates.  

 

 
 

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 enable d 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.  
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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.  

 

 

 
 

 

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 l adult charge of $10.00, see example below. 

The SK room 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.  

 

 
 
The rate season will now be displayed at the bottom of your rate plan screen.  
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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.  

     
 

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

 

How to Build a Child Rate Plan  

To build a Child Rate Plan start by selecting Add . 

 

 
¶ 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.  

¶ Select the Default Guarantee Policy for this rate plan.  Note: This is for Best Western 

Branded Hotels only.  

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

Hotels only.  

¶ Click Save. 
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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.  

 

  

 

CRS vs Locally Managed Rate Plans 

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

 

 
 

CRS Managed Rate Plans are rates managed by BW but does not mean they can only be booked 

on Bestwestern.com.  
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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.  

 

 
 

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

Channels  

 

Overview of Channels  

The Channels area allows Best Western branded hotelɅs to control their hotelɅs Rate Level 

allotments directly from AutoClerk.  
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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 

BESTWESTERNCRS and select edit or clicking directly on the BESTWESTERNCRS underlined.  

 

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

 

  
 
 

 
 
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. 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 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.  

 

 
 

Bottom Allotment Setup Buttons  

¶ Save- This button will save your changes while keeping you on the page.  

¶ Reset- This button will reset the page clearing out anything that has been filled out.  

¶ Done- This button will save your changes and bring you back to the user setup page.  

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

Channel page.  

 

How to Manage Specific Channel by Room Type 

To manage your allotments by Room Type start by selecting the radio button next to 

BESTWESTERNCRS and select edit or  clicking directly on the BESTWESTERNCRS hyperlink. 

 

 
 

To add Allotments to a Rate Level by Room Type start by selecting Add . 
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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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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 

similar rate plans together into one rate level, or Ɉbucketɉ. These levels, or "buckets," then allow 

you to manage availability for all rate plans in a level at  one time instead of updating each 

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 -hand side will be 

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 created on the Best Western side prior to adding them in 

AutoClerk.  
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Below you can see the new rate level displayed.  

 

 
 
 
To change a rate level start by removing the level name and description.  
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 Next, enter your new level name and description then click save.  

 

 
 

 

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

blank. Then click save.  

 

 

 

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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Contact Management  

 

Company Overview  

ϥn this area you will build your companies for your HotelɅs City Ledger Accounts.   
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How to Setup a Company Account  

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

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

 

 
 

 
  



AutoClerk Cloud User Manual  
 

91 

 

How to Delete a Company Account  

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

 

 
 

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

 

 
 
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.  
 

 

The travel agent will now appear displayed.  
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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.  

 

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

 

 
 

How to Delete a Travel Agent  

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

 

 

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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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.  
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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.  

 

 
 
Next, make any necessary changes to your source code and click done when finished.  

 



AutoClerk Cloud User Manual  
 

97 

 

 
 

 
 

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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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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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.  
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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.  

 
 

How to Add a Market Code  

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

 

 
 

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.  
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How to Delete a Market Code  

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

 

Overview of the ManagerɅs Dashboard 

The ManagerɅs Dashboard allows you to view your hotelɅs performance. 

 

KPI  

The icon below allows you to select the period you would like to view for your hotelɅs KPϥ (Key 

Performance Indicators)  trends.  
 
¶ Day- This will display the performance trend from the previous day.  

¶ MTD (Month to Date) - This will display the performance trend from the previous month.  

¶ YTD (Year to Date)- This will display the performance trend from the previous year.  
 

 
 

Displayed you will find Key Performance Indicators.  

 

¶ ADR- Average Daily Rate 

¶ Occupancy 

¶ RevPar- Revenue Per Available Room  

¶ Revenue 

¶ Rooms Sold 
 

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

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

 

 
 

 
 

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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Trip Advisor Widget  

The hotel Trip Advisor widget will be displayed allowing you quick access to read your hotelɅs most 

recent reviews.  Clicking on the Read reviews link will open a new window taking you directly into 

the Trip Advisor website  where you can view the full review and respond.  
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OPERATIONS 
Front Desk Dashboard  

After  logging in youɅll be taken  to  the Front Desk 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.  

 

Cloud Icon 

The AutoClerk Cloud logo  is in the upper left corner of  every page. When you Ɉclick on the cloud ɉ 

you will be return ed to the Front Desk Dashboard  or the homepage . This button will follow you 

where ver you go in the system . Note: it is not recommended to use the browserɅs ɈRefreshɉ or 

ɈBackɉ button s. The application will function best when using all on -screen navigation.  

 

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 . 

     

 
** 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 (three dots ). To logout, click the ellipses and click ɈLogoffɉ. 

Search Today 

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

that is currently arriving, in -house, departing , or checked 

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 for an arriving guest , you will be taken directly to the reservationɅs 

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 guestɅs folio.  If more than one record matching the search criteria is found, it will 

display a results list.  

 

Blue Menu Bar  

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 access to  key areas of the system.  Note that a few of  these areas may only  be 

available to specific user roles  (Night Audit and Setup) .  
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¶ Phone  List  ɀ a list of guests  in-house, arriving, and departing  

¶ Housekeeping  ɀ opens the housekeeping  area to create housekeeper sheets and change 

room status  

¶ City Ledger  Account Menu  ɀ opens the  Direct Billing area  to create  and manage City 

Ledger accounts  

¶ House Accounts  ɀ all non -guest  and non -group master  folio s used for charges and 

payments  

¶ Pass On Log ɀ all Pass on Log messages 

¶ Night Audit  ɀ opens the Night Audit pre -flight checklist  (only visible to Night Audit users 

and higher ) 

¶ Setup  ɀ opens the  hotelɅs Setup area  (only visible to Hotel Manager users and higher ) 

 

¶ View System Messages  ɀ the history of system messages (official updates /communication  

from the AutoClerk  Cloud team)  

¶ Help  ɀ the systemɅs Support area , 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.   

 

¶ New Reservation  ɀ create s a new reservation , taken over the phone or for future dates  

¶ Walk -In  ɀ creates a new reservation as a walk -in, auto -populating the Source Code ɈWalk-

ϥnɉ 

¶ Rate Calenda r  ɀ opens the  Rate Calendar tool  

¶ Availability /Rates  ɀ access to the systemɅs Availability /Rates chart  

¶ Tape Chart  ɀ opens the  Tape Chart, an interactive visual of the hotelɅs rooms status with 

hotel operations functions.  

¶ Search  ɀ opens the Advanced Search area  

¶ Group Wizard  ɀ create s a new group profile and/or  and make s a new group reservation  

¶ Group Reservations  ɀ 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 . ɈReportsɉ does not have a drop -down menu . 

 

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 directly to a reservationɅs Guest Data screen and 

process a check -in. 

  

 

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 navigate directly to a reservationɅs folio.  

  

 




















































































































































































































































































































































































