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Welcome

Welcome to AutoClerk’s cloud-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
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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, you'll need a username and password created 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 “Force password change on next login”.

Enter your username and password and click “Login & Accept Terms of Use”; or, for Best Western
Branded Hotels only, click on the link “Continue with Enterprise SSO” which will prompt you to
login with your BWH User ID and password. The Terms of Use are also available via a link.

m AUTOCLERK
Cloud PMS

Continue with Enterprise SSO

Need to use legacy login?

Read Terms of Use

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

Passwords must meet the following complexity requirements:

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.

AN =

You must change your password.

*New Password:

Confirm New Password:

Submit

10
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SETUP

System

Hotel

The hotel information page can be located under the setup area under the system category. This
page will give you the option to enter, edit or view your hotel's general information.

1.
2.

w

O N vk

0.

10.
11.
12.
13.
14.
15.

16.

17.

Hotel ID- This is a unique number assigned to each property by AutoClerk.

Hotel Name- This is how the name will appear in AutoClerk Cloud.

Identifier- This is the property number assigned to the hotel. It is used by Best Western to
identify individual properties

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

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

Time Zone- The hotel's time zone can be selected here.

Address 1 & 2- The hotel address can be entered here.

Country- You may select the country of your hotel here.

Zip- The hotel's zip or postal code.

City- The hotel's city can be entered here.

State- The hotel's state can be selected here.

Manager Home Phone- An optional field, used at the hotel's discretion.

Fax-This is the fax number for the hotel.

Manager’s Cell Phone- An optional field, used at the hotel's discretion.

Email- The hotel's 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.

Enable Auto Email of Confirmation and Cancellation letters- Checking this box will
automatically email out confirmation and cancellation letters.

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 ID: 100422

Hotel Name: ||)(X_Training Team Manual D|

Identifier: |zz55556 |

Toll Free Phone: | |

Main Phone: [3375142253 |

Time Zone: [ America/Chicago v|

Identifier Prafix: |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.c0m |
Enable Auto Email of Confand Canc.: O

CC: Email of Conf and Canc.: | |

Hotel Policies

The hotel's policy information can be located below the hotel's 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 hotel's 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- Hotel's 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 Plan’s cancellation policy has been set up for. The verbiage will be
automatically programmed into your letter. This section is only going to be filled 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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Hotel Policies

Choose Policies to Edit Hotel Policies 1 w

Email Subject 1

General Policy 1

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

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

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

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

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

WMarketing Message 1

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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Hotel Policies

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

Hotel Policies 2

Hotel Policies 3

General Policy 1
This Property iz dedicated to providing its guests, visitors and employees with a safe and healthy
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 »
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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 this will be depending on your hotel’s policy and
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

The hotel's check in time is displayed in military time. This time can be modified by the hotel
using the same format.

Check In Time 15:00:00
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Check Out Time

The hotel's check out time is 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 location ID is a unique number specific to your hotel's Trip Advisor page.
Entering your hotel’s location ID will display a Trip Advisor widget under the hotel's manager
dashboard allowing you to view all your hotel's most recent reviews.

TripAdvisor Location Id: 181943 |

&8 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.
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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 been completed. These reports include the Manager’s 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.

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
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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.

e 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.

| 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 “User
Management.”
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QUICKSIGHT

BESTREV APPLICATION
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In User Management, you will select “Create User.”

ONLINE LEARNING

Hello

You are logged in at property :
AutoClerk Cloud University
Phoenix, AZ, United States

Currency
UsD

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

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

BWH‘ Hotels User Management

) Home [ Manage Template 8, Manage User

BWH'I Hotels

ASPIRATIONAL

COLLECTION

WorLpHOTELS ‘WorLpHOTELS ‘WorLpHorELs' ‘WorLpHOTELS BW Premier BW
LUXURY Distinctive Elite CRAFTED il
TIMELESS VALUE
o Best \ ] e 2370 SureSt
{ i) e
PREMIER b g GIO  surestay SureStay @:};‘mﬁ Resigéries, ~ @HOME

IDM TUTORIAL SEE LATEST CHANGES

BOUTIQUE

Vib

EXTENDED STAY

a

SureStay

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 User 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.
e Power User- Cannot create or edit templates. But can create or edit a user with or without
a template.
o *Recommended for Supervisor roles.
e 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.

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
nter only one value - either propertyID, affiliate code or

Multi_

User Information

Select a template to choose from -

Personal Information

Property Staff -

User G
Admin User - serbroups
click here to select user groups

First Name

Clear Next

Initials *
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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

Please note: the new user will show as “Active (pending)” 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.

BWH I Hotels user Management A Home [P Manage Template @, Manage User &+ Create User (@
Search User
Search Value 00771 x -
Please enter firstname/ lastname userl0 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 3 ACTIVE (PENDING) ay 23, 2024 PROPERTY_STAFF Admin
[al¥  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"l 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 has a front desk
incentive code, please enter the last three digits.
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*Note this is the user's Innsider account number that is property specific, found in Member Web,
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 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.

Once the role and permissions are entered, click save.

The user will receive an email to activate their account.
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e Okta <noreply@okta.com>
To ©J

BWH | Hotels

I
BWH Hotels DEV - Account Activation Required!

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 &

Set up password

Set up cecurity methoos

Enter password

Re-enter password

Next

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.

@) GTSesEE0w IS com

Question #1
Select 2n Opfion
Answer #1
Question 2
Answer #2
Question #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 will login to AutoClerk by selecting “Continue with Enterprise SSO” and using their BWH
username or email and password.

28 AUTOCLERK
Cloud PMS

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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3 AUTOCLERK’
Cloud PMS

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

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

AUTOCLERK’

Please enter your AutoClerk username and password to verify yourself!

Paweret by AUTOCLERK

Poweredt 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 P— .
Walk-In 8 Curenty In House 1 KingSufe-ADA-Rgllin  §100.00 Conimaton®
5 StayOvers 43 Double Standard § 100.00 & Apply Charge
555 Tape Chart 2 Amiving Tomorrow 8 King Suile §100.00
ay 0 Departed Guests 6 Double ADATub §100.00 H -
[% Reports 2 Vacant Dirty 2 King-ADA-Rol-in Shower  § 100.00 -
n 80 Vacant Clean 2 Mesting NA Search  More...
N Reservation Activity 2 Outof Order Description
@ s 2 Users
el
&5 P 0 CRSRes
. BW CRS connection  Gheek...
Amount
Apply Charge
Pass On Log
Groups
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: ||11] chars min. | : I .

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

spaces

User Role- Assign the new user’s 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.

User Rola: Hotel Staff A
Hotel Staff

Might Auditor !
Hotel Manager |
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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 hotel's policies
and procedures.

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

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

Permit Over Booking- This will allow a user to overbook 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 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 “null, Invoice”.

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 credit
card than 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.
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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 enrollment goal.
To receive credit for those enroliments you must enter the last 3-digits of their insider 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: It is 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

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

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

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

e 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.
Name CRS Count Description
1 KING BED KIPKJIT 29 1 KING BED,NSMK, PILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
2 QUEEN BEDS QQIPKJ|1 43 2 QUEEN BEDS NSMK PILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
1 KING BED SUITE SKIEYS|1 10 SUITE-1 KING BED NSMK PILLOW MICRFG,SOFBD,CONTINENTAL BREAKFAST
2 QUEEN BEDS SUITE sQa 10 SUITE-2 QUEEN BEDS NSMK SOFBD,CONTINENTAL BREAKFAST

ACCESSIBLE - 2 QUEEN BEDS WQQ 6

ACCESSIBLE - 1 King MOBACC, BATHTB.MICRFG,NSMK,CONTINENTAL BREAKFAST

ACCESSIBLE - 1 KING BED WKIBPO|1 2 ACCESSIBLE - 1 KING, MOBACC BATHTB MICRFG ,NSMK,CONTINENTAL BREAKFAST
(0 Bangquet Room BANQUET ROOM 1 Banquet room for 30 people
| Move Up || Move Down || Save Order || Phone Extensions |
| Add Il Edit Il Delete Il Done |
Title Name CRS Count Description
OK 1 KING BED KIPKJI1 29 1 KING BED,NSMK, PILLOW MICRFG,SAFE,CONTINENTAL EREAKFAST
[SRs]e] 2 QUEEN BEDS QQIFKJI1 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,SOFBD,CONTINENTAL BREAKFAST
B=ale] 2 QUEEN BEDS SUITE saa 10 SUITE-2 QUEEN BEDS,NSMK,SOFBD,CONTINENTAL BREAKFAST
O Waa ACCESSIBLE - 2 QUEEN BEDS WQQ 6 ACCESSIBLE - 1 King, MOBACC,BATHTB,MICRFG,NSMK, CONTINENTAL BREAKFAST
O WK ACCESSIBLE- 1 KINGBED  WK|BPO|12 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
2 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 WQQ 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 Banquet Room BANQUET 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.

e 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.
e 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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e 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 hotel’s using AutoClerk
without a CRS this can be determined by the Hotel.

e 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.

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

e 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.

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

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

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

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

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

e Exclude From Occupancy Reports- Check this box if the room will be a non-sleeping room.
For example a meeting or conference room.

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

e 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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Room Type

Title | [Required Field |
Room Type Code |[Required Field |
CRS Code | |

Name | |

Description |pequired Field

Long
Description(MyRES)

View
Description(MyRES)

Bed Type [King_v |
Maxi INIumber|0
of Guest:

# of Beds [0

|

|

Max # of Rollaways [0 |
Max # of Cribs [0 |
|

|

OK % [0.30
WARN % [0
Smoking [

Sort Order [0 |

Full Image Mo Picture
Thumbnail No Picture

Exclude from
Occupancy Reports

Exclude from 0
Tapechart

[l{non-Sleeping Room)

Exclude from
Housekeeping [ |
reports

[_Save || Reset || 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 Delete

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.

[Title [100 |
[CRS Code |1[J.[| |
[Room Number [100 |
Remarks | |
Connecting Rooms Select Room connected 1 w | [Select Room connected 2 w |
Has Stair Select Room connected 1
] 101
Has Disabled Access 102
Has View 103
View Description 106
107
108
109
117 P
118
Sort Crd
ort Crder 121
Full Image 123
Thumbnail 126
| Save || Reset |[ Done | Undoe |[ Upload |127
128
129
130 yright © 2008 - 2024 AutoClerk Inc
13
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.

O
ki
=

o _—

1

.
-
=

{ 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 wish to delete and select
delete.
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,_

()
el
[=]

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

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
[ ele] 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 800 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 1 KING EED KIPKJ[1 29 1 KING BED,NSMK, PILLOW MICRFG,SAFE,CONTINENTAL BREAKFAST
Q@ 2QUEEN BEDS QQIPKJIT 43 2 QUEEN BEDS,NSMK,PILLOW, MICRFG,SAFE.CONTINENTAL BREAKFAST
O SK 1 KING BED SUITE SKIEYS[1 10 SUITE-1 KING BED, NSMEK PILLOW MICRFG,SOFED,CONTINENTAL BEREAKFAST
) SQCG 2 QUEEN BEDS SUITE sQQ 10 SUITE-2 QUEEN BEDS NSMK,SOFED,CONTINENTAL BREAKFAST

) WaQ ACCESSIELE - 2 QUEEN BEDS 'WQQ ] ACCESSIBLE - 1 King, MOEACC EATHTE MICRFG NSMEK,CONTINENTAL EREAKFAST
) WK ACCESSIELE - 1 KING BED WKIBPOJ1 2 ACCESSIBLE - 1 KING MOBACC BATHTE MICRFG NSMK CONTINENTAL BREAKFAST
[ Move Up || Move Down || Save Order |[ Phone Extensions |
[ Add 1| Edit || Delete 1| Done |

Postings

How to Add Taxes

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

35



AutoClerk Cloud User Manual

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

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

Home == Setup ==Postings (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 ]
) PARISHTAX Parish Tax 55000 0.00 a
) SALESTAX State Sales Tax 4.4500 0.00 ]

Move up || Move down || Save order |
[ Add ][ Edit |[ Delete |[ Done

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.

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

) OCCTAX2 Tourism Tax 5.0000 0.00 0

() PARISHTAX Parish Tax 5.5000 0.00 0

O 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 == Sefup ==Postings (Charges) == Charge Types

types under category: Tax
Name Title Percentage Flat Tax Exempt after
) DCCTAX1 Occupancy Tax 4.0000 0.00 0

0 DCCTAXZ  Towrizm Tax  5.0000 0.00
) PARISHTAX Parish Tax 5.5000 0.00
) SALESTAX State Sales Tax 4.4500 0.00
® 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

[ Moveup |[ Move down|[ Save erder

[ Add [ Edt |[ Deete || 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 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
® 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 | Edit || Delete I 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 |
) Phone Fhone |  Edit Sub Types |
O] IIM—| 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 |
O 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
) Room Room [ Edit Sub Types |
O Tax Tax |  Edit Sub Types |
O Misc Misc |  Edit Sub Types |
@ |Sundry || Sundry II Save || Edit Sub Types |
) Phone Phone |  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 Edit Sub Types
) Phone Phone Edit Sub Types

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

Home == Sefup ==Postings (Charges) == Charge Types

types under category: Sundry
Mame Title
() 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 I 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

) 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
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
) 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 |
(0 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
) PET VIO Pet Violation
FRTYDMG Property Damage

® POSTAGE Postage

[@)
b

O MISCTAX  Misc Taxable
) MISCNOTAX Misc Non-Taxable
Move up Move down Save order
| Add Edit Delete Done

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,
Categories
Name Report Name

© Room Room

OTax  Tax
O Misc Misc
© Sundry Sundry
O Phene Phone [ EditSubTypes |

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

L

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 gash 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
(O 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
O 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

OCesh  Cash
) 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 Deposits Direct Deposits

[ 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 false
) BW STMT  Best Western Statement false
O TC'WOFF  Travel Card Write Off falze
) WOFF Write Off false
) COMP Complimentary Per Manager false
O VISA VIgArsmmreat D34 false
| Move up |[ Movedown || Saveorder |
[ Add | Edit I Delete I Done

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.

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

) COMP Complimentary Per Manager false

O VISA VISAT==51234 false

@® [PROMO |[Promotional | O
| Move up [[ movedown || sSaveorder |
| Add Il Edit || Delete I 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

O BWSTMT  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
@ [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 COoMP 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
) 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

MName Title Guarantee Method
(O DIRECTRILL Direct Bill false
® VOUCHER Voucher false
) GIFT CARD GIFT CARD false
) BW STMT  Best Western Statement false
() TCWOFE  Travel Card \Write Off falze
) WOFF Write Off falze
O COMP Complimentary Per Manager false
) VISA VISAr === 234 falze
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 | ®
) 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 charge 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 PetFee 15.0 ® ] e} o}
| ® |[Early Checkin Early Check-In 10.00 O @ | 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 |=) |[ WedMar 12023 Availability / Rates Room™ w0 v [0 v [0 +]
L |EH B Auto
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 0 m]

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

Arrive Nights Depart Type Adults Children  Infants
Tue Feb 28 2023 ) Wed Mar 1 2023 A Availability / Rates K w | (1 w| (D w | (0w
| amc] g ] V][0 ]
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs] Pet Fee
[RACK- FLEXIBLE RATE | 545.00 (] $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 finished 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 e}
® |[Early Check-In || [Early Check-In [|[10.0 | © @® 0 ®

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

Exfras - System
Reservation Label Folio Description Cost Per Max Inventory Nightly or Per Stay Category
O Rollaways |[Rollaways |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 J|[15.0 ] @® ) o) o)
® |[Early Check-in || [Early Check-In J|[10:0 ] © @® 0 ®

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 |[Rollaways ||[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 | ® @] 0 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 |[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 ®

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 e}

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 -]
MM & AciusFooms | RoomzSald | RoomRey |
E- ® 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 will 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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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.

Code Descripticn Letter Verbiage

4PM non-GTD 4pm Held Mon-Guaranteed Reservation that will be cancelled at
4:80pm hotel local time.

6PM non-GTD 6pm Hold Mon-Guaranteed Reservation that will be cancelled at
6:88pm hotel local time.

24H 24 Hour Cancellation Guaranteed Reservation. Must be cancelled by 4:08pm
the day before arrival date or the Credit card will be
charged for the first night Room and Tax.

48H 48H Hour Cancellation Guaranteed Reservation. Must be cancelled by 4:08pm 2
days before arrival date or the Credit card will be
charged for the first night Room and Tax.

T2H 72H Hour Cancellation Guaranteed Reservation. Must be cancelled by 4:@@pm 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.
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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 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 [E

End Date | Reguired Field [E]+]

Type | ~
CLOSE

Days Close to Arrival — — S
MinLOS Fue ClwWed CJThr CJFri [ Sat
SofLOS DAl

Apply to —~

i OFEN [k ) ea [ sk [J 500 O woo [ wk [ Bangust Room

ly Megotiated Rates
[] LEVELB |Rates that have a 15% Discount
[ LEVELC [Other Discounts
And Rate Level [J LEVELD [Advance Purchase and 20% Discount

1 and to aif Rate

[BAR and Locall |
|
|
\

O LEVELE [Government Rates ]
|
|
\

5 A through ¢
LEVELA

[J LEVELF |[LEVELF
[J LEVELG [Group Rates
[] LEVELH [25% Of Rack

Save & Exit Escape
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Independent Users:

Stay Restriction Setup
Title HRequ red Field |
Begin Date HRequ red Field |
End Date HRequ red Field |

Type | v
CLOSE

D Close to Armival
e Miﬂi%g va fue CIwed CJThr CJFri (Jsat

Ruol MaxLOS |

Apply
. Type SoftL0S

CIan
And
AA [ sg2020 [ comp [ cLe [ aws [ UTR [J BKG

OPEN K [ DBLDBL [ sQ [J aDA OJ NSKH [ KaH O Ks O Aws [ CONF

Rate [ 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 [

Save & Exit Escape

How to Input a Stay Restriction

To create a stay restriction start by selecting Add.

® view Future Resirictions OView PastRestrictions Date |

Title Begin Date End Date

Type Rate Levels Applied To |

view  Escape
new Si

*You must a00 & new Stay Restriction to modify or override an existing Stay Restriction

e 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.

e 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.

e 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 |[02128/2023 |

End Date  |[03/01/2023 | Ee

Tpe  |Wnos o]

length

Days All .

Sun Emon @ Tue Ewed EThr EFri M sat

Apply to Room Types All
LEVELA
LEVELE
LEVELC

And Rate Level LEVELD
LEVELE
LEVELF
LEVELG
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 | B
EndDate |[03/01/2023 | B+
Type |

length

Days Al

B sun @Mon ETue Ewed @ Thr EFri Esat

Apply Room  Eal
to

All
And

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

Rate 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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Home >> 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 2028123 323 MinLOS 2 A-H All Room Types
Close to arrival Test 31724 3/3124 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

*You must add & new Stay Restnction to madify or override an existing Stay Restriclion

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

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

e 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.

e 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.

e 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

| E=H

% sun Einvon G Tue Bwed BThr B Fri 8 Sat

ype [[MinLOS ~
length
"
Days [V
Apply to Room Types
And Rate Level

@ Al
@ 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 |BAR and Locally Negotiated Rates

LEVELE [Rates that have a 15% Discount

LEVELC |Other Discounts

LEVELD |Advance Purchase and 20% Discount

LEVELE |Government Rates

LEVELF |LEVELF

LEVELG |Group Rates

oo O@D

LEVELH [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 or override an existing Stay Restriction
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AutoClerk Cloud User Manual

Stay Restriction Setup

Title ||Mu9ic Festival

Begin Date | [02/2872023

|

EndDate |[03//2023

|

Type |[minLOS ~

length
L4
Days ]

B sun Enon ETue Bwed EThr EFri Esat

Apply Room  EAI
to

B
And

Types 500 M sK @ DBLDEL B sq B ADA B NSKH B KaH E ks E Aaws B CONF

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 | Escape

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
Title

O View Past R

b |[EH

Begin Date

End Date

Type

Applied To

® Music Festival

228123

3123

MinLOS 1

All Room Types |

Music Festival

CLOSE SWITCH TEST

228123
6/22i20
6/20/20
517/24
6/19/20

31723

6/22/120
6/20/20
517124
6/21/20

MinLOS 2
CLOSE 1
CLOSE1
CLOSE 1
MinLQS 1

All Room Types
All Room Types
All Room Types
All Room Types
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.
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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.
e DEP- Deposit
e FULLPAY- Full Pay
e GROUPPAY- Group Pay
e VC-Voucher
e 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 | [[Escomo

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
c Policy
Rate Plan RACK v
= Group 20
SavelSIExt ﬂ Training2
Training
S‘F’lv 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
Begin Date 272823
End Date RS
Days A‘I
Sun E@Mon B Tue & Wed & Tnr @ Fri & Sat
Guarantee Type GTD ~
Canceliation 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)
O RACK GID 4P 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 “guarantee 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 0 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 A
@G sun @ non B Tue Ewed @Thr EFn & sat
Guaraniee Type GTD v
Cancellation Policy 4PV v
Rate Plan RACK v
Save & Exit

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

Home >> Setup >> Rate Plan Guarantee Cancellation
Rate Plan Guarantee Type Cancellation Policy Begin Date End Date

© RACK GTD 4PM 7623 78123

O RACK fein] 4PM 4523 47123

[[®RAck D 4PM 228123 EIZE |
O RACK i} 4PM 3223 30423

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.

e Locally Managed- Local Rates built by the property and sold only by the property.
e CRS- Rates managed by BW and sold through the BW CRS.
e All- All Local and CRS rate plans combined.

Home >> Setup >> Rates
I Show. @ Locally Managed OcrRs  Oal I

Rate Plans
Code Title Parent CRS Code Rate Level CRSORly Description

Move Up Move Down Save Order
Add Edit Delete Escape

Here you will see the Rate plan settings screen.
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Home >> Setup >> Rate

Rate Plan
The [ —
Rata Code [T —
cRS Code I
Description
4

Farent (optional)
S Ch—
@® 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
Rato Lova [E—
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

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

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

e 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.

e 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.

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

o 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.

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

e 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.

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

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

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

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

o 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.

o 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.

o Send Guarantee/Cancel Policy Updates to CRS- CRS rate settings set by Best Western.

e 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 Title Parent CRS Code Rate Level CRSOnly  Description

Move Up Move Down save Order

Edit  Delete Escape

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

e 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.

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

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

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

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

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

e Click Save.

Home == Setup == Rate

Rate Plan
Title |[Training
Rale Code ,W‘
CRS Code ]
Training 79.8@ Rate
Description
A
Parent (optional) ~
T —
@® By Percentage O By Dollar Amount
Confidential Rate O
Allow FrontDesk fo use this rate?
CRS Rate O
Default Market Segment
Make Rate Plan Tax Exempt 0O
Rate Plan Inactive Date l:l ﬂ
Rate Level |[LEVEL A-BAR ~
Deiault Guaraniee Policy [[ccGTD ]
Default Cancellation Folicy |[2aH+]
Send Guarantee/Cancel Policy Updates to CRS 0O
Send Status/Allocation Updates to CRS 0
Save & Exit I Save I Escape

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

Tite L —

Rate Cade [ —
Training 79.00 Rate

Description

Parent (optional)
o —

@ By Percentage O By Dollar Amount

Confidential Rate O

Allow FrontDesk to use this rate?

Allow myRES to use this Raie? O

CRS Rate O

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

a

Save & Exit Save Escape

View Past Seasons [

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.

Season Setup
Title |[Required Field |
Eegin Date ||Recuifed Field | EH
End Date |[Required Field | EEH

Save & Exit Escape
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Season Setup
Title |[Winter Seasen |
Begin Date |[12/2/2023 | &l
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.

[Sessons e Season ]
single Rule Weekday/Weekend Rules
Adjust rates: | |[+(Plus) w][Fiat v || Alter Rates |
@ai K Qa SK saQ waa WK
Base Rale
[C— [C— [Ca— [C— b ] [C—

# nctuad et
Toatpoopi eused

Saturday.

e

z
o

Sunday Monday Tuesday Wednesday Thursday
9
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, 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.

Dates: 12.02.2023 10 12.91.2023

Rate Plan; Training Season: Winter Season

Single Rule
Amustrtes | |[+iPus) w][Fit ] [Aer Rates |

AT Gx QaQ SK & saq
Base Rate: Ll £ 79 il
Additional Adul (] o o o
Adartional Chikd [] [ [ [
[ —— | o— Co— 0 |
#inciuced Aguts Ea— Z |
Total Pecgle ncluged |F— Fa— 2 |
ursday
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Rate Plan: Training Season: Winter Season Dates: 12-02-2023 o 12-31-2023

Wenkend
Adpust rates: + (Plus)_w ] [Fist | Aler Rases |
Gan K @ SK soa waa WK

Baze Rate 7900 7800 7800 78,00 7800 7800
Addtional Adult 0.00 0.00 0.00 000 0.00 000
Admticnal Child [ oo 000 | 000 0.00
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 your 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 12312023

[ Go |weekend Rule

Weekday Rule
Adjust rates: | [+ (Plus)_wv][Fiat v [ Alter Rates |

& All K aa SK saq waa WK
o Base Rato
astonatacut
Addtional Chilg
Aastoranant
#ncudsa sous
Total People Included 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 an additional 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, the 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 12312023
‘Weekday Rule Go__| Weekend Rule
Adiust rates: ~ Pius)_v][Fit | [Arermates |
San I3 aq SK. soa woa WK
Base Rate 79.00 79.00 79.00 [79.00 [79.00 [reo0_ ]
| /] Addional Aduit 0.00 000 ] 0.00 0.00 [o.00 [oo0 ]
[ ‘Addiional Child 00 l0.00 0.00 lo.00 00 looa |
Addional Infant 0 [000 0.00 00 0 0.00
| ] #lncluded Adulls 2 12 2 2
2 2 |F—
Thursday

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

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

Uo-U7-2024

Winter Season 1242123 12131423 K £79.00 K £79.00 EMills 11-43-44

Edit Rates Edit Season I

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 O Al

Code Title Parent CRS Code Rate Level CRSOnly  Description

e Start by entering a title for your rate plan and a Rate Code. Next add some notes in the
description box about this rate plan.

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

e Enter the discount percentage.

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

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

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

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

e C(lick 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.

Home == Setup »> Rate

Rate Plan
Title |[Training
Rate Code ”W‘
CRS Code
19% OFF Rack
Description

Parent (optional)

RACK- FLEXIBLE RATE -~

11:43:44

P —
? By Percentage © By Dollar Amount
Confidential Rate [m}
Allow FrontDesk to use this rate?
Allow myRES to use this Rate? [m]
CRS Rate a
Deiault Market Segment
Make Rate Plan Tax Exempt o
Rate Plan Inactive Date [ 1E
Rate Level | LEVELAEAR v
Deifault Guarantee Palicy |[cced— ~]
Default Cancellation Policy |[295~]
(Send GuaranteerCancel Policy Updates 1o GRS O
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 entiis 25072024 it Rates Edit Season

CRS vs Locally Managed Rate Plans

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

Home == Setup == Rates.

Show. | ® Lacaly Managea

Rate Pians
Code Titie
© Tranng Training
MoveUp  MoveDown  Save Order
Add  Edit  Delete  Escape

CRS Cote

Rate Level
WA

Description
0% O Rack

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

on Bestwestern.com.

Home >> Sefup »> Rales

Locally Managed

A

Rate Plans

Code Tite
O RACK RACK- FLEXIBLE RATE
Opw 8- REWARDS WEMEER FLEXIBLE RATE
¥E VR- REWARDS - 1,000 BONUS POINTS PER NIGHT
am GN- GOVERNMENT MILITARY
M 3A- AAAAND CAA MEMBERS

79

CRS Code Rate Level | CRS Only.
LA

RACK

BW LA
VR WL
oM e

£y LA
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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.

O BKS BK9- BOOKING COM BOOK EARLY AND SAVE RACK EK9 LvLE
O ECt EC1- EXPEDIA COLLECT FOR RACK RACK EC1 VLA
O ECg ECS- EXPEDIA COLLECT FOR BOOK EARLY AND SAVE RACK ECo VLB
OEP EP- EMPLOYEE RATE RACK EP VLA
O Ex1 EX1- HOTEL COLLECT FOR RACK RACK EX1 LVLA
OFF FF- FRIENDS AND FAMILY RATE RACK FF LVLF
O Ex2 FX2-PAY WITH POINTS RACK X2 VLB Points + Cash| Points have already been allocated, Rate on reservation is paid by guest
O BECN GECN- GENERAL ELECTRIC PREFERRED RACK GECN VLA
O HB1 HB1- HOTELBEDS LEISURE RATE RACK HE1 VLA
O ue2 HB2- HOTELBEDS LEISURE RATE 2 RACK HE2 LVLE
HBS- HOTELBEDS COLLECT FOR BOOK EARLY AND SAVE RACK HBS VLB
LC- SPECIAL PROMOTION RACK Lc VLA
LP1- LEISURE PROGRAM NET RATE RACK LP1 VLA
LF2- LEISURE PROGRAM NET RATE 2 RACK LF2 LVLF
Ol- EXCLUSIVE EMAIL RATE RACK ol VLB
RPC- EXPEDIA COLLECT FOR AARP RACK RPC VLA
SIEN- SIEMENS CORPORATION PREFERRED NET RACK SIEN VLA
O srR1 SR1- SELL RATE FOR RACK RACK SR1 LVLA
O sR9 SRO- SELL RATE FOR BOOK EARLY AND SAVE RACK SR LvLE
O %N XN- BBV PREFERRED RATE-NET RACK XN VLA
O xw XW- BBW PREFERRED RATE-COMMISSIONABLE RACK xw VLA
Oxz XZ- PREFERRED TRAVEL AGENCY RATE RACK xz VLA
Oz Z2- SECONDARY PREFERRED RACK 2 LVLA
Oz Z7- BUSINESS ADVANTAGE RACK b VLA
Move Up Move Down Save Order |
Add Edit Delete Escape

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

Channels

Overview of Channels

The Channels area allows Best Western branded hotel's to control their hotel's Rate Level
allotments directly from AutoClerk.

CRS Code Title
) ERONTDESK Front Desk
() BESTWESTERNCRS BESTWESTERMNCRS

Add || Edit |[ Delete |[ Done
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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.

CRS Code Title
) FEONTDESK Front Desk
® BESTWESTERMCRS BESTWESTERMNCRS

Add || Edit | Delete || 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 |

Do Allotment By: O Room Type @ Rate Level

(Overall Allotment:

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

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.
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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.

Allotment Setup

Allotment Title |

e I — s
ena [ —
Rt Lovel [ e—)
Do Allotment By ORroom Type @ Rate Level
Overall Allotme nt
Sunday [Monday | [Tuesday | Wednesday [Thursday’ [[Friday [saturday I
I | | I | ] ]
Save Resel Done Undo

Bottom Allotment Setup Buttons

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

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

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

e 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.

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
(] RACK- FLEXIELE RATE RACK
[ add  |[Training v
Allotment Title Rate Level Set by Start Date End Date
[ Level B LEVELE LEVEL 7223 7225
(] Level B LEVELE ROOMTYPE 712023 T7H12/25
(] Level F LEVELF LEVEL TH223  TN225
] Level F LEVELF ROOMTYPE 7/12/23 7112125

Allotment Setup

| Allotment Title

Begin ||

End =]

Rate Lovel LEVELB-Lolsure v

Do Allotment By ® Room Type () Rate Level

oon e Tioaimesns e

K s

loa 3

s 10

=) 10

[wag 6 [

WK 2

sunday |[monaay |Tuesaay [Weanesday [Thursaay [Frigay |saturday
[= |= |a & [= |a

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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A Lovel B
Begin |Frizmeza

Sunday [Monday [Tuesday inesday [Thursday [Friday [ Saturday

=
a @ @ = o

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 “bucket”. 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.

Description (50 Character Max)
LEVELA  [BAR
LEVELB  [Leisure
LEVELC  [Other
LEVELD  [AdvPur-20%
LEVELE  [Government
LEVELF  [LEVELF
LEVEL G |Groups
LEVELH  [None

|BAR and Locally Negotiated Rates
|Rates that have a 15% Discount
[other Discounts

|Advance Purchase and 20% Discount
|Govemment Rates

[LEVELF

|Group Rates

[None

Save & Exit Save Escape

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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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
LEVEL G [Groups [Group Rates
| LEVELH  [15% discount |15% discount

Description (50 Character Max)

LEVELA  [BAR
LEVELE  [Leisure
LEVELC  [Other
LEVELD  [AdvPur-20%
LEVELE [Government

|BAR and Locally Negotiated Rates
|Rates that have a 15% Discount
[Other Discounts

|Advance Purchase and 20% Discount
[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 myResConﬁrrnﬂtimlBatch Print Reg Card Auto Confirmation Auto Cancellation
() Best Western - Confirmation CONFIRMATION HTML o o ] O
Best Western - Registration Mo Comments REGCARD HTML O
() Best Western - Regisiration REGCARD HTML @] O @]
O Best Western - eReg E-REG CARD HTML O 9]
(0 Best Western - Cancellation CANCELLATION HTML @]
(C) Best Western - Thank You THANKY QU HTML @]
Best Western - Group Block CONFIRMATION HTML O
Best Western - Group Rooming_List CONFIRMATION HTML (@]
() Best Western - Group Cancellation CAMNCELLATION HTML O
) BWR English Welcome Letter BWwelcomeletterEnglish HTML O (@] Q
) BWR Spanish Welcome Letter MARKETING HTML 9] 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

In this area you will build your companies for your Hotel's City Ledger Accounts.
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Company Name Rate Code Contact Name Location Business Phone
0 Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
) BW Free Nights FX FX , , XX §23-780-6000
O BW Pay with Points FX2 FX2 , | KX 623-T80-6000
) BW Travel Card , KX 1
) Corporate Lodging , KX i
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 . XX 623-780-6000
) BW Pay with Points FX2 FX2 , , XX §23-730-6000
) BW Travel Card , | WK 1
) Corporate Lodging , KX X
| 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 until 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 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 , | KX 623-780-6000
) BW Pay with Points FX2 FX2 , | KX 623-780-6000
 BW Travel Card , KK 1
() Corporate Lodging , KK %
® Training Account RACK Smith, John  Los Angeles, CA 800-999-1000
[ Add || Edit || Delste || Done

Company Name Rate Code Contact Name Location Business Phone
(O Acme Supply Coyote, Wylie Los Angeles, CA 213-555-1234
() BW Free Nights FX FX . XX §23-780-6000
) BW Pay with Points FX2 FX2 , KX 623-780-6000
) BW Travel Card , X 1
() Corporate Lodging , WX X

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.

Company Name | [Training Travel |
IATA
Manager First Name
Manager Last Name | |
Address | [123 Travel Lane |
| |
| |
Country [United States ]
Zip [81032 |
City [Phoenix |
State
Phone [623-780-6000 |
Fax |
Email | [travel1@me.com |

Contact First Name [ |
Contact Last Name [ |

Commission Flat

Commission Percentage

Contact Business Phone

Contact Email

Remarks | |
——

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

The travel agent will now appear displayed.

Travel Agents

Agent Name: 1ATA Contact Name Phone
o Training Trave! 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 |
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Contact Name

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

Source Codes Overview

How to Add a Source Code

To Add a source code, start by clicking add at the bottom of the list.

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  001Front Desk

O WEB 002WE

) AAA AAMAARP

) CRO CRO

(O INTERNET Internet

O IPHN IPHN

) PHXRR FHXRR

) PSEMO0024UG PSEMO0024UG

) BIZREF Referred By Business

) FRNDREF Referrad By Friend
() HOTLREF Referrad By Hotel

() 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 Il |
Title I |

Save || Reset |[ Done || Undo |
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CRS Code |[sociAL |
Title |[Social Media |
Save |[ Reset || Done || Undo |

Set Default Source Code in Setup: Users are now able to set a Default Source Code in the Source
Code Setup that will pre-populate when making a new reservation.

CRS Code Title
Set as Default
T FRONTDESE " From Uesk
) INTERNET *Internet
O AAA *AAAIAARP
O GC *Gift Certificate
) HQ Employee *HQ Employee
) MAGAZINE  *Magazine
) PHONEBOOK *FPhone Book
) BIZREF *Referred By Business
) FRNDREF *Referred By Friend
) HOTLREF *Referred By Hotel
) REPEAT *Repeat

O TA *Travel Agent

O WALK *Walk-in

O ZUCK Facebook Ad

[ Add |[ Edit |[ Delete |[ Done |
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CRS Code Title
) FRONTDESK 001Front Desk

o WB 002We
L AAA AAABARP
) CRO CRO
) INTERMET Internet
2 IPHM 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
2 WALK Walk-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
FRONTDESK O001Front Desk

O WB 002WB
O AAA AAAAARP
© CRO CRO
) INTERMNET Intermet
O IPHN IPHN
) PHXRR PHXRR
) PSEMO0024UG PSEMODD24UG
) BIZREF Referred By Business
) FRNDREF Referred By Friend
) 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
) WB 002WE
) ARA AAATAARP
) CRO CRO
|_® FACEBOOK  Facebook |
() INTERMET Internat
) IPHN IPHM
) PHXER PHXRR
) PSEMOD0024UG PSEMO0024UG
) BIZREF Referred By Business
) FRNDREF Referred By Friend
) HOTLREF Referred By Hotel
) BEPEAT Repeat
O TA Travel Agent
) WALK Walk-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.
Note: Source Codes can only be deleted by a System Administrator.
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CRS Code Title
) FROMTDESK  001Front Desk

O WB 002WE
O AAA AAAIAARP
) CRD CRO

| @ FACEEOQOK Facebonkl

) INTERMET Internet

O IPHN IPHMN

) PHXRER PHXRR

) PSEMO0024UG PSEMO0024UG

) BIZREF Referred By Business

) FENDREF Referred By Friend
0 HOTLREF Referred 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

0 CRO CRO

O INTERNET Internet

O [PHN IPHM

) PHXRE PHXRR

) PSBMO0024UG PSEMO0024UG

) BIZREF Referred By Business

() FENDREF Referred By Friend
O HOTLREF Referred By Hotel

) REPEAT Repeat
o TA Travel Agent
O WALK Walk-in
O We 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 WE
[T =
[ 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

| ®ws D02WE |
O AAA AMATAARP
) CRO CRO
O INTERNET Internst
) IPHN IPHN
) PHXRR PHXRR
(& PSEMO0024UG PSEMO0024UG
) BIZREF Referred By Business

FRNDREF Referred By Friend
() HOTLREF Referred By Hotel

L

L

) REPEAT Repeat
O TA Travel Agent
0 WALK Walk-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
(O EANDFE  Friends and Family
(O LOCAL  Locals
() 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
) FANDFE  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
| ® GROUPS Groups |
) 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
(O LOCAL  Locals

| ® GROUPS Sports Groups |
) TOURIST Tourist

[ Add || Edit || Delete || Done

CRS Code Title
) CORP Corporate
) FAMDF  Friends and Family

) LOCAL  Locals
) TOURIST Tourist

| Add || Edit || Delete | Done
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Managers Dashboard

Overview of the Manager’s Dashboard

The Manager's Dashboard allows you to view your hotel's performance.

KPI

The icon below allows you to select the period you would like to view for your hotel's KPI (Key
Performance Indicators) trends.

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

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

Displayed you will find Key Performance Indicators.

e ADR- Average Daily Rate

e Occupancy

e RevPar- Revenue Per Available Room
e Revenue

e Rooms Sold

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
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Trend from Previous Day

ADR

Occupancy RevPar Revenue Rooms Sold
+$2.20 ﬁ +4,95 % +§7.62 +§768.72 +5
$ 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:
Period:
Type:

Manager v
( )

(Day w)|08-17-2020

(Source/Rate V\I| Show |

Room Nights By Source

Room Nights By Rate

35 chart by amCharts J5 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 %) 15D 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 |

Foom Revene (Daib) ADR (Daily) Occupancy (Daily) RevPar (Daily)
5800 15 chart by amCharts

35 chart by amCharts
1005
3 chart by amCharts

15 chart by amCharts

&0 &0
. \ ) \

17

(Thousands)

W Reverue Budget Revenue. $00.7 W occvpeney Budget Occupancy

$7.21
Revenue 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 o ©
Monday Date VAR Date VAR Saturday Date Date
(ADR) 99.70 106.26 0.00 0.00 %| 104.12 0.00 0.00 %| 000 G | 0.00
(REVPAR) 72 7.51 0.00 0.00 %) 6.45 0.00 0.00 %| 0.00 000 0.00
(Occupancy) T28% 707% 0.00% 0.00 %) 622% 0.00% 0.00 %| 0.00 %| 000l 0.00 %
(AYL RMS) 8 1415 0 0.00 %| 2411 0 0.00 %| [ ol 0
(RMS 50LD) 8 100 0 0.00 %) 150 [ 0.00 %| 0 ofl 0
(RMREV) 598.20 10,625.84 0.00 0.00 %] 15,618.34 0.00 0.00 %) 000 ooof] 0.00

Trip Advisor Widget

The hotel Trip Advisor widget will be displayed allowing you quick access to read your hotel's 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.

@ 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 logging in you'll 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.

Mar 24, 2023
Closdes S <
Quick Search Change Room Status

$20500 [ ] Apply Charge

Search  More...

Apply Charge
Groups

More... Add Commen t Reservation Name Arrival
festn 03242023 03252023 10 1

Cloud Icon

The AutoClerk Cloud logo is in the upper left corner of every page. When you “click on the cloud”
you will be returned to the Front Desk Dashboard or the homepage. This button will follow you

wherever you go in the system. Note: it is not recommended to use the browser’s “Refresh” or
“Back” buttons. The application will function best when using all on-screen navigation.

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 I **\W\ith Group Login I
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Business Date and Logout

The current hotel business date displays in the top right-hand corner with your username and
ellipses (three dots). To logout, click the ellipses and click “Logoff”.

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 for an arriving guest, you will be taken directly to the reservation’s
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 guest’s 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 provides 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).

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
House Accounts 8  Remaining Departures 20 King Standard $ 100.00 Confimation #
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 Arrving Tomorrow 6 Double ADATub $100.00
Setup 0 Departed Guests 3 King-ADA - Roll-in Shower § 100.00 ™ -
W S g 19 Vacant Dirty 2 Meeting NiA -
56 Vacant Clean Search  More.
Help 2 OutofOrder Description
& 1 Users
oy sew 0 CRSRes
BW CRS conneclion  Check...
Amount

Apply Charge

107



AutoClerk Cloud User Manual

e Phone List - a list of guests in-house, arriving, and departing

e Housekeeping - opens the housekeeping area to create housekeeper sheets and change
room status

o City Ledger Account Menu - opens the Direct Billing area to create and manage City
Ledger accounts

¢ House Accounts - all non-guest and non-group master folios used for charges and
payments

e Pass On Log - all Pass on Log messages

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

e Setup - opens the hotel's Setup area (only visible to Hotel Manager users and higher)

e View System Messages - the history of system messages (official updates/communication
from the AutoClerk Cloud team)
e Help - the system’s Support area, also found at the bottom of the screen under Contact

Support:

Reservations

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

Departures Dashboard

Change Room Status

Apply Charge

¢ New Reservation - creates a new reservation, taken over the phone or for future dates

e Walk-In - creates a new reservation as a walk-in, auto-populating the Source Code “Walk-
In”

¢ Rate Calendar - opens the Rate Calendar tool

¢ Auvailability/Rates - access to the system’s Availability/Rates chart

e Tape Chart - opens the Tape Chart, an interactive visual of the hotel's rooms status with
hotel operations functions.

e Search - opens the Advanced Search area

e Group Wizard - creates a new group profile and/or and makes a new group reservation

e Group Reservations - allows you to view and manage existing group blocks and their
reservations
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Reports

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

Main Menu Reservations Arrivals In House Departures Dashboard

shortcuts Summary Avallability Change Room status

Reservations 0 Remaining Arrivals RACK Flsxible Rate -

o Remaining Depariues 19 nseo $110.00
‘Walk-In 1 Currently In House 14 NSK $ 110.00
1 Stay Ouers 3 ks $134.00 PR—— & Apply Charge
E== Tape Chan R — > nske §150 00
-y 19 Deparied Guests 2 NSHOQ $ 12000 Dey e Date = )
[E repors 2 vacaniLity e
a 30 vacant Giean Search  More
(D Reservation Activity o ot et Descrip
1 Users
ST sewe 0 CRSRes

ion  Checku,

@ sBwoRswom

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 reservation’s Guest Data screen and
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 L Room # Go
3 Remaining Deparures Thompson, Mary $185.00 -
Walkdn 4 Curenty In House == $195.00 e
1 Stay.Overs 10 saa $205.00 et e = A
Jat pply Charge
E= Tape Chart 0 Ariving Tomomow 6 wag $21500
an 0 Departed Guests 1 BanquetRoom NA eparhure Date ] -
[@ Reports 4 Vacant Diry .
94 Vacant Clean
Search  More...
. 'Q Reservation Activity 0 OutefOrder Description
& 4 Uusers
ay Setup 0 CRSRe
. 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 navigate directly to a reservation’s folio.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
View List
Shoneuts Summary Avallabill 105 cmith, john Quick Search Change Room Status
Reservations 3 Remaining Arrivals RACK-{ 995,Smith, James >, Last Name Raom # Go
3 Remaining Departures 28 K 110 Test, Michael 3500
Walk-In 4 Currently In House 42 Qa 300
4 <2 522 Truman, Harry
1 StayOvers 10 Sat 500 w Apply Charge
S Tape Chart 0 Aniving Tomorrow 6 WaQ $21500
ay 0 Departed Guests 1 BanquetRoom NA s v
[% Reports 4 Vacanl Dirly .
£ Reservation Actwiy 4 vecan Clean Search  More...
ol 0 Outof Order Description
£ sen . e
etup
&5 0 CRSRes
. BW GRS connection | ChecKu. ‘
Apply Charge
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This drop-down menu allows you to View List of remaining departures for the current hotel date,
or to click on any name to navigate directly to a reservation’s folio and process a check-out.

Main Menu Reservations

Shorteuts
Reservations
Walk-In

X5 Tape Chatt

[\“‘1 Reports
=

P
eservation Activity
Vel :

G’? Setup

BW CRS connection  Check...

Dashboard

Reports Arrivals

Summary

£

Remaining Arrivals
Remaining Departures
Currently In House
Stay Cvers

Asriving Tomerrow
Depared Guesls
Wacant Dirty

Vacant Clean

Cul of Crder

Users

CRS Res

In House

Availability

RACK- BAR
2 K

43 Q0

10 S0Q

6 WwaQ

1 Banquet Room

Departures Dashboard

View List

105,5mith, john ~ Seareh
110,Test, Michael

$' 522Truman, Harry . .

[ 3 S—

$205.00

$21500

NA

Search

Change Room Status

Apply Charge

| [

Apply Charge

This will navigate to the Manager's Dashboard for current hotel performance data and is only
available if your User Role is set to Hotel Manager or higher. “Dashboard” does not have a drop-

down menu.

Main Menu Reservations

Shorteuts

Resemvations

Walk-In

=== Tape Ghan

[\3\ Reports

F1 Resenvation Activty
vl

{_)(‘;} Setup

BW CRS connection | Check...

Shortcuts

Reports Arrivals

Summary

R -

Bemaning Arivals
Remaining Departures
Currently In House
Stay Overs

Arriving Tomorrow
Departed Guests

Vacant Dirty
Vacant Clean
Out of Order

Users
-

In House

Availability

RACK - BAR

% K

43 0
0560

] waa

1 Banquet Room

Departures Dashbeard
Quick Search
-
$185.00
$19500
$ 205,00
215,00
NA
Search

The Shortcuts section on the far-left side of the Front Desk
Dashboard features quick links to the most used areas of the
system, and a BW CRS Connection indicator providing real
time status of the connection.

e Reservations - Creates a new reservation taken over the

phone.

e Walk-In - Creates a new reservation as a walk-in, auto-
populating the Source Code “Walk-In"

e Tape Chart - Opens the Tape Chart, an interactive visual
of the hotel's rooms status with hotel operations functions.

e Reports - Opens the Reports area. Some reports and
categories will only be available to specific user roles.
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Change Room Status

Apply Charge

Apply Charge

Shortcuts

Reservations
Walk-In
o Tape Chart
Reports
Reservation Activity

Setup

BW CRS connection

Go

Check...
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e Reservation Activity - Displays a list of all reservations in order of the most recent activity
first.
e Setup - Opens the hotel's Setup area. Only visible and available to the Hotel Manager user role
or higher.
e BW CRS Connection - This indicates the status of the connection to Best Western's Two-Way
Central Reservation System (CRS). Use the Cloud icon to refresh the screen and check for the

latest status. indicates the hotel is connected, and Red indicates the hotel is not
connected, which may require help from AutoClerk Cloud Support to re-establish the
connection.

Summary

The Summary section will provide counts for common daily statistics
and interactive links. The first three links will access the same lists as
the “View List” menu selection in the Arrivals, In-House, and
Departures of the blue menu bar.

Summary

Remaining Arrivals
Remaining Departures

0

4

7 Currently In House
3 Stay Overs
1

0

1

Arriving Tomorrow

Remaining Arrivals: Opens the remaining arrivals in alphabetical
order for the current hotel date. Clicking on any guest name

Departed Guests

Vacant Dirty
hyperlink will take you to the Guest Data screen to check-in. 27 Vacant Clean
1 Out of Order
Remaining Departures: Opens the remaining departures in T Users
CRS Res

alphabetical order for the current hotel date. Clicking on any guest
name hyperlink will take you to the folio to checkout.

Currently In House: Opens the list of in-house guests in alphabetical order for the current hotel
date. Clicking on any guest name hyperlink will take you to the folio to post any charges or
payments.

Stay Overs: Opens the list of in-house guests that will not be departing for the current hotel date.
Clicking on any guest name hyperlink will take you to the folio to post any charges or payments.

Arriving Tomorrow: Opens the list of arrivals in alphabetical order for the next hotel date. Clicking
on any guest name hyperlink will take you to the reservation to modify it if necessary.

Departed Guests: Opens the list of checked out guests in alphabetical order for the current hotel
date. Clicking on any guest name hyperlink will take you to the folio modify it if necessary.

Vacant Dirty and Vacant Clean: These are statistics only, indicating the number of dirty and clean
rooms for the current hotel date.

Out of Order: Generates an “Out of Order Rooms” report for the current hotel date. (This report
can also be generated from the Reports area shortcut or the Reports menu in the blue menu bar.)

Users: Shows a list of users that are currently logged into the system with their log-in time and
date.

CRS Res: This link is used to access a list of all reservations that were downloaded into your
system from the Best Western Two-Way Central Reservation System (CRS). Clicking on any
reservation link will take you to the reservation to modify it.
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Availability

Availability

RACK- FLEXIBLE RATE v

271 K $79.00

43 QQ $89.00

10 sK $99.00

10  SQQ $109.00
wag $119.00
WK $129.00
Banquet Room $0.00

The Availability section will display each room type's
availability and price points for the current hotel date,
based on the selected rate plan from the drop-down
menu.

The Availability will default to the rate plan at the top in
“Rates” section of Hotel Setup. When using the Best
Western Two-Way Interface, it is recommended that the
Hotel Manager sets “RACK”, “BAR” or “Flexible Rate” as the
rate plan that appears first.

The drop-down menu allows you to select the rate plan and will then display the rates per room
type based on the selected rate. Note: the drop-down menu will only contain rate plans that
are allowed to be sold by the Front Desk, as defined in Setup under each rate.

Availability

RACK- FLEXIBLE RATE v

JRACK- FLEXIBLE RATE

JBW-REWARDS MEMBER FLEXIBLE RATE

VR- REWARDS - 1,000 BONUS POINTS PER NIGHT
GM- GOVERNMENT MILITARY

RP- AARF/SENIOR

MR- MANAGERS SPECIAL

‘group 20

FX-USE REWARDS POINTS

2U- BOOK EARLY AND SAVE

2UB- REWARDS MEMBER BOOK EARLY AND SAVE
Summer 2023

3A- AAAAND CAA MEMBERS

Availability
3A- AAAAND CAA MEMBERS v

21 K $75.05

43 QQ $ 8455

10 SK $94.05

10 SQQ $103.55

5] waag $113.05

2 WK $ 12255

Banquet Room $0.00

After clicking on a room type, you'll be taken to the filtered Tape Chart for that room type. Each
cell will display a number which represents the total number of available rooms for that room
type for that date. Note: The Tape Chart will represent total availability, regardless of rate
plan. From here you may change the date at the top to search future availability.

Tape Chart Filter

Room Type: | WQQ Start Date: | 302323 =] | Default | | Refresh | Click Refresh to view the full Tape Chart

Date Thu 3/23 Fri 324 Sat 3/25 Sun 3126 Mon 3/27 Tue 3/28 Wed 329 Thu 3/30

Total 6 [ 6 6 6 6 6 6

103(WaQ) —_— 6 3 6 5 3 6 6
401(WQQ) —_— 6 [ 6 5 5 6 6
402(WQQ) —_— 6 6 6 6 5 3 6
404(WQQ) T — 6 6 6 6 6 6 6
405(WQQ) —_— 6 8 6 0 6 B 6
408(WQQ) — 6 6 6 6 6 6 6

To create a new reservation or place a room out-of-order, find the room number you'd like, then
you can either click the cells for each night or you can select a range by clicking the first and last
night. Then right-click to select the action.

Tape Chart Filter

Room Type:| waa Start Date: | (32323 [ [Defautt | [Refresh | Click Refresh to view the full Tape Chart

Date Fri 324

Sat3i25 Sun 3126 Mon 3/27 Tue 3128 Wed 3/20 Thu 3/30

Total

103(WaQ)
401(waQ)
402(WQQ)
404(WQQ)
405(waQ)
406(WQQ)

CIF]
=l
2
X
3

olalaala e

olololola o

6

6 5 6 6 6

¥
| out of Order

6

6

6

o olo oo o
o oloo o o
ol oleaa e
ooloo o o
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Quick Search
Quick Search Quick Search allows you to quickly search for any past,
First Name present, or future reservation in your hotel. Search
Last Name options include full or partial first name, last name,

Phone 2 phone number, confirmation number, arrival and/or
Confirmation # departure date. You can use multiple fields to narrow
=  Yyoursearch results.

B

If you are unable to find the reservation with the
Search  More... Quick Search options, click the “More..."” button for

an advanced search. This feature also can export
the results to a .CSV file, which can be imported to a spreadsheet program and
contains more even detail about the reservation(s) than the displayed search
results, such as creation date and time, address, revenue, source, market, driver’s
license, and more. Note: The date range search options are limited to 2 years of
history at a time for efficient and quick data retrieval. Date ranges longer
than 2 years should be queried in 2-year segments.

AUTOCLERK XX AutoClerk elearning University
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures
Advanced Search
Last Name
First Name
BWR Number
BWR Tier
Al ta [E—
a1 —
Departure Start . =H
p— [ —
son [ —
e —
Room Type v
Rate Plan - -
Room - ~
Status ]
Confirmation #
Cancellation #
CRS Confirmation #
CRS Cancellation #
Credit Card Last 4 Digits
Company
Vehicle Make
Vehicle Color |
Vehicle Model —
Vehicle License Plate # 1
Travel Agent |
Channe E—
Source R
Markst |
Folio #
Purchase Order
Group Profile Name
Group Reservation Name
Group Folio #
Group Reservations O
Created By
Created At Begin \=H
Created AtENd " 1EH

The results will either return a matching reservation or return a list of matching reservations. The
list may be organized by clicking the column title, e.g. by Rate Plan, Room, etc.
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Search Results
23 items found, displaying all items.1

Grp Guest Name BWR # BWRTier Confirmation # CRS Confirmation

BWR # Arrive  Depart  Status Company, Type Room AvgRate #Guests PymtType RatePlan  Balance
7710079478117 12924 1130724 Checked King Standard 232 $109.99 1000 Cash RACK 0.00
7710082930620 2524 2624 Checked King Suite - ADA - Rolkin 0564 $0.00 1100 Cash RACK 0.00
7710060165312 6023 6/1123  Checked BW Pay with Points FX2 King Standard 235 $22500 1000 Cash FX2- 0.00
77038926895 11023 111723 Checked Double Standard 106pet  $110.00 10000 Cash RACK 0.00
7710077090867 12124 1122124 Checked Double ADA Tub 103 $150.00 1100 Cash RACK 0.00

Once you make updates to a reservation, you will be returned to the home page of AutoClerk

Cloud, where you can perform another search in Quick Search.

Change Room Status

The Change Room Status section of the Front Desk Dashboard will quickly display and change

the housekeeping status of a room.

Change Room Status

Room #

After entering a room number, click “Go”".

Change Room Status

100

Room: 100

Current status: Vacant Dirty

Set Clean

Go

The current room status will be displayed, and you can change the status by clicking “Set Clean” or

“Set Dirty”.

Change Room Status

100

Room: 100

Current status: Wacant Clean
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Note: Out of Order (O00) rooms will display as Vacant Dirty. Flipping them to Vacant Clean
will not delete the 00O status, and OO0 rooms will always automatically flip to dirty when
released.
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Apply Charge

The Apply Charge section lets you quickly post a charge to a guest folio from the Front Desk
Dashboard.

Apply Charge

Description

Apply Charge

The first drop-down menu is used to select the in-house guest. The second drop-down menu is
used to select the charge type to apply.

Apply Charge

242 Adams, John v

>
102 ,Culley, Rick

243 Jones, Chip

241 One, New

222 One, Second

Amount

Apply Charge

Add a description, if necessary (which will show on the guest’s printed folio), and the amount to
post.

Apply Charge

242 Adams, John v

Sundries v

2 medium iced coffees

| 10.00

Apply Charge

After clicking “Apply Charge”, the message “Charge for
(amount) added to (Guest Name)” will appear. Click OK,
and then you will be returned to the Front Desk

Dashboard. The taxes will be applied automatically |
according to your hotel’s posting setup.

www.bwh.autoclerkcloud.com says

[Charge for $10.00 added to Adams, John]
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Weather

The Weather Widget lets the Front Desk provide forecast
information to your guests, and is interactive, allowing you to o
toggle between different dates. It will always display in Fahrenheit. 73 . -

R Phoanix, Unilad States

For more weather information, or if you need to search for o | =

weather in another location, click the “More” button to open a new
browser tab to MeteoBlue.com for detailed forecasts.

; a
7 7 7°

- wE -

™ .

Pass On Log

The Pass on Log allows all users to post important messages for all other users for the current
hotel date. The messages are archived when Night Audit is completed so messages from past
dates are available to be reviewed.

To post a new message, click “Add Comment”.

Pass On Log

More... Add Comment

Enter a “Title” and a message in the “Content” section, then click “Save”.

Title | Call for Taxi |

Please call a taxi to Gibson's Italis for room 185 at
T:@épm. ZIM
Content

e

Save || Cancel || Delete

The saved message will appear on the Dashboard with the user, date, and time.

Pass On Log

Call for Taxi
Zmoore at 4/29/24 02:28 PM

Please call a taxi to Gibson's Italia for room 105 at 7:00pm. ZM

More... Add Comment
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To review archived messages, click “More...". You may repost an archived message to today’s date
by clicking into the message and clicking “Save”. That message will then be reposted to the

Dashboard.

(o] 2021-04-07
2021-02-20
(o] 2020-09-29
5 2020-09-24
O 2020-08-14

2020-09-14

Add Edit

Support from AutoClerk
Cloud Notice

Showing Example

Sign Ups
BWR Sign-ups

Parking L ot
Maintenance

Delete Escape

AutaClerk Cloud Technicians will be contacting all ATC Cloud hotels over the next 7 days to update a file used for your Credit Card devices. The process should take about 20-
30 minutes per computer. Please allow our technicians to complete these updates. These files need to be replaced before April 28th or your Credit Card devices will stop
working. Please feel free to contact AutoClerk Support if you have any questions.

Please help with towels - KR

Hi there hope your having a nice day. KR done

Get 5 sign ups for BWR 1)

Hi everyonel If we hit our goal for new sign-ups this week, pizza on me!

Parking lot will be repaved on Monday and Tuesday

Title Towel

Please help with towels - KR

Content

Cancel | ‘ Delete

Pass On Log

Towel
morana at 5/22/23 02:55 PM
Please help with towels - KR

More... Add Comment

To edit a message, click on the hyperlink of the message to open the editor.

D @ O O

el e
(RS

Add

Date

2020-08-09
2020-08-09
2020-08-09
2020-08-08
2020-08-08

Edit Delete Escape

Title Message
Maintenance 08/10/2020 Maintenance coming to replace the toilet in 109 @10am
Wake up call 111 would like a 4pm wake up call

Mr. Green in 210 would like a taxi called at 6pm this evening
PAINTING panting from 9AM to 5PM.
group arrival needs extra amenities

You may also select the circular radio button to the left of the message and then click “Edit".
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Date Title Message
O 2020-08-09 Maintenance 08/10/2020 Maintenance coming to replace the toilet in 109 @10am
O 2020-08-09 Wake up call 111 would like a 4pm wake up call
@® 2020-08-09 Taxi Mr. Green in 210 would like a taxi called at 6pm this evening
O 2020-08-08 PAINTING panting from 9AM to S5PM.
2020-08-08 group arrival needs extra amenities

Add Delete Escape

After editing, clicking “Save” will move the message up to the top of the Pass On Log on the Front
Desk Dashboard.

Title Taxi

Mr. Green in 210 would like a taxi called at 7:30pm
this evening
Content

g Save H Cancel H Delete

To delete a message, go to the archived list and select the message by with the circular radio
button to left of the message and then click “Delete” at the bottom. Note: once messages are
deleted, they cannot be retrieved, and you will need to type out the message once again if
needed.

Support from AutoClerk Cloud Notice AutoClerk Cloud Technicians will be contacting all ATC Cloud hotels over the next 7 days 1o update a file used for your Credit Card

2021-04-08 Suppot from AuoClers 4o icos. The process should take about 20-30 minutes per computer. Please allow our technicians to complete these updales. These flles need lo be replaced before Agril
Lo M 29th or your Credit Gard devices will stop working. Please fesl free to contact AutoClerk Support if you have any questions.
P \ AutoClerk Cloud Technicians will be contacting all ATC Cloud hotels over the next 7 days to update a file used for your Credit Card devices. The process should take about 20-

2021-04-07 " Dmmw‘ 30 minutes per computer. Pleass allow our tlechnicians to complete thesa updates. These files need to be replaced before April 20th of your Gredit Card devices will stop
Cloud Noliez working. Please feel free to contact AutoClerk Support if you have any questions.

@ 2020-09-29 ‘Showing Example Hi there hope your having a nice day. KR done
2020-09-24 Sign Ups Get 5 sign ups for BWR |}
2020-09-14 BWR Sign-ups Hi everyonel If we hit our goal for new sign-ups this week, pizza on mel
) Parking Lot ’ ; sdle
2020-08-14 5 Parking lof will be repaved on Manday and Tuesday

Add  Edit Escape

Groups

The Groups section of the Front Desk Dashboard will display any groups that are arriving, in-
house, or departing from your hotel over the current hotel date. The information displayed
includes the group Reservation Name, the Arrival and Departure dates, and room nights Blocked
and Picked Up.

Groups
Reservation Name Arrival Departure Blocked Picked Up
Soccer Group 01-30-2023 02-01-2023 6 2

Click on the Reservation Name hyperlink to go to the Group Reservation page for editing, posting
to the Group Folio, editing group Availability and Rates, reviewing or picking-up rooms for the
group, and more. Groups are covered fully in the Groups section.
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Soccer Group - Soccer ZZ10000213668G
Group Folio Availability | Rates Group History Room List
Group Name | Soccer Group Confirmation # 2Z210000213668G
Group Booking Name | [Soccer Projected Income § 750.00
- - Projected Tax § 86.25
Contact Last Name | [Stevens Arrival 6/12/23
Contact First Name | [Bil Departure 6/15/23
Business Phone |[222-995.6231] _ Group Comments
~ N o= - Reservation Comments
e-mail / Type BUSINESS v Siatus ACTIVE
Phone Company
Fax Travel Agent
Address 1|[12 Happy Street BUSINESS v Source || Front Desk ~
Address 2 Channel: [Front Desk v
Country [United States v Market | Corporate ~
State [Califormia v Tax Exempt?
Zip Gi v
City | |Phoenix Credif ~|| Go
Lead D Group Gua |[oEP v
Group Cancel Policy | [4PM
CRS - Group |0 NSTZM2M9
CRS Rate Plan 0161
) .comien_L .00599.htmi?
CRS Ul g oupla=NSTZMZMS
Group Type: [OTHER v
Group Sync Tool Cancel Group Reservation
Done Save Undo Refresh Back to Group Resef

Availability / Rates

Aside from the Availability section of the Front Desk Dashboard and within a reservation, you can
view detailed availability by rate plan with the Availability / Rates feature. For Best Western
branded hotels, this can be useful for availability/inventory checks between AutoClerk Cloud and
MemberWeb to make sure the two systems are synced and in balance.

Availability

From the Front Desk Dashboard on the blue menu bar, click the Reservations drop-down menu
and select Availability / Rates.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
New Reservation
Shorteuts. Walkdin Availability Quick Search Change Room Status
Resenvations Rate Calendar ining Arivals RACK - BAR - Go
) Availability / Rates D 9 K $18500
Walk-in Tape Chart 40 $195.00
S et 8 S0 $20500 L] Apply Charge
== Tape Chart search 6 wao $21500
. Group Wizard 1 Banquet Room NA = D
[B Repons  ow
& Group Reservations -
M Res Activi? A Clean Search  More...
Ay Fesemaon Actuty T Ottof uder
@ - 2 Users
&y o 0 CRSRes

BW GRS connection | Gheck..

Apply Charge

A chart will display your hotel's room types in the far-left column, and fourteen (14) days of
availability per room type. Each cell will display a number which represents the total number of
available rooms for that room type for that date. Note: There will be separate lines for all room
types, including any non-sleeping rooms such as Meeting Rooms. This will add to the overall
total.
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Main Menu Reservations Reports Arrivals In House Departures Dashboard
Guest Name [ |
@ | 2126023 | [E] 14 v ]| Refresh | @
Sun 2/26 Mon 2/27 Tue 2/28 Wed 3/1 Thu 3/2 Fri3/3 Sat3/4 Sun3/5 Mon3/6 Tue37 Wed3/8 Thu3/@ Fri3/0 Sat3/11

K 27 27 29 20 20 28 20 20 20 20 20 20 20 2

aq 43 a3 a3 43 a3 a3 a3 43 a3 43 43 43 a3 a3

SK 10 10 ° s 10 10 10 10 10 10 10 10 10 10
saq 10 10 10 10 10 10 10 10 10 10 10 10 10 10
waa s 5 ] [ 1 5 s 5 s 1 ) 5 [ 5

WK 2 2 2 2 2 2 2 2 2 2 2 2 2 2
Banquet Room 1 1 1 1 1 1 1 1 1 1 1 1 1 1
Total: T9 T8 [T fe0 | 400 401 401 | _A0% | 404 | A01 | A01 | 404 | A01 01 | 407

Avaiisbie | PGS AVSSG) MITIETTI | Actve Selection |

To change the date, use the date field at the top of the chart. You can type in the date
(MM/DD/YYYY format) or select from the calendar icon and click Refresh.

Guest Name
2126123 #| 14 v || Refresh
@ < Fob v 2023 v @
Sun2/26  Mon2/27 Tue2/28 Wed SOLM B 200 N "' ] §Sun35  Mon36 Tued7 Wedd8 Thud®  FridM0  Satanq
X = s e e e | €1 e > 5 5 1o il e St feees) S| S Eavse s
ea =] ESess EEmE] i (330 13 14 15 16 17 48|y SUEONN] TN e mei] mvown| prawn] mwenn
SK e pessse e pEsenm EERACACE 19 20 21 22 23 24 (2 i IS o FERsodE| EmmveTn Emmeanns| SV [Ecsel
saQQ 0 1 10 | 10 | 10 27 28 al R I | 10 | w0 | 1° ‘| | © | 1 |
waa . 1 c | ) l L Cicer | Tedes « | . l '-.0 1 .n | . | s 1 Lo |
WK 2 2 2 a 2 L2 |
‘ ‘

The default view is 14 days. You can change the view to a minimum of 10 days or a maximum of
60 days, and then click Refresh.

On the left and right are blue arrows you can use to reverse or advance the dates by the chosen
date range.

Guest Name

s

K @ wm | w | | | _® | »

aa - | T Eae] e o]

sK w0 {8 |- e . to {1 | |

:'Oo.; Juamse e | _.‘:_J e | _J_l____l____l“ .__l.___l" ____l.__J.__lJ__L.___J_"_J
. . . . 3 . .

WK 2 | 2 | 2 I l' | !' l 3 | 3 | £ 3 | 2 | :f | ! i 8 ] EEenE] 2|

BanquetRoom v |t | 1 | | | | v v i | ool

Total: _—“—“wnmm““nmn

Rates

Rates are visible and more easily accessed from within a reservation. However, you may also use
the Availability / Rates feature to determine rates for a single date, a range of dates, and for future
dates.
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Once the chart displays the guest's desired stay dates, select room type and the date. You can

select
dates.

a multiple-night stay by clicking on each individual date, or by clicking on the first and last
Note: Only one room type can be booked for each reservation confirmation number.

After reservation creation, guests may move rooms or room types when assigning a room.

Click “Done”.

@ 3024124 E](74 v | [ Refresn @

Sun 3124 Mon 3126 Tue 326 Wed 3/27 Thu 3i28 Fri3i28 Sat 3130 Sun 3131 Mon 41 Tuediz  Wed i3 Thu 44 Fridls  Satdls  Sund?
K 30 30 30 £ 30 30 k. 30 30 30 30 30 E] W 30
aa o 4 o I 4 o o “a 4 ] o @ a a )
SK 10 10 10 0 10 10 10 10 10 0 10 0 10 10 10
soQ 10 10 10 0 10 10 10 10 10 n 10 0 10 10 10
WK 2 z 2 = E! 2 2 2 z 2 2 2 2 2 =
waa ] (] ] 6 6 L] ] ] L3 (] (] L] (] ] 6
Banquet Room 1 1 1 1 1 1 1 1 1 1 1 1 1 1 1
Total 707 02 707 702 702 107 707 02 702 707 702 707 702 707 702

Availavie | [Eiited AvailaBility ) BTTITIITM  Active Selection

The next page will display the plans available for this room type on the arrival date of the potential
reservation. The rates will be color coded per their availability:

. - Available to book

e Orange - Not available later in the stay due to room availability, a stay restriction, or a sold-
out rate plan

¢ Red - Not available for that night due to room availability, a stay restriction, or a sold-out
rate plan

e Black - Not available during the entire stay

Raurm Travel Agent Company

# Adults |1 v | # Children| 0 ~ |# Infants [0 v

|[sun 3724]Mon /25 Tue 3125
RACK -BAR l @ I

1U - BOOK EARLY AND SAVE

Let's make a discount $162.00

Tony
18- ARAICAA
Comp

ASU Student
GNC

3U - Book Early and Save

CORPa

GYM Membership
Meeting Room

$162.00

$126.00

Multi Night Stay Discount $145.40
Orkin $144.00
Pikes Peak Plumbing 1
Fary Time ]
San Francisco 49ers $135.00
Weaidy -
X Use Rewards Points ]
FX2 - BWR Pay with Points . Meoss
Govt-Military $144.00
Happy Tours $90.00
Intemnet Only Rate I T —
LC special promotion $195.00

Manual

$170.00
$162.00
s117.00

[EETB - 0l [ FotAvaiabie buring Siay

Done Save Undo [ Refresh

Note: as part of making a reservation with this method you must choose a Source at the

upper left of the screen before proceeding. You may also set the Adults/Children/Infants
occupancy counts at this time. The “Travel Agent” and “Company” are optional fields.

122



AutoClerk Cloud User Manual
If you wish to see the rates for the remaining nights of the reservation, first choose a rate for the
arrival date and source, then click on the date above the chart to see the rate for the following
night(s).
The system will apply the Rate Plan chosen for the first night to the following nights. However, if
you choose to view any of the following night's rates, the system will then require you to choose
the rate for each night of the stay before continuing.

Source |Front Desk ~| Travel Agerit

#Adults |1 v |# Children[0 v | # Infants [0 v

RACK - BAR

Once a rate and source are chosen, click “Done” and you will be taken to the reservation page to
complete and save the reservation.
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Tape Chart

The Tape Chart is a versatile graphic visualization of your hotel resembling a spreadsheet. You
can view the status of each room in the hotel, reservations blocked to room numbers, and
availability per room type. You can also place rooms out-of-order and perform other reservation
tasks.

The Tape Chart may be accessed from the Front Desk Dashboard's shortcuts or through the blue
menu bar by selecting the drop-down Reservations menu and click Tape Chart.

AUTOCLERK’ AutoClerk Cloud University Search today... Q e —
Cloud PMS ‘
Main Menu Reservations Reports Arrivals In House Departures Dashboard

Tape Chart Filter

Mar 24, 2023

Room Type: | Select Room Type Start Date | Click Refresh to view the full Tape Chart
Date [ Thu 3/23 | Fri 3124 | 5at 3725 | Sun 3126 |Mon 3727 Tue 3/28 | Wed 3129 | Thu 330
Total |9!I 62 68 I 74 75 65 35 60
1:1 oo i [ERCRNCRN
10169 — : " z g v lowdoms
102(QQ) IE 20 20 iy i 3 |— 3
IE 103(WQQ) IE 6 6 6 6 6 | 6 6
106(00) |T—— “ 0 B - > [ouwstems o ®
foraa) o S o o E 5 |owmess e
0 o T : : s e
CE —— ¢ | - g g ° o owdoms s
R T e & v fomsom
I | —— ' 0 z & v owsome
1700) | “ “ “ s [ Owoto
1800) | “ » “ s RN
20) |— : 0 z 5 [T
21w | T I R N R N | 00
T ————— —

As a default, from left to right the Tape Chart columns show each room number, its type, ifitis a
connecting room, the previous night (gray and shaded), the current hotel date, and the following
dates per the Tape Chart Filter. Each cell under the dates will either display the available rooms for
that date per room type, a reservation blocked to that room number, or an Out of Order status.

Legend

At the bottom of the Tape Chart is a Legend that will identify the meaning of the colors.

Reservations Room Status Availability

[Creoeion 3 [ciean | WD iousoromst]| [ Avetove | MU WERGENGN |_Active seiection | |
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Tape Chart Filter

There are filters at the top of the Tape Chart that allow you to customize your view. By default, all
room types are displayed with the Start Date as the current hotel date. The Tape Chart will always
display the previous night to the left of the current hotel date.

The Room Type drop-down menu allows you choose to isolate and display one or more room
types.

Tape Chart Filter

Room Type: | K - Start Date:l 3/23/23 7 ~| | Default | | Refresh

select all Thu 3/23 Fri 3/24 | sat 3/25
99 62 68
K |

Richardson
DQQ

sk

ota
Qa
Ii :I saQ )
Qa
Q.
Qa

WK

Owaa

[ Banquet Room

[ Connecting Rooms

Choose the room type(s) you want to display and click “Refresh”. When the Tape Chart refreshes, it
will only show rooms of the selected room type(s).

Tape Chart Filter

Room Type: ‘ K " Start Date:l 3/23/23 7 ~| | Default Refresh

Date Thu 3/23 Fri 3/24 Sat 3/25 Sun 3/26
Total T 11 14

100(K)
101(K)

g 105(K)
[CI e
111(K)
12(K)
114(K)
115(K)
116(K)

120(K)

28

You can also choose to display just the connecting (adjoining) rooms in your hotel.
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Tape Chart Filter

Room Type: | Connecting Rooms v . Start Date: | 3/23/23 ‘ 7 wv| | Default Refresh

"Date TThu 2. | Fri 3124 | sat 3125 | Sun 326 |
Total [ [0 |9 o |
@ 100 ——

@ wean | — : I R
© 1020 — “ = s |
@ fewea) | F— s ° . |
@ 10509 - r . “ |
@ fe70a —_— o o o
€ 108(3K) [T O - : I

The Start Date field allows you change the view to a future date to view availability, blocking, and
status of rooms. You can also view past dates to view room blocking, Out of Order status, and find
past reservations.

Tape Chart Filter

Room Type: ‘ Select Room Type - Start Date:l 342123 [7 ] | Default | | Refresh |
Date 2023 v | sat 3725
Total | 68
100(K) Su Mo Tu We Th Fr Sa

B 1 34

101(K) 5 6 7 8 9 1011
102(QQ) 12|13 14 15 16 17 [18 0 0
103(WQQ) 19 20 21 22 23 24 25 6 6
105(K) 26 27 28 29 30 31

Tosi0a)
107(QQ)
108(SK)
109(3QQ)

In the right-side drop-down menu, you can choose a 7, 10, 14, or 30-day view.

Tape Chart Filter

Room Type:|Se ect Room Type v| Start Date:l [3/2/23 [Ele] [7_v] | Default | | Refresh |
Date Thu 3/23 Fri :0 ISal 3125
Total 99 l68
100(K) —
1010K) —=—
102(QQ) _—
103(WQQ) _
105 o
106(0) —
107(QQ) I
108(SK) _
109(SQQ) _
T T —

Click “Refresh” to apply your filter settings. To return to the current hotel date with a 7-day view,
click “Default”. Note: the room type selector will need to be unchecked separately.
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Tape Chart Filter

Room Type: | Select Room Type - | Start Date: | l}
Date Thu 3/23 |Frizr24 | sat 3/25
Total 99 |62 |68
100(K) 5 Richardson
101(K)

102(QQ)
103(WQQ)
105(K)

106(QQ)
107(QQ)
108(SK)
109(5QQ)

Rooms and Room Status

The far-left column displays each room and room type in your hotel. It also displays a &1 icon if
the room is connected to another room. If you hover over the connecting icon, it will display the
connecting room(s). Also, if you hover over a room number you will see any notes entered for that
room.

Tape Chart Filter

Date Thu 323 | Fri3i24 | sat 3725 | Sun 3126
Total
100(K)
101(K)
1n7‘QQ!
Room Remarks: Connecting Room - Connects with 104 And 103 ’
106(QQ)
D 107(QQ)
108(SK)
109(SQQ)

The room number column will also display the status of the room via color: white for Clean,
orange for Dirty, or gray for Out of Order.

You can change the status of the room by right-clicking and changing the status between Clean or
Dirty, or put the room Out of Order.

Tape Chart Filter

Date Thu 3/23 | Fri 3124 | sat 3/25
99 |62 |68

100(K) Richardson

Total
1010 —
102(QQ) =
oawaa —
0 -
106(aQ e —
107)Q¢ Dirty =
108 Qut of Order ;
@ wew—— s
o o e
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Out of Order

The Tape Chart is the only place you can place a room out of order (OOO).

To place a room OOQ, right-click on the room number and choose “Out of Order”. To select a
specific start date for the OOO, right-click on the cell where the room number and the date
intersect.

Tape Chart Filter
Room Type: | Select Room Type v Start Date: | 3/23/23 IT_V/ Default Refresh
Date Thu 3/23 Fri 3/24 Sat 3/25
Total 99 62 68
100t I
101(K) e 7 11
102(QQ) 40 40
1o3waq) Mew Reservation S
19506 o |
106(QQ) — T 0
107(QQ) - 40 2
105K T O ¢
109(SQQ) % 8 | s
T Oty e et O |

A pop-up window will allow you to choose the dates and enter a reason for the room to be OOO.
You may remove the room from service for three date periods at once in the event of planned
deep cleanings, room renovations, etc.

Room Type: WQQ
Room: 103

From Date To Date Reason

032423 | 0324123 | [E|
Broken T\

Reason:

| Jo| EH

Reason2:

| = M

Reason3:

Created By [Andy Moran

Click “Save” and the room will display on the tape chart as gray for Out of Order.
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You can hover over the cell to display the reason the room is OOO.

Tape Chart Filter

Room Type: ‘ Select Room Type v ‘ Start Date: | 3/23/23 7 ~| | Default | | Refresh
Date Thu 3/23 Fri 3/24 Sat 3/25

61 68

Total 99

|| 100(K)
101(K)
102(QQ)

|| 105(K)
106(QQ)
@] 107(QQ)

C) 108(SK)

To edit or remove the Out of Order status, dates, or reason, click on the Out of Order text in the
cell and the pop-up window will appear again.

03/24/23 | 3/24/23

P

To put the room back in order, click “Remove”. Out of Order rooms will always return to service as
“Dirty” until set manually to “Clean”.

03/24/23 I 3/24/23 CE

P
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New Reservation from the Tape Chart

New reservations and walk-ins can be created from the Tape Chart.

Left-click the cell under the arrival date and the final night of the stay for the room number you
wish to assign. If the stay is a single night, only one cell needs to be clicked. If the stay is for two (2)

nights or longer, click the arrival date and the final night so that all nights in between will be

selected.

Once the night(s) are selected, right-click, and choose “New Reservation” from the menu.

Tape Chart Filter

Room Type: | Select Room Type - | Start Date: |

Date Thu 3723 |Fri3rea | sat 3125 | Sun 3/26 | Mon 3727

Total 99 |61 |68 |74 75

100(K) b ficvatson | '5
101(K) _ 7 1 14 15

102(QQ) 40 40 43 43

G eweay T oo s E E

105(K) 7 1" 14 15
106(QQ) 40 40

107(QQ) 40 40 Out of Order

RS0 T . : ;

Q 109(SQQ) 5 8 | 8 8 8

1 14 15

O

The reservation page will display the dates and the room number and type chosen in the Tape

Chart. You can continue to complete the reservation covering rates and entering guest
information.

Jane Smith  New

CRS Confirmation:nja

MyHMS Confirmation n/a

Adults  Children  Infants

Arrive Nights Depart Type
‘ Fri Mar 24 2023 3 .)| Mon Mar 27 2023 Availability { Rates | ROOM 106 00 Y7 v 8~ [0~

Rate Plan

Best Western

Rate

e —

Confidential Rate Stay Total Balance Tax Exempt
(m

$785.35 $0.00 O

Travel Agent All Notes

Best Westem ID
Last
First ||
Title
Phaone / Type H

Company

Group

|Lockup

Gmith

)

WJane

v| ETA [3:00PM~

|
123-456-

9999

| [MOBILE  ~

Address 1 [[123 Main StApt 41D

Address 2 |
Zip | Country [[88120 Uniled States v

City / State ||Las Vegas * | Nevada |

e-mail / Type
Birth Date
Drivers License
Passport

Other Phone
Purchase Order
Company

Join BW Rewards

Hold Type |[ CC-GTD v

Save & Exit Save Refresh

[
a

Pay Type | Cash
Credit Card Action | Add CC without Authorization v

Escape

Reservation Comments

Guest Comments

Rollaways Cribs Pet Fruit Basket Parking
]

(o~ o~ o~ (0]

CRS Comments

Guest will be arriving at 18:00pm

Do Mot Rent (J

Guest prefers to be a lower floor

Folioc Comments

Source ‘ Travel Agent ~

Source2 | Travel Agent

Market | Friends and Family v

Check In
y
Cancel Policy |[4PM
Key System Manual COMTROL
Control
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Once the reservation information has been entered and you click Save & Exit, you will be taken
back to the Tape Chart. By creating a new reservation using this method, you are pre-assigning
them to a specific room number. You can also hover over the guest name for Guest Remarks and
Reservation Remarks.

Tape Chart Filter

Room Type:‘ Select Room Type - Start Dale:l

| Thu 323 | Fri 3124 | sat 3125 | Sun 3/26 |Mon 3727 [

| pate

Total |99 |60 |67 |73 |75 |

o] oo | -
101(K) | 7 | 12 15 |

EI 102(QQ) |5 29 | 39 2 43 |

I oSy e Cowatnder C s |

[ 105K [ | TR
106(QQ) | I s |

Guest Remarks: ‘Guest prefers to b oor*

107(QQ)

E] 108(SK) |
@ 1085 —

2|
Reservation Remarks: ‘Guest will be arriving at 10:.00pm, |

" 14 15

Reservation Options

To access and modify an existing reservation on the Tape Chart, right-click on the reservation.
Depending on the status of the reservation, it will give you multiple options to choose from,
depending on the reservation status. You may also left-click directly on the name to modify the
reservation or check-in.

Tape Chart Filter

Room Type: | Select Room Type v Start Datetl I
Date Thu 3/23 | Fri 3/24 | sat 3125 | Sun 3126 [
Total 99 |60 |67 |73 |
6] o0 I
101(K) ; 7 1 14 |

102(QQ) _ 39 39 12 |
I—— oo U e s |

@ 105(K) _ 1 14 |

106(0) I T B

g 107(QQ) G T 39 2 |
o5 T o : -
D 109(5QQ) Check In 8 8 |
int Folio n 14 I

¢ Modify Guest Data - Opens the reservation’s Guest Data screen where you can make
changes to that specific guest reservation.
e Check In - Also opens the reservation Guest Data screen. The user may then follow steps
to process a check in.
e Check Out - Opens a checked-in reservation’s folio where any charges/payments can be
posted and a checkout can be processed.
¢ Re-instate Guest - Opens the Guest Data screen, allowing you to make necessary changes
such as extending the check-out date.
o Note: you must Save or Save & Exit to save changes to the departure date and
change the reservation status to Re-instated.
o Reinstatement can only be done if the Rate plan that the guest previously booked is
a Rate Plan that the Front Desk is able to sell.
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e History - Takes you to a list of the guest’s stay history, including links to past and future
reservations, and stay statistics such as most frequent room and average rate.

Room Moves and Date Changes

Room moves are easy from the Tape Chart using “Drag n Drop™:

Place the mouse pointer on the name of the reservation you wish to move. Then click and hold
down on the left mouse button and the name of the guest will turn red. While holding the mouse
button down, drag the reservation to the lime green cell (clean room) of the room number you
desire and release the button.

The cell you move the reservation to must be lime green (for example, you cannot move itto a
black or gray cell). You can also drag a reservation in New status to another date to change the
reservation’s arrival date.

Tape Chart Filter

Room Type: | Select Room Type - Start Date: | [3/23/23 |E| [7 v]| | Default | | Refresh
Date Thu 3/23 Fri 3/24 Sat 3/25
Total 60 67
100(K)

101(K)
102(QQ)

106(QQ)
107(QQ)
108(SK)
109(SQQ)

You are asked to confirm the room move. Once you click “Yes”, the system will process the room
move.

Confirmation @

Are you sure you want to move this reservation from room 106 to 102 ?

( ves ][ Cancel ]

Note: “Drag n Drop” is only recommended if the guest is changing to the same room type, a
room type with the same rate or a complimentary upgrade. When moving a guest through
the Tape Chart, the system will keep the original room rate and will not prompt you to
change the rate even if the room move results in a more expensive or less expensive rate.
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AutoClerk Cloud User Manual

The Rate Calendar allows hotel staff to manage rates, stay restrictions, quickly reference
occupancy, dates with group blocks, and other important notes about a particular date.From the
“Reservation” Menu in the blue menu bar, select “Rate Calendar”.

The Rate Calendar will default to the current month with the first rate in your list of rates in Setup.

The current date has an orange circle over it.

February 2021

< Edit Rates [Rack v Legend >
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
Jan 31 Feb 1 2 3 4 5 6
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
36 0% 30 16.67% | 30 16.67% (29 19.44% 22.22% (32 1111
7 8 9 10 1" 12 13
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
34 5.56% |34 5.56%| 35 27 35 2.78% 8.33% (34 5.56% | 35 278
> d
14 15 16 17 18 19 20
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
32 11.11%[ 36 0% 35 278%)33 833%|32 11.11% (32 11.11% |29 19.4:
i ¢ O o
21 22 23 24 25 26 27
$0.00 - $0.00 $0.00 - $0.00 $100.00 - $200.00 $125.00 - $250.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00
Close to Arrival 2
32 11.11%[34 5.56%| 29 19.44% {31 13.89 89% | 36 0%] 35 278
28 Mar 1 2 3 4 5 6
$100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00
36 0%

You can change the month by clicking on the current month and year.

Also at the top of the Rate Calendar, there is an arrow on each side which allows a user to go

February 2021 |

O [Feb

v |2021

v|°

forward or backwards one month at a time.

< Edit Rates

February 2021 | [reck ]

Legend | >
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The rate calendar will display rates for one rate plan at a time. Using the drop-down list next to the
month and year, you may view any rate plan, but only parent rates can be modified.

RACK- FLEXIBLE RATE v
RACK- FLEXIBLE RATE -
BW- REWARDS MEMBER FLEXIBLE RATE

VR- REWARDS - 1,000 BONUS POINTS PER NIGHT

GM- GOVERNMENT MILITARY

3A- AAAAND CAA MEMBERS

RP- AARP/SENIOR

MR- MANAGERS SPECIAL

group 20

FX-USE REWARDS POINTS

2U- BOOK EARLY AND SAVE

2UB- REWARDS MEMBER BOOK EARLY AND SAVE

15A- OTA NET RATE FOR RACK

15D- OTANET RATE FOR BOOK EARLY AND SAVE

Summer 2023

ABBN- ABB

BERN- BEST BUSINESS REGIONAL

BBSN- BEST BUSINESS SELECT

BC1- BOOKING COLLECT FOR RACK

BCY- BOOKING COLLECT FOR BOOK EARLY AND SAVE

BK1- BOOKING COM FLEXIBLE RATE -

Legend

The best way to understand and interpret the Rate Calendar is to click on the button labeled
“Legend” on the top right of the Calendar.

rr\mte - Hover to see notes O Group - Al least one group is booked on this day
Hover for details

| 1 5 : Lowest and Highest Rate for the Day

$100.00 - $200. oo..-'"/ For selected Rate
MinLOS 2 \
Stay Restriction - Right Click to View All

1 96.77%

Remaining Rooms to Sell / \ Projected Occupancy

Set Quick Rate Amounts Set Middle Occupancy Range
Default Dollar Change $ 10 Between 30 % and 70 %
Default Percent Change 25 % Calendar Day colors

15 Occupany 30% or below
15 Occupany between 30% and 70%
15 Occupany 70% or above

Save & Exit Escape
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Notes

The shaded teal triangle “in the upper left-hand corner indicates the date has a Note. To quickly
view the Note, hover the mouse over the symbol.

| (2] O
— | ——— P, — i
(%)
Title Notes Posted By Defails Dates for Posting
Training Widget Festival Ed Bear - AutoClerk Support at 02/24/2021 -
2021-07-09 14:20:41.0 0212712021
3 fu 9 6 o
$100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00 $100.00 - $200.00

Groups

The blue circle with three people O in the upper right-hand corner indicates there is one or
more groups arriving, staying over, or checking out on that date. To quickly view the groups, hover
the mouse over the symbol.

Group Overview 3/1/2021 v

Group Name Arrival Departure Blocked Picked-Up

5.56%| 2

O March Group 03-01-2021 03-02-2021 11 0

Available Rooms and Occupancy

The bottom left of the date shows the total number of rooms

available to sell and the statistic at the bottom right shows the

27 occupancy percentage.
$100.00 - $200.00
Close to Arrival 2 If a stay restriction has been set for that date, it is displayed in

35 2 78% red below the rate range.

Middle Occupancy Range

On the bottom right corner of the Legend, you may set your hotel's Middle Occupancy Range to
customize the color indicators on the Rate Calendar. This setting can be changed at any time when
and if your occupancy fluctuates throughout the year.
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Set Middle Occupancy Range
Between 30 %and 70 %

Calendar Day colors

15 Occupany 30% or below
15 Occupany between 30% and 70%
15 Occupany 70% or above

The number in the center represents the date of the selected month. The date can be either Light
Blue, Black, or Magenta, and is determined by the occupancy level and compared to the “Middle
Occupancy Range”, which is customizable by the property and will give you a quick visual queue to
the occupancy of that date without having read the percentage.

e Ifthe occupancy is below the low number of the range, then the color of the date is Light Blue.

e Ifthe occupancy level is equal to or between the Middle Occupancy Range then the color is Black.

e Ifthe occupancy level is above the high number of the range,
then the color of the date is Magenta. )

27

For example, if the middle occupancy range is set to between g
30%-60%, and the occupancy for that day is less than 30%, it Close to Arrival 2
will appear as Light Blue.

Set Quick Rate Amounts

The “Default Dollar Change $” and “Default Percent Change” settings will allow you to set a default
amount for the radio buttons in the “Quick Rates” feature. This is helpful if you have fixed
amounts you would normally use to quickly adjust rates.

Set Quick Rate Amounts

Default Dollar Change $ 10

Default Percent Change 25 %
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Daily Overview

You can left click on any date to view the Daily Overview for that date. It will display many hotel
statistics, room availability with rates, stay restrictions, and groups at the bottom.

Daily Overview 2023-02-26 Q
Hotel Summary Availability At A Glance Restrictions
Arrivals 0 K $79.00 27 None
Departures 0 QQ $89.00 43
Stay Overs 0 SK $99.00 10
Qut of Order 0 5QQ $109.00 10
waa $119.00 6
WK $129.00 2
Banquet Room $0.00 1
Group Name Arrival Departure Blocked Picked-Up
Training camp 2023 02-23-2023 02-26-2023 ] 9
Spring Training 2023 02-26-2023 02-28-2023 4 0

Edit Rates

At the top of the Rate Calendar in the upper left-hand corner, “Edit Rates” allows you to change
rates for any rate plans that are already defined in Setup. Note: a user must have the
“PERMIT_EDITING_ON_RATE_CALENDAR” permission to edit rates.

> March 2023 [RACK-BAR v Legend >
Sunday Monday Tuesday Wednesday Thursday [ Friday [ Saturday
i é o (2] [ o [
Feb 26 27 28 Mar 1 2 3 4
$0.00 - $0.00 $0.00 - 50.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
Wal0s 1 MinL0S 1 WaL0S 1 oPeN Close to Amival 1 open open
- 6 Y 8 9 10 1"
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00- $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
opEN MinL0S 2 Close to Amwal 1 oreN Close toAmival 1 oPEN N
12 0 13 O 14 O 1] 0 16 O 17 o 18
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
coen oren oPeN oPEN opEN oren
19 20 21 22 23 24 25
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $208.00 - $235.00 $205.00 - $235.00
oPEN oeex SonLOS 1 SonL0s 2 open WaLos 1 MinL0S 1
26 27 28 29 30 31 Apr1
$285.00 - $285.00 $236.00 - $265.00 $235.00 - $266.00 $235.00 - $265.00 $235.00 - $266.00 $185.00 - $216.00 $185.00 - $215.00
Wal0s 1 MiL0S 1 WaL0s ¢ oPeN opEN oPEN oPeN

After clicking on Edit Rates, the system will display the message:

@ seiect e first day of Rate Change

Select the start date of the Rate Change. Then the following message will display:
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@ sciect the 1ast day of Rate Change

If you wish to change the rates for just one date, then click on the same date again. You can select
any date into the future. The selected date(s) will appear cyan.

< | Escape | QuickRates | | Rales March 2023 Legend| > | °

Sunday Monday Tuesday Wednesday Thursday Friday Saturday
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00
$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00

$0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00 $0.00 - $0.00

o ) i) i)

() )]

26

$255.00 - $285.00
MinLOS 1

27

$235.00 - $265.00
MinLOS 1

28

$235.00 - $265.00
MinLOS 1

29

$235.00 - $265.00
OPEN

30

$235.00 - $265.00
OPEN

31

$185.00 - $215.00
OPEN

$185.00 - $215.00
OPEN

After selecting the date(s), the following message will display:

Q Click Edit Rates to make changes for

selected rate or escape

You may now Escape to cancel, use Quick Rates, or for more options use Rates.

< Escape Quick Rates Rates
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Rates

“Rates” will give you a screen similar to “Setup” when building Parent Rate Plans.

Rate Plan : RACK - BAR Dates : 03-24-2023 - 03-25-2023 0
Quick Rate Change:
. Ban Bk Baa Hsk Bsaa Bwk Bwaa
O Base Rate 205 215 225 225 225 235
O Additional Adult 10 10 10 10 10 10
] Additional Child 0 0 0 0 0 0
] Additional Infant 0 0 0 0 0 0
0 # Included Adults 2 2 2 2 2 2
|
Save

The checkboxes in the far-left column will apply your changes to the entire row. For example, if
Additional Adult is checked and the value for K is changed to 15, then 15 will be applied to the

entire row for all room types after clicking or tabbing out. To turn this off, uncheck the box to the
left.

Note: The checkboxes above each room should never been unchecked because it could
cause availability mismatches between the CRS and the PMS.

Quick Rates

“Quick Rates” will allow you to apply an increase or decrease for every room type and is
convenient for quickly applying the same change to all room types at once for the date range.

Rate Plan : RACK - FLEXIBLE RATE Dates : 04-05-2024 - 04-05-2024 0
Quick Rate Change:

O Dollars or val ® Increase

) enter value Save

O Percentage O Decrease

If you click the “Dollars” or “Percentage” radio button, it will auto-populate the amount set in the
“Set Quick Rate Amounts” box of the Legend.

Rate Plan : RACK - BAR

Dates : 07-05-2024 - 07-05-2024 0
Quick Rate Change:
O Dollars 10 ® Increase
) ~ Save
® Percentage O Decrease
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Right-Click: Other Options

If you right-click on a date you will get the following menu:

View Daily Overview
View Group Overview
Add / Edit Notes
Set / View Restriction

“View Daily Overview” and “View Group Overview" are already included when left-clicking on a date
to get the “Daily Overview”. Selecting “Add / Edit Notes” will give you the following screen:

Title Notes Posted By Details Dates for Posting 0

Rate is subject to change 44791 at 2023-01-24 14:59:19.0 02/26/2023 - 02/28/20
Add New Note

Add/Edit Notes

You can either click on the link of the Title to view/edit the note, or you can click on the button on
the right labeled “Add New Note”.

Title Notes Posted By Details Dates for
Posting
Art Walk walk in's likely Tessa Lara at 2024-01-31 01/05/2024 -
09:13:32.0 01/05/2024
Add New Note

It is recommended to enter a note for each event of the year that might affect your occupancy.
Notes may not be deleted but can be edited to replace the text.

Add/Edit Calendar Note 0
Title | \
Post From mm/dd/yyyy | Until mm/dd/yyyy ]
Content
)
Escape
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Stay Restrictions

Stay Restrictions may be set here in the Rate Calendar by right-clicking on a date, or through hotel
Setup.

Add / View Restrictions

(
Title Begin Date End Date Type
@ Training 02-27-2021 02-27-2021 Close to Some Room Types

Arrival 2

{ | Add View Escape

Notice that you can add or view, but you cannot modify or delete a stay restriction.

The Stay Restriction Setup screen in the rate calendar is almost identical to Setup > Stay
Restrictions.

Stay Restriction Setup

Title
Begin Date mm/dd/yyyy [m]
End Date mmJ/dd/yyyy [m]
Type
Length 2
Apply to Days O All
O Sun OMon O Tue OWed O Thr O Fri O Sat
And Room Types O All

OK DOQQ OsSK OsQQ OWK OwWaQQ [JBanguet Room
And Rate Levels

] *LEVELA ‘ BAR and Locally Negoiated Rates |

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

LEVEL B ‘ Rates that have a 10% Discount

LEVEL D ‘Ad\rance Purchase and 20% Discount

0o o o o

|
LEVEL ¢ | Rates that have a 15% Discount |
|
|

LEVEL E ‘Government Rates

You will not be able to modify nor delete a stay restriction. Instead, you must create a new
restriction which will override the previous restriction. Only the most recent restriction added will
apply. For example:

e Create an Open restriction for a date that is Closed.
e Toundo a minimum length of stay (MinLOS) rule, add a new minimum length of stay
restriction of 1.
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e To change the minimum length of stay rule from 2 to 3, add a new minimum length of stay
restriction of 3.

Note: A MinLos rule for a stay restriction of 1 can only be applied in the Stay Restrictions
setup area

Reservations

There are multiple options to create a reservation, such as from Availability / Rates or the Tape
Chart. From the Front Desk Dashboard, the quickest way is to either select the Reservations icon
from the Shortcuts area or use the blue menu bar and select the Reservations drop down.

AUTOCLERK

Cloud PMS

Main Menu Reservations
Shortcuts New Reservation
Shortcuts Walk-in
Reservations '
Reservations Rate Calendar
Availability
Walk-In
Tape Chart
S+ Tape Chart Search
— - |
@ Group Wizard
[B Reports )
= Group Reservations

The Walk-In feature is identical to the Reservations button, except Walk-In will automatically fill the
“Source” code as “Walk-In".

Name, Status, Confirmation Numbers

On the reservation page underneath the Cloud, the first and last name will display with the status
of the reservation (New which is a future or due-in reservation, Checked In, Checked Out,
Cancelled, or No Show).

AUTOCLERK * AutoClerk Cloud 00599 BW University
Cloud PMS
John Smith  New CRS Confirmation-:615464926-01 MyHMS Confirmation:ZZ10047880232

Once the reservation is saved, two confirmation numbers will appear at the top of the page.

e The CRS Confirmation number is generated from the central reservations system and
signifies the inventory has been deducted from the Central Reservation System (CRS).
o When a booking is made online and sent to the PMS, it will come with the CRS
Confirmation number.
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o When a reservation is booked in the PMS, there should also be a CRS Confirmation
number. The CRS number would then indicate that the reservation was successfully
sent to the central reservation system.
e The MyHMS Confirmation is the local PMS confirmation number that is automatically
generated once a reservation has been saved for the first time. This also signifies that the PMS
inventory for that room type has been deducted.

Note: CRS confirmation numbers will only be generated if a property is using an
interface to a CRS.

Reservation Settings
The required fields will be indicated by a red vertical bar (or “pipe”) next to the cell.

Starting from top left to right, select the arrival date, number of nights or the departure date for
the guest. Then select the room type, adults, children and infants. Next, choose the Rate Plan and
add any “Extras” such as Rollaways, Cribs, or any others that you have created at your property
such as Pet, Pool Towels, etc.

Arrive Nights Depart ST Type Adults Children  Infants
Sun Feb 04 2024 o [ ) Mon Feb 5 2024 v Availability / Rates King Standard ~ 1 v |0 ~| |0 e
| Ed 0 D | B ty e [King [t vl fo ~]lo ]
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Pet Early Check In
[RACK - BAR v| [ s154.00 O $165.37  $0.00 O O

Rooms can be preassigned for future reservations. For details, see Room Selection in the Arrivals /
Check-Ins section.

Tax Exempt Checkbox O

[ state Tax [ City Tax [J County Tax

The Tax-Exempt checkbox will allow you to stop
taxes from being posted with the Room Rent
transaction (both when you manually post the S
transaction and if posted by the night audit). A \ Dene )
popup will allow you to choose to exempt all room

taxes or select specific room taxes. Click “Done” to

apply the exemption to the reservation.

Availability/Rates within a Reservation

“Rate Plan” and “Rate” appear on the second line of the reservation screen and default to the rate
listed first in Hotel Setup. All users can choose the Rate Plan, and users can edit the rate amount if
they have the PERMIT_MANUAL_RATE permission. Note: the drop-down menu will only contain
rate plans that are allowed to be sold at the Front Desk, as defined in Setup under each
rate.
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Arrive Nights Depart T Type Adults Children  Infants

| MonJan202024 | | (3 [+) || Thu Feb 12024 | [Gjs|  Availability /Rates "% [iing Standard v~ [0~ o ]
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Pet Early Check In

[RACK - BAR ~] [ $100.09 0 $360.39  $0.00 D O

Use the “Type” drop-down menu to select the room type and the corresponding rate will populate
in the “Rate” field.

Arrive Nights Depart R Type Adults Children Infants
P - o oom
| MonJan292024 | Bl (3 [+) || Thu Feb 12024 | [+  Availability / Rates Auto [Double Extended vl[1 v o~ o v
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Pet Early CheckIn
[RACK - BAR v [ s119.09 0 $40299  $0.00 O O

To search for rates for different room types per night, click the lime green “Availability / Rates”
button.

The “Availability / Rates” popup shows each date of the stay in the rows and the room type in the
columns. The room type’s availability appears in bold and the overall rooms available are totaled
on the far right. The total tax and stay total will display at the bottom of the column.

The selected rate plan appears in an orange row, with the selected room type in the light blue
column. The teal represents the selected rate which will default to the standard rate amount for
that rate plan. Note: A user can enter a specific rate amount in the “Manual” box if they have
the PERMIT_MANUAL_RATE permission. After entering a manual rate amount, click out of
the field to update the “TAX” and “TOTAL".

In this example, the selection is RACK for the rate plan, NQ1 for the room type, and a $50.00
rate for both 01/12/2024 and 01/13/2024 (which is the default rate amount for that rate plan).
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Availability | Rates (x)
Rate Plan | RACK- FLEXIBLE RATv Arrive: Depart People:  Adults Children  Infanis
03212023 | [y D3z22023 | (@

TAX $4.59
TOTAL 54959

Souce Campany | | Traveragent |

Note that any stay restrictions will appear in red next to the number of infants.

Availability / Rates ()
Rate Plan [RACK- BAR v Arrive Depart People: Adults  Children Infants _|Stay Restrictions
02/04/2024 | [Ee| 02/06/2024 [ CLOSE-Hotel Closed for Renovations v

Other rate plans can be viewed with the Rate Plan drop-down menu in the upper left corner. Here
we will view the 3A - AAA AND CAA MEMBERS plan.
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Availability / Rates ()

Rate Plan | RACK - FLEXIBLE RATv Arrive Depart People: ‘Adults | ‘Children‘ ‘Infan(s ‘
Manual 2024 01/14/2024 1 hd LY v 0 e
RACK - FLEXIBLE RATE - -
BW - REWARDS MEMBER FLEXIBLE RATE

VR - REWARDS 1000 BONUS POINTS PER NIGHT
GM - GOVERNMENT MILITARY
3A - AAAAND CAA MEMBERS
RP - AARP SENIOR

MR - MANAGERS SPECIAL
FX - USE REWARDS POINTS
2U - BOOK EARLY AND SAVE
2UB - REWARDS MEMBER BOOK EARLY AND SAVE

SNQ1 Total

SNQ1 Total

TAX $8.42
TOTAL | stt8.42
S Company | Travel Agent |

Notice there is no orange row. This means you are viewing the rate plan but you have not selected
it to apply it to the reservation and the previous selection still applies (in this case, the previous
selection was RACK from the above screenshots).

Availability / Rates )
Rate Plan |3A- AAAAND CAAME v Arrive Depart People: Adults Children  Infants
01/12/2024 01/14/2024

SNQ1

01/12/2024

Manual

3A - AAA
AND CAA $52.25
MEMBERS

$49.4 $50.35 $48.45 $53.2

01/13/2024

Manual
3A - AAA
AND CAA $52.25
MEMBERS

$49.4 $50.35 $48.45 $53.2

TAX $7.66
TOTAL $107.66

Travel Agent |

souree Company
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To select the rate plan for the reservation, click the rate plan name on the start of the row (3A -
AAA CAA MEMBERS) to highlight the line orange.

Availability / Rates ()
Rate Plan Arrive Depart People: Adults  Children Infants
011212024 | G 01142024 | [EH]
Date NQQ1 NQ1 PNQ1 PNQ2 PNQ3 SNQ1  Total
011122024 57 1 2 1 5 68
Manual | | | flers B i i | \
3A-AAA
AND CAA | $52.25 $475 $49.4 $50.35 $48.45 $53.2
MEMBERS
Date NaQ1 Na1 PNQ1 PNG2 PNG3 SN@1  Total
0111312024 57 1 2 1 5 68
Manual | | | fers B | | || \
3A-AAA
AND CAA | $52.25 $475 $49.4 $50.35 $48.45 $53.2
MEMBERS
TAX 57.28
TOTAL $102.28
source company | Travel Agent |

From the “Availability / Rates” screen it is also optional to enter the number of people at the top
right, and a source, company, or travel agent at the bottom. To apply your rate plan/amount/room
type and any other choices to the reservation, click “Done” in the bottom right-hand corner and
you will be returned to the reservation screen.

Guest Data Tab (and comments)

Company Group
All Notes
Best Westemn ID | |@|
Last |[Smith |
First |{John |
Title [ ~| ETA [3:00PN~
Phone / Type |[55-874-8774 | [MOBILE |
Address 1 |[123 Any Sireet
Address 2 | |
Zip | Country |[85044 | [United States ~ |
City / State | [Phoenix 7 [[Azona ~]

e-mail/ Type HOME v
BihDate [ |
Drivers Lic / Gov ID |
Guest Nationality v
Passport |
Passport Eff. Date
PassportEndDate [ |
CountryOflssue [ +]
Vehicle Make
Vehicle Model
Vehicle Color
License Plate #
Other Phone
Purchase Order
Company
Join BW Rewards

The Guest Data tab is the first and default tab on a reservation.
All fields with the red vertical bar are mandatory. The system will accept a single character for
these fields.
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When entering a US or Canadian Zip/postal code, the system will autofill the matching City,
Country, and State/Provence for you. If there are multiple options for a zip code, the system will
pick the first city alphabetically, and the others are available with the black drop-down arrow.
Note: Canadian postal codes must have a space in between the groups of three (M5V 0H6).

Other fields such as “Birth Date”, “Driver’s License”, “Guest Nationality”, “Passport”, “Vehicle Make”,
and “Other Phone” are optional depending on your own hotel policies.

The “Purchase Order” field is optional. Note that the “Purchase Order” will show up on city ledger
invoices, which may be helpful in certain billing situations.

The “Company” field is optional and allows the name of a company with no address. Companies
with addresses and City Ledger billing must be built in Setup and are added to reservations
through the Company tab.

IS8 Best Western Company

Best Western ID [cooxue]
Last | [Tahiri 1
First |Meyem
Title v | ETA [3:00Ph v |
Phone / Type |[123456789 | [MOBILE v
Address 1 |[123E ]
Address 2 1

Zip / Country |[32608 | United States v
City / State |(Gainesville ¥ |[Florida v

4
e-mail / Type HOME  v| Guest Comments Do Not Rent [J
| EEH

Birth Date Please more coffee for Ms. Tahiri. { Comments stays with the guest profile ) ‘

Drivers License |
Passport ]

Other Phone |
|

Purchase Order
Company [folio tested-5
Join BW Rewards L]

Reservation Comments: Information for this specific stay. An example of this might be
“Late Arrival”. Note: please exercise caution on the type of comments written in this box, as
these comments will show up on the guest’s reservation confirmation letter.

e CRS Comments: Displays comments from the CRS (Central Reservation System). These
only appear on the Guest tab and not the All-Notes tab.

¢ Guest Comments: Attached guest profile and will be copied over every time the guest
profile is used on a reservation. An example of this might be “Guest prefers Ground Floor”.
Note: please exercise caution with the type of comments written in this box, as these
comments will show up on the guest's registration card.

o Do Not Rent: On the Guest tab, this checkbox is used to flag if a guest is not allowed to
stay at the property in the future. When checked, this causes the guest's name to appear in
red when typing the guest name in the “Last” name field on a reservation, and the guest
will appear on the Do Not Rent Report. This checkbox will be saved to the guest's profile,
and it can be unchecked. Note: The Do Not Rent box does not prevent the front desk
from continuing to book the guest, and it will not prevent online bookings from the
CRS. This only appears on the Guest tab and not the All-Notes tab.

e Folio Comments: These comments are editable on the Guest Tab and will be visible on the

Folio screen; however, they will not be visible to guests. These may be used to describe

routing or billing instructions, such as a reminder for “virtual credit card”.
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Add Charge Add Payment
Type Type [Gash v
Description Description COMMENT
Virtual Credit Card
i
Set Default Payment
b F
Amaunt | Required Field Amaunt |0.00 |
Apply Charge Apply Payment
Save & Exit Check In Escape

Adding a Payment Method

The payment information is added at the bottom left of the reservation screen under “Pay Type”.
Cash is always the default payment method when creating a new reservation.

Pay Type |[Cash_v]

Check

Hold Type |[CC-GTD v

Credit Card Action | -

Save & Exit Save Refresh Escape

Before adding a credit card or attaching City Ledger (direct bill) account, a you must save the
reservation. For details on adding a credit card, see the Credit Cards section. For details on adding
a City Ledger payment method, see the City Ledger section.

Hold Type | CC-GTD ' Pay Type | Cash v
Credit Card Action - v Go

Save & Exit Sa Add CC with Authorization pe

Date Edit CC

0910:2020 Delete CC

Source and Market Codes

Toward the bottom right of the screen, enter in the Source and Market codes. Both are required
and must be entered before you can “Save” the reservation.
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Source | Front Desk M Source2 |Front Desk v| Cancel Policy |[4PM v
Channel: Front Desk
Market | Locals hd

Note: A source code is how the business was obtained. A market code is the demographic
the guest belongs to.

Saving the Reservation

Once all guest information on the Guest Tab is
verified, click “Save” to save your progress and
continue editing, or “Save and Exit” to return to the
dashboard. A popup with the MyHMS Confirmation
number will appear confirming that the save was
successful. Note: if the popup with the
confirmation number does not appear, the
changes to the reservation have not been saved.

Best Western Tab

The Best Western tab will give you the options to either enroll a new Best Western Rewards
Member or to look up an existing member. All guest information will copy over from the “Guest”
tab for quicker enrollment. To enroll a new Member press the “submit enrollment” enrollment
button at the bottom. To look up an existing member, use the “LookUp” button the right of the last
name to bring up a separate menu. Enrolling in BWR, Looking up a rewards profile , and Enrolling
a Guest in a BWR Promotion are covered in depth later in the Creating Reservations section.

Attention!

Reservation ZZ10082727860 has been saved.

OK

Guest Company Group Travel Agent All Notes
Best Western
Last |[Smith {Looun|)
First |[John [
Title | v
Phone / Type |[555-874-8774 | [MOBILE v |
Address Type \ HOME V| Affinity Program | TWPOS - No Affinity Preference V\
Address 1 |[123 Any Street | Miles | v]
Address 2 | | Ean |BW Reward Points v
Zip | Gountry ”35044_ | ‘U'“efj States v | Account Number 1D [Account Number 1D |
City / State |[Phoenix 3 |[Arizona M Communication Preferences:
Email / Type |[John.smith@yahoo.con| [HOME v|
P . . Language _ENGLISH v
Would you like to receive BW Rewards offers via email?
O Yes @® No
Would you like to receive BW Rewards offers via postal mail?
O Yes ® No
Would you like to receive offers from BW Rewards Partners via email?
O Yes ® No
Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes @ No

Company \ |

Incentive Code

Submit Enroliment
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Company Tab and Attaching a Company

After saving a reservation, you may add a company and company address via the Company tab.

Best Western Company Group Travel Agent All Notes
Best Western ID | [[Lookup|
Last | Smith
First |[John | Reservation Comments
Title | v| ETA [3:00PM v
Phone / Type |[555-874-8774 | [MOBILE ~
Address 1 |[122 Any Street |
Address 2 \ |
Zip / Country 85044 | [ United States v | Guest Comments
City / State |[Phoenix * |[Arzora v
e-mail [John.smith@yahoo.co| [ HOME v|
Birth Date | [EEH
Drivers License
Passport

Other Phane
Purchase Order
Company

Join BW Rewards

Folio Comments

All fields (except for “Company” or “Company Code") are read-only. Begin to type the company

name you would like to associate with the reservation. If the company is programmed in Setup,
the company name will start to auto-populate after typing only two characters. You may also type
in a Company Code for lookup. Select the correct company from the drop-down.

Guest Best Western Group Travel Agent All Notes Guest Best Western Group Travel Agent All Notes
Company Remove |Acme Sy Or Company Code Company Remove Or Company Code [AC
Last
;::z: | Company Comments First Company Comments
Other Phone Other Phone
Fax Fax
e-mail e-mail
Address 1 Address 1
Address 2 Address 2
Country Country
Zip Zip
City City
State State
Credit Limit Credit Limit
Tax |D Number Tax ID Number
Irafarrnd Data Dian afarrard Data Dian

The below pop up will only appear if the company account has a “Preferred Rate Plan” set up on
their Company profile. Select Yes.

Attention! (x)

This Company has a preferred Rate Plan:
ACME Supply
Do you want to apply it to this reservation?

The next pop-up window will show the rate change which will show the Original Rate of the
reservation and the New Rate attached to the company preferred rate plan. Select New Rate and
click ok.
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Confirm Changes

The changes that you have made resulted in a change of rate.

O Original rate.

® New rate.

Date Original Rate| New Rate
05/08/2023 $180.00 $79.00
Comments :

Attached Company

OK

Now, all the company’s information will appear in the Company tab as below. The rate plan drop-
down will also show the company rate plan selected. Click “Save” to update the reservation.

Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt
ACME Supply | v | $79.00 ‘ 0 $88.09 $0.00 O
Guest Best Western Company Group Travel Agent All Notes
Company zemeve |ACME Supply | Or Company Code [ ACNE
Last Coyote
First Wile Company Comments
Other Phone  866.750.3144

Fax

e-mail

Address 1
Address 2

Country

Zip

City

State

Credit Limit

Tax ID Number
Preferred Rate Plan

Hold Type |[CC-GTD v

Credit Card Action [ Add CC without Authorization [ty o/l

Save & Exit

Coyote Wile@gmail.com
12 Any Street

Unknown
85044
Phoenix
NA
25000

ACME Supply

Pay Type |

a5
COMPLIMENTARY
Training
Escape

Save Refresh

Under the “Pay Type” drop down at the bottom, if the company is set up with a credit limit, you will
have the option to select the company to direct bill (Appears as CL: for City Ledger). You can still
use any other form of payment if needed, and/or set up folio routing later.

Group Tab

From the guest data screen, after entering the guest information and saving the reservation, click
on the “Group” tab.
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Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt |
[RACK-BAR v $205 00 0 $228.58 $0.00 0
Best Western Company Group Travel Agent All Notes

Best Western 1D | _|LookUp
Last [[Smith |
First |[John |
Title | v| ETA [3:00PMv |
Phone / Type |[222-666-9999 | [MOBILE
Address 1 |[123 Happy St
Address 2 | |
Zip { Country |[20210 | [United States ~|
City / State |[Washington + |[District of Cr v |

e-mail / Type | [HOME v

Birth Date | [EE

Reservation Comments

v]

Guest Comments

|
|
Drivers License |
Passport |
|

|

|

Other Phone Folic Comments
Purchase Order
Company

Join BW Rewards [

The Group tab fields are read-only and will be blank if the reservation is not attached to the
group. To attach to a group, click “Attach to a Group” at the bottom.

Rate Plan
[RACK-BAR

Rate

v| [ s205.00

Confidential Rate Stay Total Balance Tax Exempt
0 $228.58 $0.00

Guest Best Western Company Travel Agent All Notes

Reservation Name
Group Name
Last

First

Business Phone
Fax

Home Phone
e-mail

Address 1
Address 2
Country

State

Zip

City

Attach to a Group

Group

Group Reservation

When attaching to a group, the popup below will appear. If the reservation you are making
happens to be on the date(s) that a specific group is in house, the names of the specific group(s)
will be available in the pop-up with the “Attach” button.

Group Reservations

Group Name Reservation Name Arival Departure

Attach Andy Group Andy Group 2023 03/25/23 03/26/23

However, if the dates that you are making the reservation for do not have any groups in house,
the pop-up will be blank.
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Group Reservations

Group Name. Reservation Name Arival Departure

When you click “Attach”, an additional pop-up will warn you that the rate will be changed to the
group rate and ask you to confirm.

Attach Reservation To Group QGJ

You are about to add this reservation to the selected group.
The rate for the stay will be change to the rate assigned to the group.

Do You Want to Continue?

Cancel Yes

To complete the process, click “Yes”. Important: For the reservation to be attached
successfully, that specific room type that you are booking the reservation for, must be an
available room type under the hard block for the group.

If changing the rate plan changes the rate amount, there will be one more popup asking if you
would like to update the rate amount.

Confirm Changes

The changes that you have made resulted in a change of rate.

Date Original Rate| New Rate
03/25/2023 $205.00 $99.00

Once you select a rate and press “OK", the reservation will update with the group Rate Plan and
Rate amount. In addition, the Group profile and address will appear under the Group tab as read-
only. Note: make sure to save the reservation after making any changes.

If the reservation is already attached to a group, there will be group profile information in the
read-only fields, and there will be an “Unattach from Group” button instead. Note that the

Unattach button would remove the group, however, it would not prompt you to change the rate
code, which must be done manually.
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Reservation Name
Group Name
Last

First

Business Phone
Fax

Home Phone
e-mail

Address 1
Address 2
Country

State

Zip

City

Best Western

AutoClerk Cloud User Manual

Company Group Travel Agent All Notes

Midwest HS Volleyball 2024
Midwest HS

John

Smith

555-555-5555

Group
Group has city ledger account

Group Reservation

United States
lllinois

60606
Chicago

Unattach from Grou

Travel Agent Tab and Attaching a Travel Agent

Most reservations that involve a TA (travel agent) will come through the CRS (Central Reservation
System) and there may be a Reservation or CRS comment to indicate it came from a 3"-party
travel agent. If needed or if you have local travel agents programmed in Setup, you may attach the

travel agent to the reservation by clicking on the Travel Agent tab.

Guest

Travel Agent | |

Other Phaone

Address 1
Address 2
Country

Flat Comm.
Comm. %
Manager Last
Manager First
Wanager Phone

Best Western Company Group All Notes

Travel Agent Comments

IATAZ
Last
First

e-mail

Zip
City
State
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All fields (except for “Travel Agent”) are read-only. The “Travel Agent” field allows you to look up
the TA and once you have selected the TA, the system will fill out the fields for you. You can type in
the IATA number or the name of the travel agency. Once the Travel Agent is selected, the system
will auto-populate the other fields.

AUTOCLERK AUTOCLERK
Cloud PMS Cloud PMS
. . George Washington  New CRS Conf
George Washington  New CRS Confirmation:n/a
Arrive Nights Depart
Arrive Nights Depart || MonMar12021 | @ (1 [3) |] Tue Mar 2 202
|| Mon Mar 12021 | " [1 '] || Tue Mar 2 2021 | 'l |Rate Plan | IRate I Confidential Rate Stay
Rack v $110.00
Rate Plan Rate Confidential Rate Stay Total Balance
| Rack v| [ s11000 | [¢] $192.50  $0.00 e
Travel Agent (Academi Training Center )
Guest Company Group All Notes IATA# 34574492
7 . Last
Travel Agent |ac | Travel Age First
IATA# | 34574492-Academi Training Center 1 Other Ph°“‘i
e-mal
;?9: 45716646-ACADEMY SPORTS & OUTDOORS | Address 1 [P.O. Box 1029
Other Ph S| 24502262-Accent Travel Intl Inc Address 2
ers-none e i Country United States
aomail 96010946-Access Bookings Limited Zip 27958
NOCOADOA AOOCCOO0 DOOIIANMOO LIAMITED City ngod.(
State North Carolina
Flat Comm
Comm. % 10
Manager Last
Manager First
Manager Phone 252 435 2488

All Notes Tab (and comments)

The All-Notes tab will collect all notes from all other tabs and display them in one screen, like

below:

Guest Best Western Company Group Travel Agent

Reservation Comments

Comment just for this reservation.Guest will be bringing a pet just this one time.

Guest Comments

Please more coffee for Ms. Tahiri. { Comments stays with the guest profile )

Folio Comments
This is only for the Hotel to see.

Group

Group Reservation

Company Comments
Room and Tax Only

Travel Agent Comments

Housekeeping Comments
Has a big dog in the room!|

“Reservation Comments”, “Guest Comments” and “Folio Comments” come from the Guest Data

tab.
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All comments on this screen are read-only because they are edited in different areas of the
system, except for “Housekeeping Comments”. Any Housekeeping Comment will appear on the
housekeeper sheets and housekeeping reports; for example, “Has a big dog in the room”. Note:
these comments will not sync with CleanMeNext.

e The Group and Group Reservation comments are also visible in the Group tab, and can
be edited in the group block. Examples include “This group has room and tax to the
master” or “On Saturday April 24, the bus leaves at 9:00am sharp!”

¢ Company Comments come from the “Remarks” field of the Company screen in Setup.

e Travel Agent Comments come from the “Remarks” field of the Travel Agent screen in
Setup.

Action Buttons (Check In, No Show, Cancel, Copy Reservation, Re-
Instate)

The action buttons are four white buttons on the

. . Check In
right-hand side of the Guest Data screen. They m—
. . . [e] ow
will change depending on the reservation status.
Cancel Re-Instate
Copy Reservation Copy Reservation

e Check In - Available once a room number
is assigned. Changes the reservation status
from “New” to “Checked In".

¢ No Show - Changes the reservation status from “New” to “No Show" and is usually only
used when performing the Night Audit.

e Cancel - Changes the reservation status from “New” to “Cancelled” and is used to cancel a
reservation either with or without penalty. The system requires a short cancellation
comment and allows an optional name and phone number of the guest cancelling. It will
also generate a separate Cancellation Number (ends with C) and the cancellation
Comments can be edited later by accessing the reservation and clicking on the Cancellation
Number. If “Enable Auto Email of Conf and Canc” is turned on in Hotel Setup, a cancellation
will automatically be emailed to the guest after cancelling a reservation.

Are you sure you wish to cancel this reservation?

Cancelled By Name
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Copy Reservation - Copies a reservation and will bring over all the information from the
previous reservation except the Folio comments and any Extras (Rollaways, Cribs, etc.)
When a reservation has been copied you will have the option to change the name on the
reservation. Anytime a profile name change is detected, you will receive a pop-up warning
while attempting to save the reservation:

Profile Name Change Detected I:!:I

Do you want to edit this guest profile or create a new profile?

Edit \ New Profile | | Cancel |

When selecting New Profile, you will be prompted with an additional pop-up warning
asking if you would like to keep the existing credit card on file. Selecting Yes will keep the
existing credit card on the copied reservation. Selecting No will save the new profile and
remove any existing credit card that was copied over.

Guest Credit Card I:K:I

Do you want to keep existing credit card(s)?

L Y
| Yes || No |

Re-Instate - Available when a reservation has been Cancelled or has been marked a No
Show. This can also be used for a guest who checked-out but decided to extend their stay.
Once reinstated, the status will change from either “Cancelled” or “No Show” to “New”.
Note: Re-Instate should not be used on any prepaid OTA reservations.

Direction Buttons (History, Folio, Letters, Log)

The direction buttons are below the Action Buttons.

History
History - Takes you to a list of the guest's stay history, Folio
including links to past and future reservations, and stay Letters
statistics such as most frequent room and average rate. Log

Folio - Takes you to the guest folio where you can post

charges, collect payment, and more.

Letters - Allows you to preview, print, or email Letters programmed into your system such
as a cancellation letter, confirmation letter, or registration card.

Log - Takes you to the activity log for that specific reservation. It includes the user who
made the change, a description of the change that occurred, and the date and time of the
change.
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Itinerary

At the bottom of each page of the reservation under the orange buttons is an area called the
itinerary. The itinerary shows each night of the guest stay, the current status of the reservation,
the Room Type, the room number (this column will be blank if a room number has not been
assigned), the Rate Plan the guest has booked each night, and what rate they are paying per night

before taxes.

Save & Exit Save Refresh Escape
Date Status Room Type Room Rate Plan Rate
03/25/2023 NEW 1 KING BED 226 RACK - BAR $99.00
03/26/2023 NEW 1KING BED 226 RACK - BAR $99.00

Best Western Rewards Profile ID Lookup

There are two ways to perform a Best Western Rewards Profile ID search. You may use “Lookup”
button to the right of the Best Western ID field in the Guest tab, or you can use the Best Western

tab on the black bar in the guest's reservation.

JohnMoran  New CRS Confimation nfa yHMS Confimation ZZ400503045844
Amive Mights.
| “satmarzs 2028 | e (1

Tipe  Aduts Crden nfants
Ko ~)|1 ~] [0 vl [0 ~

Depart
) || Suntiar 262025 | [l Availabiliy | Rates: 1‘;‘

Rate Pian Rate Gonfidental Rate Stay Total Balance Tax Exempt  Rollaways Cribs Pet Parking Parking - Discount
RACK - BAR v [ s20800 §228.58  $0.00 ov|  ov[[ov] [ov 0

CheckIn
o Show
Canoel
Copy Reservation

o
Histo
|r.|a'a|| g
+ | John Reservation Gomments GRS Comments Falio
Tiie ~| Era [3:00PM- Letters
Phane 1 Type | 1236566656 WOBILE @ Regears
Add D
Log
Uniled Siztes «
T [[Nevada =] Guest Comments Do ot Rent )
emal | om | [HOME _ ~ Guest Statlstics
| EH Aug # of Nights 100
CXL Rabio 0%
—— Aug Rate § 206.00
s hast Freq Rm Typ K
Folio Comments
hiast Freq Room
Active Stay 1
Total Reservations. 1
Cancels ]
No-Shows ]
Hald Type |[CC-GTD Pay Type | Cash v Source |[Front Desk Source2 [Front Desk

Credit Card Action  Add CC wilhout Autnarizaban | | Ga | Market || Tourist

Save &Exit  Save  Refresh  Escape

V| Cancel Palicy |[24H »
Mol COM
Conirol

ey Fokn

For the first example we will demonstrate the Best Western tab lookup.
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Best Western Company Group Travel Agent
Best Western ID | ||L00kUp|
Last |[Maoran
First [[John | Reservation Cor
Title ~¥| ETA [3:00PM~
Phone / Type |[123-666-6666 | [MOBILE  ~|
Address 1 |[123 Main St |
Address 2 | |
Zip / Country (89118 | [United States v |
City / State |[Las Vegas % |[Nevada  +] Guest Comment;
e-mail [jchn@icloud com | [HOME v|
Birth Date | | =N
Drivers License | |
Passport | |
Other Phone | | Folio Comments
Purchase Order | |
Company | |
Join BW Rewards U

Click on the “Lookup” button to the right of the Last name field.

Guest Company Group Travel Agent All Notes
Best Western
Last |[Required Field JLookup)
First |[Required Field
Title v

Phone / Type | Required Field| | MOBILE  ~ ]

Address Type |HOME v Affinity Program | TWPOS - No Affinity Preference v
Address 1 |[Required Field \ Miles | v
Address 2 | | Earn | BW Reward Points v

Zip / Country |[Required Field | [United States | Account Number 1D [Account Number ID |
City / State || ¥ |[Nevada ~] Communication Preferences:
e-mail |[Required Field |[HOME — «| Language [ENGLISH "
Would you like to receive BW Rewards offers via email?
O Yes ® No
Would you like to receive BW Rewards offers via postal mail?
O Yes ® No
Would you like to receive offers from BW Rewards Partners via email?
O Yes @® No
Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes ® No
Company \ |
Incentive Code
Submit Enrollment

A pop-up window will appear to search for the profile.
There are three (3) search options:

1. BWRID
2. Last name, First Name and City
3. Email Address

Note: You may search using only one (1) option. Using more than one option will cause an
error message to appear.
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Enter the data in the option field(s) you are using to search by and then click “Look Up”.

Best Western Rewards Lookup @J

BWR ID:BWR ID

)

Last Name:|Last Name |

First Name:|F rst Name | Look Up Clear

City:|=::2 ty |

e

ema

e-mail

If there are multiple accounts, ask the guest to confirm their email address, city, or account
number. Click the “Select” button to the left of the correct account.

Best Western Rewards Lookup

BWR ID:BWR ID

Or

Last Name:Moran |

First Name:[John | Look Up Clear

City: Las Vegas |

Or

emai\:\ema |

Rewards ID Last Name| First Name| City Email

6006637738528603 Moran John Las Vegaq john@icloud.com
|

elect | 6006630582172891 Moran  John Las Vega
| Select | 6006637451228803 Moran  John Las Vegad MORAN_J@ME COM
| Select \ 6006637676232556 Moran John Las Vegaq Pinhigh59@aol com

Escape

After selecting the profile, the guest's Best Western Rewards Profile information will populate in

the Guest tab.

Note: When you perform a Best Western Rewards Profile ID LookUp, it will replace the

guest information with the data from the rewards profile. If the rewards profile is not up to
date, the guest profile will no longer have accurate guest data. Before you add a Rewards
Profile to the reservation take note of the current guest data in the event you will need to

re-enter it for accurate reservation information.

Changes to the Guest tab for a BWR member will not change the profile in the Best Western

Rewards system. Guests must make updates to their rewards profile through the website, app, or

by calling Best Western Rewards.
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The guest’'s BW Rewards ID number, their Rewards Level, and Points Balance will now appear at
the top of the reservation above the confirmation numbers.

AUTOCLERK AutoClerk Cloud University
Cloud PMS
sw Rewards 10-[§006637738528603) Lever Batance: (0]
John Moran New CRS Confirmation'n/a MyHMS Confirmation:ZZ4 0050368945
Arrive Nights Depart Type Adults Children  Infants
Sat Mar 25 2023 Ion Mar 27 2023 Availability / Rates SQQ v |1 ~| |0 hd 0 hd
| Satvar 5203 | ] (25 | oo 22 20 | valabilty RSOR® (saa vt [0 _v] [0
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Pet Parking Parking - Discount
RACK - BAR ~| [ s225.00 | O $250.88  $0.00 ] fovl
Best Western Company Group Travel Agent All Notes
Best Westem |D  [6006637738528603 | ‘Rﬂmwe BW m\
Last |[Moran |
First |[John | Reservation Comments CRS Comments
Title | v| ETA [3:00PMv |
Phone / Type |[123-666-6566 | [MOBILE  ~|
Address 1 |[123 Main St
Address 2 | | ) A
Zip / Country |[89118 | [United States ~ | -
City / State ||Lzs Vegas = HNevada v] Guest Comments Do Not Rent

e-mail [john@icloud.com HOME -
Bthoate [ | [

Drivers License | |
[

1= |

The guest’'s BW Rewards ID number, their Rewards Level, and Points Balance will also appear at
the top of the folio above the confirmation numbers.

() AUTOCLERK * AutoClerk Cloud University
Cloud PMS

!BWRewam ID: 6006637738528603 Level Gold Balance: O.DDI
ontirma

John Moran CRE Confirmation: MyHMS onZZ10107865669
Date | Hotel Date | user | Type |

| | | | Page 1 of 1. yiew more transacfions

Folio # 13048711

Add Charge Add Payment Frint Folio
Folio to Excel
Type Type COMMENT Folio to PDF
Descrption Description Email Folio
p e-Regcard
) Set Default Payment (] Use Company Address

Amount Required Field Amount 225.58

Apply Charge Apply Payment

Save & Exit Check OQut Escape
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Enrolling in Best Western Rewards

Using the Best Western tab on the guest's reservation, enter the required guest’s profile
information (marked by a red vertical bar). Note: If the email provided is not valid, the hotel
clerk will not receive points for the enrollment. You will need to confirm if the guest wants to
opt into BW Rewards and BW Rewards Partners marketing email or postal mail; these settings are
required for enroliment.

Guest Company Group Travel Agent All Notes
BestWestern

Last |[Required Field |Loo<.lp‘

First |[Required Field |

Title v
Phone / Type |[Required Field] [MOBILE v B
Address Type |HOME C,: Affinity Program | TWPOS - No Affinity Preference v

Address 1 I Required Field Miles _ v

Address 2 Earn |B

Zip / Country ||Required Field United States v Account Number ID |Ac
City / State ~ | California v Communication Preferences
Email / Type ||Required Field |[HOME v Language W
Would you like to receive BW Rewards offers via email?
O Yes @® No

Would you like to receive BW Rewards offers via postal mail?
O Yes ® No

Would you like to receive offers from BW Rewards Partners via email?
O Yes ® No

Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes ® No

Company
Incentive Code

Submit Enroliment

The “Incentive Code” refers to the three (3) digit code belonging to the employee who is enrolling
the guest. The employee will receive credit to their Best Western Rewards account for all qualified
enrollments. If the manager entered this code in their user profile, the code will automatically
populate in the enrollment form. If not entered in the user profile, it needs to be manually entered
during the enrollment.

Company

|Incentive Code (031

Submit Enroliment

If the employee does not know their code, it can be found in the property’s MemberWeb. Click the
“Rewards” menu option:

163



AutoClerk Cloud User Manual

an | ContactUs | Us

BWH ' Hotels

Revenue Mgmt

pid 00599 AutoClerk Cloud

Travel Card

o :
QuickSight .
BestCheque Commission »
Business Advantage

Products

@ WORLDHOTELS BW ' BSfﬁ.wf:Efr" :

Submit Service Request  »
Security
Help

Customer Care

May 31, 2023 03:25:04 PM(MST)

Then in the drop-down menu, click “Front Desk Incentive”:

BWH ' Hotels AM st Pro9)d 00589 Autocle o
Table of Contents MEMBER WEB el
PO g

Note: Employee numbers may differ slightly between this page and other areas of the
BestWestern network. For AutoClerk Cloud, the correct Front Desk Incentive code

specifically comes from the last three digits of the number from the above page in
MemberWeb.

An Affinity Program allows the guest to earn more points or extra benefits with their reservation. If

the guest has a preference of which program to use, that may be chosen in the enroliment form
from the drop-down menu:
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Guest Company Group Travel Agent All Notes
Best Western
Last |[Required Field |Lookup
First |Required Field |
Title | v
Phone / Type |Required Field [MOBILE |
Address Type | HOME v] Affinity Program | TWPOS - No Affinity Preference v
Address 1 HRequired Field \ Miles | TYWPOS - No Affinity Preference
Address 2 ‘ AAA for US guests

Earn

CAA for Canadian guests
Account Number ID | Harley Rewards

Communication P} NASCAR/Speed Rewards
Email / Type |[Required Field | [HOME v] Service Rewards

Zip { Country ”Required Field | \Umled States V|
City / State || * v

Language
Would you like to receive BW Rewards offers via email? Juag AARP Rewards

O Yes ® No
Would you like to receive BW Rewards offers via postal mail?
O Yes @ No
Would you like to receive offers from BW Rewards Partners via email?
O Yes ® No
Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes @ No

Company \

Incentive Code

¢ TWPOS: This is the default if the guest does not want to use an Affinity Program.
e AAA/CAA: American Automobile Association (USA/Canada)

¢ *Harley Rewards and NASCAR Speed Rewards are no longer available.

e Service Rewards: Active and veteran military personnel

¢ AARP: American Association of Retired Persons

The guest will need to provide their account number for their Affinity Program which is entered in
the “Account Number ID” field.

Guest Company Group Travel Agent All Notes
Best Western
Last |[Required Field |Lookup
First |[Required Field \
Title | ~
Phone / Type |[Required Field [MOBILE |
Address Type |HOME v Affinity Program | AAAfor US guests ~|
Addrass 1 |[Required Field | Miles | v
Address 2 | \ Eam |BW Reward Points
Zip / Country ‘Required Field | [United States v | Account Number 1D @12345678 J
City / State || % |[Arizona v|
Email / Type |[Required Field | [HOME M Communication Preferences:
i i i1?
Would you like to receive BW Rewards offers via email? Language |ENGLISH -
O Yes @ No
Would you like to receive BW Rewards offers via postal mail?
O Yes @® No
Would you like to receive offers from BW Rewards Partners via email?
O Yes @® No
Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes @® No
Company ‘

Incentive Code

Submit Enroliment

The guest has the option to earn airline miles or BW Reward Points from their reservations.

If the guest elects to earn airline miles, choose “Miles” from the “Earn” drop-down menu. You will
then need to choose their airline partner from the “Miles” drop-down menu. Once chosen, a
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“Flight Number” field will appear and the guest must provide their frequent flyer number for that
partner.

Guest Company Group Travel Agent All Notes

BestWestern

REWARDS.
[Reguired Field [Lookup|

[Required Field |

Last
First

Title | v
Phona / Type |[Required Field| [MOBILE v

Address Type |HOME v] Affinity Program | TWPOS - No Affinity Preference v|
Address 1 ||Required Field | Miles | Southwest Airlines v
Address 2 | | Flight Number HRR123456?B u

Zip / Country |[Required Field | [ United States v | s
City / State || 3 |[Arizona v
Email / Type |[Required Field | [HOME v|

Eamn

Language _ENGLISH ~

Would you like to receive BW Rewards offers via email?

O Yes @ No
Would you like to receive BW Rewards offers via postal mail?
O Yes @ No
Would you like to receive offers from BW Rewards Partners via email?
O Yes @ No
Would you like to receive offers from BW Rewards Partners via postal mail?
O Yes @® No

Company ‘

Incentive Code

Submit Enroliment

There are many languages available to receive BW Rewards correspondence if the guest prefers a
language other than English. Select the option the guest prefers from the “Language” drop-down
menu.

Company Group Travel Agent All Notes

@ Best Western
REWARDS.
Last |[Required Field |LookUp‘
First ||Required Field
Title Rl
Phane / Type |[Required Freld] [MOBILE v
Address Type |HOME ~| Affinity Program | TWPOS - No Affinity Preference v
Address 1 “RSQN‘E-U Field Miles | Southwest Arrlines. v/
Address 2 J Flight Number |[RR12345678
Zip | Country |[Required Field | [United States v | Eam [Mies |

City / State || 1 [[Arizona v] Communication Preferences:

Email / Type |[Required Field |HOME w|

Would you like to receive BVW Rewards offers via email?
O Yes @ No

E;nguage ]th

Would you like to receive BW Rewards offers via postal mail?
O Yes @ nNo
Would you like to receive offers from BW Rewards Partners via email?
O Yes ® No
Would you like ta receive offers from BW Rewards Partners via postal mail?
O Yes ® No
Company |

Incentive Code

Submit Enroliment

Once information and preferences have been entered and selected, click on “Submit Enrollment”.
You will then see an “Enrollment Successful” message along with an image of the guest's blue Best
Western Rewards card displaying their name and Best Western Rewards number.
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Guest Company Group Travel Agent All Notes
Best Western Enroliment Successful
REWARDS.

Last ‘Name |,:,‘» Bly| Bestwestem
First [Gues‘ | REWARDS.
Guest Name
Title | v] 6006630123456789
Phone / Type || 555-555-5555

Once a member profile is added to a reservation, the BW Rewards ID, membership Level, and

points Balance will display at the top of the guest data page:

AUTOCLERK
Cloud PMS

John Moran  New CRS Confitmation rya

£ AutoClerk Cloud University Seareh today Q

W Rewards ID. B006637738528603 Level Gold Bawnce 0
MyHS Confrmation ZZ 10073790736

lmme | mD Depant . Type ]m Chidren  Infants

Man Jan 15 2024 (1 =) | Tuedan 16 2024 7] Aurailability | Rates. 1 »0_~j0__~lf0

| B I | = - ] [0 L

Rate Plan Rate. Confidential Rate Stay Total Balance Tax Exempt ldhmlmmwr-m Pet Wine & Cheese Early Checkin BugCheck
RACK - BAR | 0 $3688 §0.00 0 Ov| [0w Ow| Ow Ow| 0 0 0w

Best Westem (D BO0SSITT38528003

Last | Moran
Fst [ John Reservation Comments CRS Comments
Tite ~| Ela [3:00PM~
Phene | Type | 1255855566 T [MOBILE  »
Address 1 | 123 Man St
Address 2
Bip! Gountry | 28118 United Seates w B
Ciry ¢ Stne | Lars Viegas 3 |[Nevaga Gueat Commerts s Mot Rt
emal phoxioud com HOME _ ~
B Date: E
Drivers License:
Passpat
Otiar Fhone Folia Comments
Purchase Order
Company
Join BW Rewarde. @
Hold Type |[CCGT0 v Pay Typa |[Cash Souree |07 Front Gesk ~| Source? [01 Fronl Desk
Crecit Card Action ~| [Go Market | Comporate ~|
Room

Dave. Status
Q1152024 W
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CXL Ratio
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host Ereq Room
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Cancels

conmnBxlzg

w| Cancel Polcy |[4PM » |
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Enrolling a Guest in a BWR Promotion

Once an existing membership is attached to a reservation, you can enroll in and check enroliment
status of promotions for BW Rewards members from their reservation. In the “Best Western” tab,
click on Promotions:

AUTOCLERK * AutoClerk Cloud University, BW Collection Search today. Q
Cloud PMS

BW Rewards ID: 6006637738528603 Level: Gold Balance: 0

John Moran  New CRS Confirmation: /3 MyHMS Confirmation:y/a

Arrive Nights  Depart oy Type Adults  Children  Infants
Fri May 09 2025 | [&] Sat May 102025 | [&7 Availability | Rates - 1~ [0~ [0«

| May o ([ [[sathay I+ ity h g Ii—~]

Rale Plan_ Rale Confidential Rate Stay Total ~Balance Tax Exempt

$0.00 [u) $0.00 $0.00 [u]

Guest Company Group Travel Agent

Extras A

Best Westemn Enroliment Successful
@ REWARDS.

Promotions

Last o] et
Firet (8w REWARDS.
John Moran
Title [ ]
6006637738528603
Phone / Type | [123-666-6666 | [MOBILE -
Address Type [HOME v Affnity Program [ TWPQS - No Affiny Preference v

wies [ ]
Address 2 Eam

ZipI Coutn Account Number
City / State Communication Preferences

Language [ENGLISH v Update Preferences

Address 1 |[123 Main St

Emal Type

Would you like 1o receive BW Rewards offers via email?
OYes @ No

Would you like 1o receive BW Rewards offers via postal mail?
OYes @ No

Would you like 1o receive offers from BW Rewards Partners via email?
OYes @ No

Would you like 1o receive offers from BW Rewards Partners via postal mail?
OYes @ No

Company
Incentive Code

A popup will present all the promotion(s) that the guest is eligible for. If one is already checked
when opening this screen, this guest is already signed up for that promotion.

Best Western Rewards - Promotions

Enroll Promo Code Title Start Date End Date Registered
0 PWPSPRING24 0810272024
0 SUMMER24 Eam 10,000 bonus points after completing 3 eligible stays, imit 20 000 points 0512012004 0910212024
o INDIAREWRUSH224 %ﬂgca%eﬂso}? bonus points after 3 eligible nights in India,_Sri Lanka, or 05/20/2024 09/02/2024
& P —— £ain 10,000 bonus ooifs hen vou complete 3 e nighs n Austaiaor e gg 004 e
=) ASIAREWRUSH224 zg%jpg?rﬁswug points when you complete 3 eligible nights in Asia,_maximum 05/20/2024 09/02/2024
e e — Earn 10,000 banus s hen you calele i nighis 1 A2 NN 0550204 e
o  ASIAREWRUSHZ24IP £21010.000 bons ponis when you complee 3 egile g I Asi, maK U o502024 0810212024
0 ASIAREWRUSH224BH 0512072024 091002024
[m] ASIAREWRUSH224VT 05/20/2024 09/02/2024
0 EMEAREWRUSH224 0.000bonus points after compleling 3 cligible nights at paricipating couniries - gg0/2004 09/02/2024
SSRAMINTRAIX Take your next Bangkok city break and earn three times more with 2 member exClUsIVe (7 2 oo, 081152024 —

offer.

Description

Enroll Cancel

To get details about the promotion, click on the hyperlink of the promotion. A description will
appear in the Description box at the bottom of the popup:
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Best Western Rewards - Promotions (=)
Enroll | Promo Code | Title | start Date | End Date | Registered
o PwrsPRING22 Egsu; !j:%‘ ﬁ pﬁuigs reservation and get 2 000 bonus points on upto 10StaYS Tora (4012024 090212024
(m} SUMMER24 » 05/20/2024 00/0212024
o INDIAREWRUSH224 aré ‘13 2 gsu'? bonws points after completing 3 efigible nights in India, Sri Lanka, or 0612012024 001022024
&) UGTE RS %:;rl\a:‘ 000 bonus points when you complete 3 eligible nights in Australiaor New — o00074 CF TR
o ASIAREWRUSH?24 ngé‘ﬁ (;nnq Shﬂnus points when you complete 3 eligible nights in Asia, maximum 05202024 0010212024
o ASIAREWRUSH224TH E,[gooﬁ &unus points when you complete 3 eligible nights in Asia, maximum 052012024 0910212024
o | ASIAREWRUSHZ240P ﬁ p(;lunq Shunus points when you complete 3 eligible nights in Asia, maximum 05202024 001022024
o ASIAREWRUSH2248H zua,rgi)upg(lll?ﬁbunus points when you complete 3 eligible nights in Asia, maximum 0512012024 09/00/2024
o ASIAREWRUSH224VT % Ouosbonus points when you complete 3 eligible nights in Asia, maximum 05/20/2024 0910212024
=] EMEAREWRUSH224 apleting 3 eligible nights al participating COUNNES 0 950,024 09/02/2024
a} SSRAMINTRAZX Zake.ournex! 3ang1ok ¢ ty break and eam dres mes mote 1M A MECSRLEXCMSE 47,15 o0z 08/15/2024

offer.

Description

Eam 10,000 bonus points after completing 3 eligible stays, imit 20,000 points. - Best Western Rewards® (BWR’) members (‘Rewards Member(s)") who (a) register for this promotion on bestwestern com/rewardsrush2 or as otherwise permitted
(e.q. at the front desk of any Best Western® branded hotel), (b) will eam 10,000 BWR bonus points (‘Bonus Points”) for every three (3) eligible nights* stayed at any Best Westemn branded hotel in the United States, Ganada, or the Garibbean
between May 20, 2024 and September 2, 2024 (*Promotion Period”). A Rewards Member can eam 10,000 Bonus Points a maximum of two (2) imes during the Promotion Period. The total Bonus Points awarded for this promotion may not
exceed 20,000 Bonus Points per Rewards Member.

To enroll a guest into specific promotion(s) they are eligible for, checkbox the specific promotion(s)
and then click Enroll at the bottom.

Best Western Rewards - Promotions.

Enrol oo e | T e | End oot | Rogistarea
- Book a Pay Wilh Poins reservation and get 2,000 bonus points on up o 10 slays fora
( FWFSPRING24 skl el o 0410112024 0810272024
o SUMMER24 Ean 10,000 bonus points aher completing 3 eligible stays limit 20,000 points. 05202024 09/02/2024
o NCIAREWRLSHZ3 £ain 10.00 bonus o ater conpltod 3 shple nghts e, SALaNA. 9 05202024 F—
0 AL Eam AustraliaorNew  o5onp0p4 0910272024
Do Jete 3 e hts in Asis, e
8] ASIREWRUSHZZ4 %EE!‘QD = Jelgble e 0512012024 09/02/2024
o ASIAREWRUSH224TH S = Asia madmum  p5ag;2004 0810272024
ASIAREWRUSH224P e i = Asa MMM 0505004 08/02202¢
ASIAREWRUSHZZ4BH i ey inAsia, BT g5p0r2024 0s109/2024 0712028
o ASIAREWRUSH224VT e L et 3 elighy Asiamaximum e g /5054 031022024
points after completing 3 efigible nights a1 participating countiies in
(m} EMEAREWRUSH224 Asia, and in the Micidle Easl 05/20/2024 09/02/2024
SSRAMINTRASX Toke your nest Bapgkok ofy. break o eom e imes more wih a member excuse g7,1e72024 P— —

Description

m

A pop up will come up; the “Yes” in the “Success” column indicates the guest has been officially
enrolled into that promotion.

Best Western Rewards - Promotions

Best Western ID Promo Code Success Message

6006637738528603 ASIAREWRUSHZ224BH [ Yes
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When you sign up for multiple promotions, you will receive a popup with all the promotions you
enrolled them in.

Best Western Rewards - Promotions

Best Western ID Promo Code Success  Message
6006637738528603 PWPSPRING24 Yes
6006637738528603 SUMMER24 Yes

60068637738528603 INDIAREWRUSH224 [Yes

Note: When an Elite member (Gold or above) BWR profile has been attached to the reservation
and gets checked in, the BWR Tier Reminder pop-up will say:

Confirm Changes
Thank you for staying with Best Western and being a loyal Best

Western Rewards Member. As an Elite Member we would like
to offer you 500 bonus points and a complimentary bottle of

water. Enjoy your stay!

Letters

Letters are found by clicking the “Letters” button on the right side of a reservation or on the folio
screen.

John Smith  Checked In  CRS Commatonnfa MyHIIS Confimation: ZZ10051824875
|Nw"::w—. 302023 ':‘QNS.“ | Der;":.w G207 | [l Availability  Rstes Room 233 rK - |ﬁumls~ Comm_ysl‘ 5
Release
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs Pet Parking Parking - Discount
|RACK - BAR v [Csso000 ] O $540.35 $0.00 0 [ov] [ov|lov] (0w [E3 Copy Reservation

Travel Agent All Notes
Best Westem ID ook History
Last |[Smitn
Furst | John | Reservation Camments CRS Comments ]
Fhone / Type | 1234566998 WOBILE _~ = Regear
Actress 1 | 123 Hapoy St
Address 2 ] Log
i ur’ san112 Uniled States v —
] lml Guest Comments Do Not Rent 0
; e |[owE__~ Guest Statistios
= Avg# of Nights 200
| CXL Ratic 0%
Passpt o Rate Saed
. Folio Commenls o e RO
Most Freg Room 10
Active Stays 2
Gompany | Total Reservations. 2
Join BW Rewards | Cancels. 0
No-Shows o

Select the letter you wish on the right-hand side of the screen. This will give you the option to
“Print”, “Screen (HTML)" preview, and “e-mail” a selected letter.
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égl‘gg{thK AutoClerk Cloud University

GUEST > LETTERS

John Smith CRS Confirmation MyHMS Confirmation:ZZ 10051824875

CONFIRMATION - Best Westemn - Confirmation * Guest Data

REGCARD - Best Western - Registration
REGCARD - Best Western - Blank Registration
CANCELLATION - Best Western - Cancellation History
THANKYOU - Best Western - Thank You

Folio

CONFIRMATION - Best Westem - Group Block Log

CONFIRMATION - Best Western - Group Rooming List
CANCELLATION - Best Western - Group Cancellatlion
REGCARD - Best Western - Group Registration

CONFIRMATION - Best Western Plus - Confirmation *

Email Settings
Subject [From the AutoClerk Cloud University hotel |
To | ‘

Print |[ Screen (HTML) || e-mail

Save & Exit Escape

e Confirmation Letters - Confirms that a guest has a reservation at your hotel. The details
include: “Guest info”, “Reservation Info” (which includes any Reservation Comments listed
under the “Special Requests” field), and “Rate & Payment Info”. It also lists “Terms &
Conditions” which includes your hotel's general policy from Hotel Setup and the
reservation'’s specific cancellation and guarantee policies.

e Cancellation Letters - Confirms that a guest's reservation has been successfully cancelled.
The letter includes the “Reservation details” which will include the “Cancellation #" (the
number generated by the PMS confirming that the reservation was cancelled). Note: if the
reservation has not been cancelled in AutoClerk, the “Cancellation #” field will be
blank.

¢ Registration Cards - A document that a guest signs when they first check into the hotel to
confirm their dates of stay, personal information, rate information, and that they are aware
and agree to the hotel's policies. There are boxes for the guest to write their vehicle
information if needed. The “Guest Info” box will populate with any “Guest Comments” from
the Guest Data Tab.

e eRegistration - An electronic version of the Registration Card that contains the exact same
information but is signed electronically on a tablet.

e Thank You Letters - Displays the reservation information with a summarized receipt of
the reservation’s room and tax charges and balance.

e Best Western Rewards Welcome (BWR Welcome letter) - A one-page letter that
summarizes the benefits of the Best Western Rewards program and is available in English,
Spanish, and French.

Printing Letters

The Print button will open the Print Preview option in the browser, where you may be able to print
or save to PDF depending on your computer settings.
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l [ e-mail l

There is also a feature to print multiple registration cards. Please see the “Batch Print Reg Cards”
report under the Reports section of this manual for detailed information.

Screen (HTML) Letters

The Screen (HTML) button will open the letter in a new tab in HTML form and is a quick way to
preview the letter. The letter may also be printed from this screen using your browser’s options,
however it may not fill the page as well as the Print option above.

Print

Sending Letters via Email

| CScreen (HTMLY ||

e-mail l

Select the appropriate Letter from the list. Next, edit the “Subject” line if necessary. Enter the guest
e-mail address in the “To” field (if an email is on the guest profile it will automatically populate)
and any additional address under Cc (Bcc is also available). Click on e-mail to send the selected

letter.

AUTOCLERK'

Cloud PMS

GUEST > LETTERS

John Smith CRS Confirmation

CONFIRMATION - Best Western - Confirmation *

REGCARD - Best Western - Registration

REGCARD - Best Western - Blank Registration
CANCELLATICN - Best Western - Cancellation
THANKYOU - Best Western - Thank You
CONFIRMATION - Best Western - Group Block
CONFIRMATION - Best Western - Group Rooming List
CANCELLATION - Best Western - Group Cancellatlion
REGCARD - Best Western - Group Registration
CONFIRMATION - Best Western Plus - Confirmation *

[

Email Settings h

AutoClerk Cloud University

MyHMS Confirmation:ZZ10051824875

Guest Data
Folio
History
Log

Subject ‘ From the AutoClerk Cloud University hotel

To ‘]ohn,smith@yahon com

[ Print |[ Screen(HTML) | e-mail ]

Save & Exit Escape
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Arrivals / Check-Ins

Locating an Arrival

There are multiple ways to locate an Arrival for check-in:

e Tape Chart (if the reservation already has a room assigned)

e Search Today and Quick Search

e Remaining Arrivals link in the “Summary” section on the Front Desk Dashboard
e Arrivals menu in the blue menu bar:

Reservations Reports Arrivals In House
View List
Summary Al Moran, John
(2 Remaining Arrivals | Steve, Smith v
2 Remaining Departures 19 K $235.00
7 Currently In House 42 QQ $245.00
4 Stay Overs 10 SK $ 255.00
0 Arriving_Tomorrow 10 SQQ $ 255.00
0 Departed Guests 1 WK $ 255.00
0 Vacant Dirty 5 WQQ $ 265.00
92 Vacant Clean 1 Banguet Room N/A
Out of Order
Users
0 CRSRes
ection | Check...

Aproz,2023 )
2N AUTOCLERK *AutoClerk Cloud University search today. Q pro%
Cloud PMS
ain Menu Reservations Reports Arrivals In House Departures Dashboard

rivals > View List
2ms fbund, displaying all items.1

Gi Guest Name BWR # BWRTier Confirmation # CRS Confirmation Arrive Depart Status Company Type Room AvgRate # Guests PymtType RatePle
W Moran John 6006637738528603  Gold 7710052570481 41223 414123 New K $23500  1/0/0 COMPLIME  RACK
W Steve, Smith 2210053292629 402123 413123 New K $255.00  1/0/0 COMPLIME  RACK

\

/

Search

When an arrival is clicked, you will be taken to the reservation’s Guest tab:
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BW Rewards ID: 6006637738528603 Level Gold Balance: 0
John Moran New CRS Cenfirmation:n/a MyHMS Confirmation:ZZ10052570481

Arrive Nights. Depart Type Adults Children  Infants
| swerzzms | G 9| rererian | | Avelebliefhaes | RS ()

Rate Plan

ial Rate Stay Total Balance TaxExempt Rollaways Cribs Parking Parking - Discount Pet
0 0

Rate C
[RACK-BAR ~] [ s23500 | 0 $507.94  $0.00
Best Western Company Group Travel Agent All Notes
Best Western ID [6006637738528603 ] [remeve 0]
Last |[Moran
First | [John | Reservation Comments CRS Comments
Title | ~| ETA [3:00PM~

Phone / Type |[123-666-6666 | [MOBILE ]
Address 1 |[123 Main St |
Address 2 | ]

Zip | Country |[89118 | [United States |

City / State |[Las Vegas % |[Arizona |

e-mail |[john@icloud.com HOME v

BithDae [ | [EM

Diverslicense [ ]
Passport
Other Phone
Purchase Order
Company
Join BV Rewards P

4

4

Guest Comments Do Not Rent [

Folio Comment

Guest Information

The first step is to confirm the guest’s information is correct and look up a Best Western ID or
enroll if necessary.

Once the guest information is updated, click “Save”.

Room Selection

There are two methods to assign a room number to a reservation: Auto-assign or manual
assignment.

To auto-assign a room to the reservation, click “Auto” underneath the teal “Room” button.

Arrive Nights Depart Type Adults Children Infants

|| Wed un72023 | @] (3 |+) || SatJun 102023 | [|  Availability / Rates (K VT v [0~ [0 v
Rate Plan Rate Confidential Rate 8tay Total Balance TaxExempt Rollaways Cribs Parking Parking - Discount Pet

'RACK - BAR ~| [ s25000 O $806.25  $0.00 O

The Auto assign method will look for rooms that are clean and on the highest floor:

Arrive Nights Nepart [m] Type Adults Children  Infants
Wed Jun 7 2023 ] | [ Sat Jun 10 2023 3] Availability / Rates K K v 0 w0~
” ‘ EEr 3 "J ” ‘ B Release | ‘ ” | ‘ ‘ ‘ |
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Parking Parking - Discount Pet

[RACK-BAR ~| [ szs0.00 O $806.25  $0.00 ]

To manually assign a specific room, click the teal “Room” button, which will bring up the Tape
Chart.

Arrive Nights Depart Type Adults Children  Infants
) [ ) Availability / Rates K 1 0 0
[ weduun72023 | Ee| (3 [v) [(C06r102029 ] e ty — | Vi~ o v [0 ]
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs Parking Parking - Discount Pet

[RACK-BAR ~] [ s25000 0 $806.25  §0.00 O
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To select a specific room number, click on the first and last date of a guest stay, which will select
all the nights in between those dates. You may also select a different room for each night if the
guest will need to move rooms during their reservation.

Once you have selected your room, click done at the bottom left of the screen.

Include day before and day after in room number look up?

Date |Tue 6/6 |Wed 6/7 | Thu 6/8 Fri 6/9. Sat 6110

Total | a7 | 100 | 100 102 102
100(K] |

L
105(K)
110(K)
111(K)
112(K)
114(K)
115(K)
116(K) |
120(K)
124(K)
125(K)
132(K)
137(K]

203! K] i

Date Tue 6/6 Wed 6/7 Thu 6/8 Fri 6/9 sat6/10
Total 14 100 100 102 102
225(K)
226(K)
232(K)
233(K)
234(K)
235(K)
237(K)
238(K)
241(K)
242(K)
243(K)
Reservations Room Status Availability

WETEIoN | Cresseain | I |_Clean | WD 1NOUOTOR8IY| Ao Active Selection

(Coone ] ecane

The reservation will then display the room number in the teal box:

Arrive Nights Depart Type Adults Children  Infants
|WedJun?2023 | Sat Jun 10 2023 Availability / Rates K YA~ 0~ [0~

elease
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs Parking Parking - Discount Pet
[RACK - BAR v [ szs000 0 $806.25  $0.00 0

If you would like to change the room number you assigned, click the release button underneath
the room number to release the room back into inventory. Then assign a new room by repeating
the process above.

Arrive Nights Depart Type Adults Children  Infants
Wed Jun 7 2023 : 3 Sat Jun 10 2023 : Availability / Rates K ~ |1 v [0 | |0 w
| | | It~ 0 v <
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exemp Rollaways Cribs Parking Parking - Discount Pet
[RACK- BAR ] [ s2s000 | 0 $806.25  $0.00 0
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Updating a Payment Method during Check-In

Since most hotels will require payment at check-in (either for the stay or for incidentals), the next
step is to obtain and update the payment from the guest. The system allows you to check in a
guest without authorization if the default payment method is Cash, Check, or City Ledger (CL). If
the default payment method is a credit card, the system will require that credit card to have
authorization of the full Stay Total.

In the gray box above the orange buttons, you can click the drop-down menu titled “Pay Type” to
change the payment method.

Hold Type | CC-GTD v Pay Type | Cash v
Credit Card Action |- ~TT Go
Save & Exit Save Refresh Escape

If the reservation is attached to a company or group, a City Ledger (direct bill) account may be
available in the drop-down.

Hold Type “CC-GTD v Pay Type I Cash v
Credit Card Action |- '—3 appy Go Lucky Tours ‘
as

If you'd like add a credit card, visit the sections on Add CC without Authorization, Add CC with
Authorization, and Splitting Authorizations between Multiple Credit Cards. Note: before adding a
credit card, you must save the reservation (which will generate a confirmation number).

Check-in Button

Once a room is assigned and all other details are confirmed, the reservation can be checked-in.

In the upper right-hand corner of the reservation page, click “Check In”.

| Check In I

No Show

Cancel

Copy Reservation
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After a reservation is checked-in, you are taken to the Folio page where you may post any charges
or payments if necessary.

Generally, hotels collect any cash payments upon check-in. Virtual Credit Card (VCC) payments are
also usually posted to the folio on the day of arrival, and these reservations will typically require a
credit card from the guest for incidentals. Instructions on how to post charges and payments, and
how to set up additional folios, will be covered in the Folio Postings and Transfers of this manual.

‘?H}I?EEERK * AutoClerk Cloud University searchto a Jun 07, 2023

John Smith CRS Gonfirmation MyHMS Confirmation. ZZ 10058143887 Stay Total - §06.25

Date Hote! Date. User Type. Description Payment) Charge| Balance
Page 1 of 1. iew more tansactions

Folio # 6958377 Total - §0.00

Add Charge Add Payment

Type Room Rent v Type [Cash v

COMMENT

rint Folio
alio to Excel
Description Description Email Folio
e ar
O  usec
Set Default Payment

Amount |._, od Ficl Amount |u 00 |

Apply Charge Apply Paymant

Save & Exit Check Out Escape

To complete the check-in, click “Save & Exit” at the lower left corner. You will then be
returned to the Front Desk Dashboard.

When entering the folio page, the payment due amount is automatically calculated either of two
(2) ways:

1. It will display what is needed to bring the balance to zero ($0)
2. It will display the entire Stay Total

The calculation method is determined by the “Calculate Payment on Current Balance” setting in
“Hotel” section of “Setup” accessible only to the “Hotel Manager” role or higher.

Credit Cards

Credit cards are added to guest profiles, which are available for use on any reservation (past or
present) attached to that guest profile.

All credit card actions are made from a reservation. Before you can add a credit card, the
reservation must be saved and have a confirmation number. If you attempt to add the Credit Card
before saving the reservation, the below pop up will appear.
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You must save the reservation before you can add a credit card.

Above the orange buttons in the gray box, select the Credit Card Action drop-down list.

Pay Type |[Cash  v|

Credit Card Action

Add CC without Authorization
Add CC with Authorization
Edit CC

Delete CC

Save & Exit S

Date Status
11/06/2018 NEW

Room Type
King Bed

e Add CC without Authorization is normally used add a credit card when creating a

reservation.

e Add CC with Authorization is normally used for adding a credit card at check-in.
e Edit CC allows you to add, increase, or release an authorization, and read the credit card log

and add notes for a Credit Card.

e Delete CCis used to a credit card from a reservation and from the guest profile.

Default Payment Method on a Reservation

The reservation’s default payment method is the

“Pay Type” that displays when the reservation is Credit Card Action |-

opened.

To change the default payment method for the reservation, choose the desired pay type from the

drop-down menu, then save the reservation.

Pay Type [[AX *====222109/2031,, v

This update will also change the default payment method for the Primary folio.
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Add CC without Authorization

Note: when adding a credit card, the card is added to the guest profile and will be available
across all reservations with that guest profile.

Normally when you are creating a reservation, you do not have the credit card in-person, so

instead of using the EMV reader you would enter the card number manually into AutoClerk Cloud
when a guest is calling to make a reservation.

Note: Elavon customers are required to input credit card numbers into the EMV chip
readers when you are creating reservations.

AUTOCLERK y

Cloud PMS
Main Menu Reservations Reports Arrivals
Credit Card Number| [4321000000001119 |
Expiration Date| | (4) April v |[[2025 v
CVV2 Code | T VWhats this?
Card Holder Name | | (] Copy Zip and Address from Guest Profile
Zip | |
Street Address | |

Authorization Amount 0

Card Notes: &

Continue and Return Escape

The only two fields that are mandatory with the red vertical bar are the “Credit Card Number” and
“Expiration Date". Since we are not adding an authorization, the “Authorization Amount” is 0. Card

notes can be used to describe what this credit card is to be used for and will appear next to the
card in the Pay Type.

Pay Typell VI 119 04/2025, v |
Credit Card Action |- v

Save & Exit Save Refresh Escape
Date Status Room Type
11/06/2018 NEW King Bed

Once a credit card is added, it not only becomes a “Pay Type”, but it also becomes the default form
of payment.
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Add CC with Authorization

Note: when adding a credit card, the card is added to the guest profile and will be available
across all reservations with that guest profile.

When a guest arrives for check-in, after verifying the credit card and photo ID, select the “Add CC
with Authorization” in the “Credit Card Action” drop down menu.

Hold Type | Pay Type || Cash v

Credit Card Action | Add CC without Authorization v | | Go |

Add CC without Autharization

Add CC with Authorization
al
Save & Exit Sa Delete CC oe
Date Status Room Type
06/07/2023 NEW 1 KING BED

A pop-up window will appear where you can verify or change the authorization amount as well as
add any short notes about the card. The authorization amount will always default to the total cost
of Room and Tax (stay total). If your hotel collects an authorization for incidentals, you will need to
update the amount.

The “Use EMV Chip Reader” button will send a signal to your EMV device. Follow the prompts on
the EMV device to insert, tap, or swipe the card.

Add Card and Authorize

Authorization Amount {380.16 Card Notes:

EMV Device| 1v |

l Use EMV Chip Reader l[ Enter Card Manually | | Escape |

Once the authorization has been taken, you will see the authorized amount in bold black letters to
the right of the card number in the “Pay Type” drop-down menu. This indicates the authorization
was successful.

Hold Type | CC-GTD v Pay Type | AX ™1158 08/2025 (S) v Auth: $448.00
Credit Card Action - v|| Go

Save & Exit Save Refresh Escape
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<« c @ crs.qa.myhmsd.com/ProcOnePageReservation.do2?mykey=2a12PIVZ4elh3cl 5I8nlvkgXYXkd3lcMJaBm3Qq24zm3kHzZM4ARKSIO&commonData
#: Apps () Office A Jia @ MyHMS @ QA @ BWACCIoud © BWCorpSignin & Shift4  §5 Cherwell @ 401k} [l Betterworks
AUTOCLERK B 00773 Dinosaur Valley.inn & Suites
oud PMS
Main Menu Reservations Reports Arrivals In House
Millard Filmore NEW
Card Holder Name: Millard Filmore
Cord Notes:
W IR TR0, Tesv i
Current Authorization Amount 12672 Modify Rolease
Credit Card Activity
Date User Trans 1D Invoice # Auth Code Folio # FolioName  Log
071062021 150359 odooar 24589929 1503 MC ==*="3332 122021 (M)
071062021 150404 edvear 292982 23560231 OKgasz %774161 Primary

AutoClerk Cloud User Manual

In the credit card log (described below), two actions would be added to the log: one that the card
has been added, and the second that the authorization as added.

@' Discount Calculator

%7B"nextPage"%3A%S5B"one-page"%SD%7D&flag

12672

ADD_AUTHORIZATION

Q f* *» &
B Reading
Julor,
Guest Data
Folio
History
Log
View Details Escape,
Result Response Code
Successfuly A

Edit CC

To pull up the Credit Card Log, select “Credit Card Action”, then “Edit”. This will pull up the screen
below. The credit card log is located directly below “Credit Card Activity”. Anytime there is a new
action on the reservation with a credit card, it is recorded here. So far there is only one transaction
in the example log below.

Nov 06, 2018
AUTOCLERK 72:34 AC Cloud Demo Hatel Search today Q .
Cloud PMS e
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Millard Fillmore NEW Guest Data
Folio
Card Holder Name: History
Card Notes:
Log
VI 1119 0302025, , v
Add Authorization
Folio 27706800 Primary
Use Voice
Auth Code A e
Amount
Authorization
Credit Card Activity
View Details Escape
Date User Trans D Invoice # Auth Code Folio# Folio Name Log Authorization Amount  Action Result Response Code
08/16/2023 07:11:50 Andy Moran 25311139 OF IV e 1119 03/2025 (M) ADD_CREDITCARD
copyright @ 2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP | Contact Support | 4.34-SNAPSHOT-20230816070921 | ac-qa-myhms-app-a-03
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To authorize a guest Credit Card on file, make sure the correct credit card is selected in the drop
down on the left side of the screen. Then in the blank box labeled amount (under the “Use Voice
Authorization button”), type in the authorization amount, then click the lime green “Authorization”

button.

a Nov 06, 2018
AUTOCLERK 22.34 AC Cloud Demo Hotel Search today. Q
Cloud PMS
Main Menu Reservations. Reports Arrivals In House Departures. Dashboard
Millard Fillmore NEW Guest Data
Folio
Card Holder Name: History
Card Notes
p Log
VI 1110 03/2025, , v
Add Authorization
Folio 27706800 Primary
Use Voice
Auth Gode A T
| Amount | [Ls0.00)
Credit Card Activity
View Details Escape
Date User Trans ID Invoice # Auth Code Folio# FolioName Log Authorization Amount Action Result Response Code
08/16/2023 07:11:50 Andy Moran 25311139 O7:41 VI oemesrss 1119 03/2025 (M} ADD_CREDITCARD

If the Credit Card is authorized successfully, a line will be added to credit card log with the
authorization amount and the action (in this example, “ADD_AUTHORIZATION").

: Nov 06, 2018
AUTOCLERK 2234 AC Cloud Demo Hotel Search toda Q s
Cloud PMS e
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Millard Fillmore NEW Guest Data
Folio
Card Holder Name: Millard Fillmore History
Card Noles:
Log
'L ool 1119 03/2025, Millard Fillmore, v
Current Authorization Amount 50.00 Modify Release
Credit Card Activity
View Details Escape
Date User TransiD  Inveice#  AuthCode Folio#  FolioName Log Authorization Amount [Action] Result Response Code
08/16/2023 07.11:50 Andy Moran 25311139 07:11 V] *==****==1119 03/2025 (M) ADD_CREDITCARD
08/16/2023 08:08:18 Andy Moran 8265661 24053560 OKT98Z 27706800 Primary 50.00 ADD_AUTHORIZATION Successfully A
copyright © 2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP | Contact Support | 4.34-SNAPSHOT-20230816090451 | ac-qa-myhms-app-a-03
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If a greater authorization amount is needed, instead of replacing the authorization, use the Modify

button.

To obtain that additional authorization, in the box to left of the “Modify” button input the total

AutoClerk Cloud User Manual

authorization amount needed and then click “Modify".

=% AUTOCLERK
Cloud PMS

Main Menu

Millard Fillmore

Reservations

Reports

' **1119 03/2025, Millard Fillmore, v

Current Authorization Amount

Date User

08/16/2023 07.11.50 Andy Moran
08/16/2023 0808 18 Andy Moran

copyright €

Trans ID Invoice #
25311139
8265661 24053560

Arrivals

NEW

Card Holder Name: Milard Fillmore
Card Notes.

In House

Departures

Dashboard

I B

0 T

Release

Credit Card Activity

Auth Code Folio #

Folio Name Log

0711 WI ===*1119 03/2025 (M)

OK7987 27706800 Primary

2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP

50.00

Autherization Amount Action

ADD_CREDITCARD
ADD_AUTHORIZATION

Nov 06, 2018
Orangss
Guest Data
Folio
History
Log
View Detalls Escape
Result Response Code

Successfully A

Contact Support | 4.34-SNAPSHOT-20230816090451 | ac-ga-myhms-app-a-03

Notice that the log records another line, this time with the new total authorization amount and a

“MODIFY_AUTHORIZATION" action.

AUTOCLERK
() Cloud PMS

Main Menu

Millard Fillmore

Reservations

‘VI rreEE119 03/2025, Millard Fillmore, v

Current Authorization Amount

Date User

08/16/2023 07:11:50 Andy Moran
08/16/2023 08:08:18  Andy Moran
08/16/2023 11:00:16  Andy Moran

Nov 06, 2018
Z2:34 AC Cloud Demo Hotel h toda Q
Reports Arrivals In House Departures Dashboard
NEW Guesl Data
Folio

Card Holder Name: Millard Fillmore History

Card Notes

; Log

75.00 Modify Release
Credit Card Activity
View Details Escape
Trans ID Invoice # Auth Code Folio# Folio Name Log Authorization Amount Action Result Response Code
25311139 07:141 ) e **1119 03/2025 (M) ADD_CREDITCARD

8265661 24053560 ‘OK798Z 27706800 Primary 50.00 ADD_AUTHORIZATION Succassfully A
8265661 24053560 OK9422 27706800 Primary /5.00 lETUDIFY_AUTHUR\ZRTIOE I A
right 2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP | Contact Support | 4.33.1-20230816105909 | ac-qa-myhms-app-a-03
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Delete CC

Note: deleting a credit card will remove it from the guest profile. It will also remove the
credit card log for that card.

From the “Credit Card Action” we will select “Delete CC".

AUTOCLERK’ J
Cloud PMS

Millard Fillmore  New CRS Confirmation:n/a MyHN

Arrive Nights Depart
Tue Nov 6 2018 1 Wed Nov 72018 | [+ Availability / Rates

| B (B | P
Rate Flan Rate Confidential Rate Stay Total Balance TaxE
| RACK- Flexible Rate v $100.00 O $110.00 $0.00

Company Group Travel Agent All Notes

Last |[Fillmore |
First |[Millard |
Title | v| ETA [3:00PMv]|

Reservation Comments

Phone / Type
Address 1
Address 2

Zip / Country
City / State

e-mail / Type

1202-456-1111

| [MOBILE

v

11600 Pennsylvania Avenue NW |

20500

| [United States v |

vl

Washington

[District of C v |

| ‘ HOME Guest Comments

v

Birth Date

\
Drivers License \
Passport \

\
\
\

Other Phone
Purchase Order
Company

Join Jameson Test

Folic Comments

a

Pay Type || VI *™*1119 03/2025, Millard Fillmore, v JAuth: $75.00
Credit Card Action

v

Add CC without Authorization
Add CC with Authorization

Save & Exit Sa ™
Edit CC
Delete CC
Date atus Room Type
11/06/2018 MNEW King Bed Suite

If the credit card has no pending authorization, you will receive a warning pop up:

Warning

Are you sure you want to delete this CC?

Yes
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If there is a remaining authorization on the card, you will receive this response:

Attention!

The credit card has one or more authorizations. Please release the authorizations before deleting the credit card.

To delete a credit card with an authorization, you must return to “Edit CC" and click the “Release”
button to release the authorization on the credit card.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
" Guest Data
Millard Fillmore NEW
Falio
Card Holder Name: Millard Fillmore History
Card Notes:
Log
VI T 119 0302025, Millard Fillmore, v
Curene Auorzton Amount 50 woaty

Credit Card Activity

View Details Escape
Date User Trans 1D Invoice # Auth Code  Folio# Folio Name Log Authorization Amount  Action Result Response Code
08/16:2023 07:11:50 Andy Moran 25311139 0711 W) meeemrerg 449 032025 (M) ADD_CREDITCARD
08182023 08:08.18 Andy Moran 8265661 24053560 OK798Z 27706800 Primary S0.00 ADD_AUTHORIZATION Successfully A
081182023 11:.00.16 Andy Moran B265661 24053560 OK942Z 27706800 Primary 75.00 MODIFY_AUTHORIZATION Successfully A
You will be asked to confirm this action. Click “Yes".
Warning!! (%)

You are about to release the authorization for this Credit Card. Do you wish to continue?

The credit card log will record the authorizations that were released (RELEASE_AUTHORIZATION).
Now you can delete the credit card, and once it is deleted, it will be removed from the credit card
list on the guest profile. However, the credit card will still be accessible in the drop-down menu of
the Edit CC screen and the log will still be available.
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Main Menu Reservations Reports Arrivals In House Departures Dashboard

Millard Fillmore NEW Gl‘a:( Data
alio

Card Holder Name: Millard Fillmare History
Card Notes

Log
VI 19 03/2025, Millard Fillmore, «

Credit Card Activity

Date User Trans ID Invoice # Auth Code  Folio# Folio Name Log Authorization Amount  Action Result Response Code
08/16/2023 07:11:50 Andy Moran 25311129 07:11 ) e 1118 0312025 (M) ADD_CREDITCARD
08/16/2023 08:08:18 Andy Moran 24053560 OK7882 27706800 Primary 50 00 ADD_AUTHORIZATION Success fully A

8265661
08/16/2023 11:00.16 Andy Moran 8265661 24053560 OK8427 27706800 Priman Yy oo 0 AUTHORIZATION
0811672023 11:47:15 Andy Moran §265681 24053560 OK798Z 27706800 Primary RELEASE_AUTHORIZATION,

Splitting Authorizations between Multiple Credit Cards

If the guest would like to use multiple credit cards for authorization at check-in, we recommend
first checking-in the reservation with Cash as the default payment method because the system
does not require an authorization for Cash payments (this is because if the default payment
method is a credit card, the system will require a single credit card with an authorization of the full
Stay Total).

After checking the reservation in with Cash, add each credit card separately using “Add CC with
Authorization” and manually enter the authorization amount. You may also “Add CC without
Authorization” and then use “Edit CC" to add an authorization.

Voice Authorization

When using the “Add CC with Authorization” option with an EMV device, AutoClerk Cloud’s
connection to the EMV device will time out in 80 seconds. We recommend asking the guest to get
their credit card ready before activating the EMV device to avoid this timeout.

If the card is tapped, swiped, or inserted during or after this timeout, or there is an error with the
connection, the guest may see the authorization go through on their bank account but AutoClerk
Cloud did not record the credit card at all.

When this error occurs, the credit card administrator for your hotel will need to go into the credit
card portal, locate the authorization, and obtain the authorization code and the authorization
amount. The card would then need to be readded to AutoClerk Cloud with the “Add CC without
Authorization” action.

PayType [Cash ]

Credit Card Action |- v|[6Go]

Add CC without Authorization

Save & Exit Sa with Authorization

dd
Edit CC
Delete CC
Date Stats Room Type

11/06/2018 NEW King Bed Suite
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Once the Credit Card is added, go back to the drop-down menu and select “Edit CC". Click the “Use

Voice Authorization” button in the middle of the screen.

Main Menu Reservations Reports Arrivals In House Departures. Dashboard
Millard Fillmore NEW
Card Holder Name:
Card Noles
' et 1119 03/2026, , v |
Add Authorization
Foio 27706800 Prmary
Use Voice
Auth Code A rization
Amount
‘Authorization
Credit Card Activity
Date Trans ID  Invoice # Auth Code  Folio# Folio Name Log ‘Authorization Amount
08/16/2023 11:54:31 Andy Moran 25311154 11:54 ) wamwannens 1119 02/2026 (M)

View Details Escape

Action
ADD_CREDITCARD

Guest Data
Folio
Histary
Log

Result Response Code

You must then input the “Auth Code” and “Amount” from the credit card portal. The Amount must
be an exact match with the authorization amount. Once these fields are entered, click

" H H n
Authorization”.
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Millard Fillmore NEW
Card Holder Name:
Card Notes:
VI 1119 0312026, ,
Add Authorization
Faolio 27706800 Prima
uth Code OK745Z
Amount 100.00
Authorization
Credit Card Activity
Date User Trans D Invoice # AuthCode  Folio# FolioName  Log Authorization Amount Action
08/18/2023 115431 Andy Moran 25311154 1154 V| toeeeen 1119 03/2026 (M) ADD_CREDITCARD

Guest Data
Folio
History
Log

View Details Escape
Result Response Code

To verify that the correct amount is being entered you will get the following pop-up warning after

clicking “Authorization”. If the amount is correct, press “OK".

www.ga.myhms4.com says

WARNING: Your property is responsible for entering the correct
Authorization Code. Invalid auth codes will be subject to a fine($50 for
each instance). Otherwise, press Cancel and refresh the page and do
not edit the Approval Code field.

Cancel

Once complete, an “ADD_AUTHORIZATION" action will be added at the bottom of the “Credit Card

Activity” log. This method will not double-authorize the guest.
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Main Menu Reservations Reports Arrivals In House Departures Dashboard
Millard Fillmore NEW Svet oo
Folio

Card Holder Name: Millard Filmore History

Card Notes

( Log
ye— 1119 0372026, Millard Fillmore, v
Current Authorization Amount 100.00 Modify Release

Credit Card Activity
View Details Escape

Date User Trans ID  Invoice # AuthCode  Folio# Folio Name Log Authorization Amount Action Result Response Code
08/16/2023 11:54:31 Andy Moran 25311154 11:54 VI =+1119 032026 (M) ADD CREDITCARD
08122/2023 0603 13 Andy Moran 18 24053717 OKT4SZ 27706800 Primary ADD_AUTHORIZATION] Successfully A

Authorization Settlements

As mentioned above, when Credit Cards are authorized onto a reservation, there are two
transactions that will post to the “Credit Card Activity” log: one to add the card, the another for the
authorization.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
. . Guest D
Millard Fillmore NEW vesbam
Falio
(Card Holder Name: Milard Fillmore: History
Card Notes
Log
[V = *=="1115 03/2025, Milard Filmore, v
Current Authorization Amount 100.00 Modify Release
Credit Card Activity
View Details Escape
Date User Trans I Invoice # AuthCode  Folio # Folio Name Log Authorization Amount  Antin Result Response Code
08/22/2023 06:23:25 Andy Moran 25311363 06:23 VI *********1119 03/2025 (M} ADD_CREDITCARD
082272003 06 23 20 Andy Moran 208458 24053718 OK780Z 27710458 Primary f100.00) ADD_AUTHORIZATIO! Successfully A

Continuing this example, we will post a payment to the folio, except the payment amount will be
more than the authorization (we will post $120 against the $100 authorization).

Millard Fillnore RS Confirmation IyHIAS Confrmation 2220261515268 stay Totai- 110,00
Date. Hotel Date. |User Type  Description | Fayment. Charge| Bslance |
- - st - -
[Ez2z3 527 10518 morana isa OOz e 1119, Invaica # 24053718 12000 “12000]

Folio # 27710458 Total :  §-120.00

Add Charge Add Payment Print Foli: Cusst Data
Falio to Excel History
e (Room Rent > - Folioto PDF Letters
Descaption COMMENT Email Falio Leg
O Use Company Address
Set Default Payment
Amount
Apply Charge
Save & Exit Check In Escape

Date Status Room Type Room ate Plan Rate
11/06/2018 Tue NEW King Suite RACK- Flexible Rate $ 100.00

This causes the system to obtain an authorization modification (MODIFY_AUTHORIZATION) so that
we have the full purchase amount authorized. The posting of the payment shows as a
“PURCHASE” in the credit card log.
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Main Menu Reservations. Reports Arrivals In House Departures Dashboard

Millard Fillmore NEW

Card Holder Name: Milard Filmore
Card Noles.
Log
VI 119 0372025, Milard Fillmore, v

Add Authorzation
Folio 27740458 Primary

e
Amount

Credit Card Activity

08222023 0623.25 Andy Moran 25311383

0623 VI =119 032025 (M) 'ADD_CREDITCARD
00 ADD A RI7A

Adding Incidental Credit Cards

There are times when you need to add an additional credit card to a room. An example of this is
when you have a reservation made by an OTA (Online Travel Agency) with a virtual credit card; you
will often want to get a second credit card to cover any incidental charges the guest may have.

Once the incidentals card has been collected, it will become the default payment method. You will
now have access to all credit cards on the reservation via the “Pay Type” drop-down menu.
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AUTOCLERK"

[ Au
£ Cloud PMS
Millard Fillmore  New CRS Confirmation: n/a MyHMS
Arrive Nights Depart
Tue Nov 62018 1 Wed Nov 7 2018 | [&+ Availability / Rates
[ J== NPy | Do
Rate Flan Rate Confidential Rate Stay Total Balance Tax Exe

RACK:- Flexible Rate $110.00 $0.00 0O

~| [ $10000

Travel Agent

Company Group All Notes

Last | [Fillmere |

First

Title |

Phone / Type

[Millard |
v| ETA [3:00PMv |
[202-456-1111 | [MOBILE

Reservation Comments

~]

Address 1 [1600 Pennsylvania Avenue NW |
Address 2 | |
Zip / Country [20500 | [United States v |
City / State  [Washington ~ [District of Ci v |
e-mail / Type | [HOME ~
Birth Date: [Ei]

Guest Comments

Drivers License |
Passport |
Other Phone |
Purchase Order |
Company |
Join Jameson Test [

Folioc Comments

Pay Type [|| MC *=**=***3332 04/2028, Millard Fillmore, incidentals v Auth: $110.00
e e dor hNa e | MC *****=**3332 04/2028, Millard Fillmore, incidentals
V| o118 03/2026, Millard Fillmore,
Cash
= = Check
Save & Exit f Training
Date Status Room Type
11/06/2018 NEW King Bed Suite

To properly set up a separate payment for incidentals, you will need to set up an Incidental folio. If
you check-in a reservation that has the rate plan set as “Confidential”, the system will
automatically prompt you to create an Incidentals folio.

Create Incidentals Folio?

%)

You have selected a Confidential Rate Plan or marked this
Reservation as having a Confidential Rate.

Do you want to automatically add a Incidentals folio to this
reservation’?

The next step is to set up routing (Folio Setup) so the system will automatically post the correct
charges to the Primary or Incidentals folio. For details on routing, or to manually create folios, see
Creating Additional Folios and Routing section of this manual.

190



AutoClerk Cloud User Manual
Default Payment Method on a Folio

You also have the option to set a default payment for each folio. Select the folio you'd like to edit

(the selected folio appears as the light blue tab at the top of the folio). From the Add Payment
section, select the desired credit card in the drop-down list.

AUTOCLERK

AutoClerk Cloud University
Cloud PMS

Millard Filimore CRS Confirmation

Incidentals /$ 0.00 Add +

Dato Hotel Date User Type Description

MyHMS Confirmation:ZZ20261515314

Page 1 of 1. view more transactions

8/22/23 701 AM 11/6/18 morana Visa OK825Z ********1119, Invoice # 24053720

Promotional
Complimentary Per Manager

Folio # 27710463

Add Charge

iscover
Type Room Rent > /irtual American Express

Auth: $110.00
| 9 332 04/2028, Willard Fillmore. incidentals ) COMMENT
Description

<

Set Default Payment

Amount
Amount ~110.00

Apply Charge
Apply Payment

Save & Exit Folio Setup Escape

Finally, click on the button labeled “Set Default Payment”.

Auth: $110.00
COMMENT

5
ESet Default Paymentj

Folio Postings and Transfers

A folio (also called a bill or a receipt) is where the charges and payments for a guest's hotel stay
are posted and managed.

There are three ways to locate a guest folio:

1. Arrivals/In House/Departures lists
2. Search (Search Today, Quick Search, or “More...” search)

If the guest is arriving, select the guest’'s name from the Arrivals list or menu and click “Folio” on
the right-side of the reservation.
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Nov 06, 2018
@ AUTOCLERK AutoClerk Cloud University Q
Cloud PMS
George Washington ~ New CRS Confimation' nfa MyHI4S Confimation: ZZ20261515831
Arive Nights  Depart — ] Aduits  Chikdren  Infants CheckIn
Tue Nov 62018 | M| %) || wed Nov 72018 | @ Availability | Rates | Room QueensSute~ | [[1 ~] [0 ~| [0~
|_Tue Nove 2018 1 [9) [ Wed Nov 72078 | iy iy e usens Sute | | No Show
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt  Rollaways Cribs Parking Fee Cancel
RACK. Flexible Rate ~ 5105.00 $11650  $0.00 0~ o~ 0w =
Copy Reservation
Company Group Travel Agent All Notes
Last | Washington
Histos
First George ry
Title ~| ETa [3:00PMv Reservation Comments
Phone / Type 2024561111 MOBILE _« Lefters
Address 1 1600 Pennsylvania Avenue NW =
Address 2
Zip/ Country 20500 United States
Gty State  Iashingion Detnetof €+ Guest Comments Do Not Rent Guest Statistics
e-mail / Type HOME ~
Birth Date ] Avg # of Nights 1.00
Drvers License CXL Ratio 0%
rivers License Avg Rate $101.25
Passport Most Freq Rm Typ King Suite
Other Phone ~ Most Freq Room 309
Purchase Order Folio Comments Active Stays 4
Company Total Resenvations 4
Join Jameson Test Cancels ]
No-Shows ]
Pay Type |[MC **=3332 04/2028, Milard Fillmare, incidentals v Source || Front Desk ~
Credit Gard Action ~|[Go Market | Corporate ~
Save & Exit Save Refresh Escape
Date Status Room Type Room Rate Plan Rate
11/0672018 NEW 2 Queen Beds Suite 900 RACK- Flexible Rate $105.00

If the guest is currently in your hotel, select the guest's name from the In-House or Departures list
or menu and you will be taken directly to the folio.

If the reservation is in the past or the future, use the Quick Search or Advanced Search feature
from the Front Desk Dashboard to locate the reservation and click “Folio” on the right-side of the
reservation.

Creating Additional Folios and Routing

You can create as many folios as you need in a reservation. Note: guest folios that are added
cannot be deleted or renamed. See the House Accounts section for deleted a House Account
folio.

Above the folio on the left-side are two tabs labeled “Primary” and “Add +”. Click “Add +" to create a
new folio. A pop-up window will appear in the upper center of the page to give the new folio a
name. For example, if a guest is requesting specific charges to be separated from their Room
charges, you can create an “Incidentals” folio. Click “OK” to finish creating the folio. The folio name
will not be visible on the printed guest folio. We strongly recommend not creating a second
folio named “Primary”, as this will cause the system to recognize it as a duplicate of the
Primary folio and causes issues with routing and folio closing.

AUTOCLERK www.bwh.autoclerkcloud.com says
Cloud PMS Folio Name:
Incidentals| |
George Washington CRS Confirmation:
Date Hotel Date User Type

Page 1 of 1. view more fransactions
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To select a folio to make changes to it, click the tab at the top. The selected folio tab will highlight
in light blue.

CRS Confirnation

George Washinglos

Type

After creating a new folio, you will need to assign what charges are to be applied to it. At the
bottom of the page click the “Folio Setup” button.

George Washington CRS Confirmation: MyHMS Confirmation ZZ10058787869 Stay Total 83,27
Date. Hotel Dato User Tywe Description Payment Charge Balance

Page 101 1. view more ransactions.

Folio# 7035181 Total:  §0.00
&
Add Chal’ge Add Paymen‘ Prnint Folio Guest Data

Folio to Excel History
Type Room Rent - Type Cash ~ Folio to PDF Letters
Descrption Descripton COSENT Email Folio Log

O Use Company Address
Set Defauit Payment
Ameunt Feaured Fiele Amount 000
Apply Charge Apply Payment

Save & Exit | Folio Setup l Check Out Escape

— The names of the folios appear at the top in orange. Assign

e charges to a folio by clicking the radio buttons.
PETS
Rollavays Notice how charges are listed by category (for example, several
Room Rent

different charges fall under Room). You can route all charges in
the entire category or choose only specific charges.

Late Check In After Audit
No Show Charge
Cancellation Charge
Early Check -In
Late Check Out
Room Correction
Room Rent FX2
BW Adustment

Misc
Gift Shop
Property Damage

In this example, PETS, Rollaways, all charges under the Misc and
Wash categories, and Phone charges are routed to the Incidentals
folio.

Click “Done” to save.

Smoking Fees
Misc Non-Taxable
Misc Taxable
Meeting
Meeting Room Rental
Audio Visual
Wash
Laundry
Phone
Phone

®@®O000®@®@O0O000000ewe®e@®O®®®®O O

OC®@O0O0@®@OC 000000 0O@®O0C0OO0O0O0O0O00®®OO0O

Fax

I Done )| undo || Add + |
e ——
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Posting Charges to a Folio

To post a charge to a guest's folio look for the “Add Charge” section below the folio on the left-
side.

Folio # 27710525
Add Charge Add Payment

Type [Room Rent v|  Type

[Cash ~
Description

Description

4
4

Amount

Amount 0.00

Apply Charge
Apply Payment
Save & Exit Check Out Escape

From the “Type” drop-down menu, choose the charge from the list and enter a Description (if
necessary), which will be visible on the guest’s folio copy. Enter the amount you wish to post in the
“Amount” field.

Folio # 27710525

Add Charge Add Payment

Type Type

[Cash v

Room Rent v |
Weeting Room

Audio Visual

Coffea

Stationary

Restaurant

Bar

Room Service £
Misc Taxable 0.00

Best Western Travel Card :
Sunglasses

Misc Non-Taxable
Parking

Laundery

Description

Description

Amount

Amount

Apply Payment

Phone

Save &

Date
11/06/2018 Tue

Fax

Valet Laundry
Soap

Softener
Washing Machine

Escape

Status
CHECKEDIN

Room Type
Queens Suite
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When ready click “Apply Charge” and the transaction will post to the folio.

Type | Gift Shop v

Description |candy Bar

P

Amount |1_50 |

[ Apply Charge J

The posting Date and time (actual date), Hotel Date (business date), User, Posting Type,
Description, and Charge Amount will display.

George Washington CRS Confirmation MyHMS Confirmation:ZZ20261515831 Stay Total 115.50

Add +
Date | Hotel Date |user | Type | Description | Payment Charge|

Balance |

| | | Page 1 of 1. view more i | | |

8/22/23 10022 AM 11/6/18 morana Gift Shop Candy Bar 1.50

1.50

Posting Payments to a Folio

To post a payment to a guest’s folio look for the “Add Payment” section below the folio on the left-
side. From the “Type” drop-down menu, choose the payment Type or credit card from the list and

enter a Description (if necessary) which will appear on the guest’s folio copy.

Folio # 27710525
Add Charge Edd Paymerﬂ

Type [Room Rent v| [ Type

[ MC ***==%3339 04/2028, Millard Fillmore, incidentals v
Description

Description

4
£

Amount

Amount 150

Apply Charge
Apply Payment
Save & Exit Escape
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The payment due amount is automatically calculated either one of two (2) ways:

1. It will be calculated to display what is needed to bring the balance to zero ($0)
2. It will be calculated to display the entire Stay Total

The calculation method is determined by the “Calculate Payment on Current Balance” setting in
“Hotel” section of “Setup” accessible only to the “Hotel Manager” role or higher.

If you would like to post a different amount, enter the amount you wish to post in the “Amount”
field.

Add Charge Add Payment
Type [Room Rent v| Type
| MC #**=***3332 04/2028, Millard Fillmore, incidentals ~
Description
lDescrietiog

e

e

| IAmountI ﬁ] |
[ Apply Payment J

Amount

Apply Charge

Save & Exit Escape

When ready click “Apply Payment” and the transaction will post to the folio. The posting Date and
time (actual date), Hotel Date (business date), User, Posting Type, Description, and Charge Amount
will display.

George Washington CRS Confirmation MyHMS Confirmation. ZZ20261515831 Stay Total - 115.50

Date Hotel Date. user Type Description Payment Charge Baian
Page 1 of 1. visw more ransactions

8/22/23 1022 AM 11618 morana Gift Shop Candy Bar 150 150

8/22/23 10:45 AM 11818 merana Mastercard OKBB1Z **r === 3332, Invoice # 24053721 1.50 0.00

Posting a Split or Mixed-Tender Payment

To post a split or mixed-tender payment to a guest's folio look for the “Add Payment” section
below the folio on the left-side. From the “Type” drop-down menu, choose the payment type or
credit card from the list you wish to apply the first part of the split and enter a Description (if
necessary), which will appear on the guest's folio copy. Then repeat the process with the second
payment method.

If a new credit/debit card is presented for the split, it will need to be added to the reservation from
the Guest Data screen using “Add CC with Authorization” in the payment section.
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Posting Corrections to a Folio

There are multiple ways to correct folio transactions: you can modify existing transactions, void
transactions, or post adjustments to previous transactions. All users can post charges and
adjustments.

If your Hotel Manager has added the “PERMIT_FOLIO_LINE_EDITING” permission to your user,
you'll be able to access a special menu to correct transactions. The specific user permission can be
activated in the “Users” underneath the “System” Category in the “Setup” area.

AUTOCLERK'

Cloud PMS
Main Menu Reservations Reports
Login Name: | test123
Full Name: | [test123 |
Pazsword: | |.u.....u.... |@
User Role: [ Hotel Staff v|

L) PERMIT_MANUAL_RATE

[J PERMIT_OVER_BOOKING

[ PERMIT EDITING ON RATE CALENDAR
PERMIT FOLIO LINE EDITING
PERMIT_REFUND_POSTING

J PERMIT_GROUP_DATE_EDITING

User Permissions:

Language:
Locked: ]

Force password change on next login: [

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

Note: City Ledger payments and credit card payments posted on a previous business day
cannot be modified and must be adjusted with additional postings.

Modify amount

To modify existing transitions, in the guest folio, right-click your mouse on the posting line that
needs to be corrected. A pop-up menu will appear with multiple options. Click on “Modify
Amount”. In this example we will make an adjustment to the Room Rent charge of $100.00.
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MyHMS Confirmation:2Z20261515831

Stay Total : 115.50

Date I Hotel Date I User I Type I Description I Paymentl Charuel Balance I

I I I I Page 1 of 1. view more transactions I I I I

8/22/23 10:22 AM 11/6/18 morana Gift Shop Candy Bar 1.50 1.50
8/22/23 10:45 AM 11/6/18 morana Mastercard OKB8B1Z *rxhxsx 3332, Invoice # 24053721 1.50 0.00
8/22/23 11:10 AM 11/6/18  morana Room 100.00 100.00
8/22/23 11:10 AM 11/6/18 morana Qccupa 3.00 103.00
8/22/23 11:10 AM 11/6/18 morana Sales TaRemove line item 4.00 107.00
8/22/23 11:10 AM 11/6/18 morana City Tax 1ransfer line item 3.00 110.00

Folio # 27710525

Transfer all items

Total :  $110.00

A window will pop-up where you can correct the posting, in this example to $90.00. By default, this
will adjust the taxes that are associated with the Room Rent charge, but you can uncheck the box
if you do not want the taxes adjusted. Click “Yes” when finished.

Confirmation

Modify amount for Room Rent from $100.00 to:

| 90.00|

Automatically Adjust Taxes associated with the Room Posting -.

%)

The folio will now display the adjusted room rent and taxes. The balance previously was $110 but

after the adjustment the folio balance is now $99.00.

George Washington

CRS Confirmation: MyHMS Confirmation: 7720261515831

Stay Total : 115.50

Date | Hotel Date | User | Type | Description | Payment Charge| Balance

| | | | Page 1 of 1. view more transactions | | | |
8/22/23 10:22 AM 11/6/18 morana Gift Shop Candy Bar 1.50 1.50
8/22/23 10:45 AM 11/6/118 morana Mastercard OKBBAZ ****+#+*, 3332, Invoice # 24053721 1.50 0.00
8/22/23 11:10 AM 11/6/18  morana Room Rent 90.00 90.00
8/22/23 11:10 AM 11/6/18 morana Occupancy Tax 2.70 92.70
8/22/23 11:10 AM 11/6/18  morana Sales Tax 3.60 96.30
8/22/23 11:10 AM 11/6/18 morana City Tax 2.70 99.00

Folio # 27710525

Total :  $99.00

Transaction reports will provide an audit trail for modifications. Any changes are reported as
adjustment postings to keep track of each instance the amount was modified. This allows accurate
reporting while keeping the guest's folio uncluttered and easier to read.
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Gift Shop
32764212 Adams, John Primary 2/25/21 Chocolate $ 500.00 edbear 07/22/21 11:48
32764212 Adams, John Primary 2/25/21  null, Invoice # 0. Old descript -3 485.00 edbear 07/22/21 11:51
on == Chocolste
Total Gift Shop $5.00

Remove line item

To void the posting entirely, in the right-click menu, choose “Remove Line Item”.

John Moran CRS Confirmation: MyHMS Confirmation:ZZ20261482069 Stay Total : 77.00
Date Hotel Date User Type Description Payment Charge Balance

Page 1 of 1. view more transactions

8/22/23 11:22 AM 11/6/18 morana Gift Shop 5.00 5.00

Modify amount

Transfer line item

Transfer all items

After confirming that you want to remove the transaction, the line will remain on the folio, but the
amount will show as $0.00. This informs hotel staff that a transaction was voided on the folio,
however the transaction line will not display to the guest on printed folios.

John Moran CRS Confirmation: MyHMS Confirmation:7720261482069 Stay Total : 77.00
Date Hotel Date User Type Description Payment. Charge Balance
Page 1 of 1. view more transactions
8/22/23 11:22 AM 11/6118  morana Gift Shop Chocolate

Adjustments

Posting adjustments is required if your manager has not permitted “Folio Line Editing”. This
method is also necessary if the transaction is for a previous business day (e.g., Night Audit was
completed and now an adjustment needs to be made).

Note: Posting any “Room Rent” amount, positive or negative, will prevent the system from
posting room and tax to that folio during the Night Audit. You can avoid this by using a
separate charge such as “Room Correction” to adjust room rent postings. For arrivals after
rolling the night audit routine, use a “Late Check-In After Audit” charge.
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In this example we will make the same adjustment to the Room Rent charge of $100.00 however
we will post a credit to room rent instead of modifying the original posting.

In the guest folio, select the transaction type from the drop-down menu in the “Add Charge”
section, in our example, we will use “Room Rent". Enter the reason for the adjustment in the
“Description”, which will appear on the guest’s folio copy.

Next, enter the amount of the adjustment needed. If entering a credit, use a minus (-) to indicate a
negative amount. When ready click “Apply Charge”.

Add Charge Add Payment
Type [Eoom Correction :;] Type
[MC ********3332 04/2028, Millard Fillmore, incidentals v

Description Rate Adj us‘tmen'EJ

Description

Amount  |[-10.00 | l

E Apply Charge J

Amount 99.00

Apply Payment

Save & Exit Escape

The folio will now display the adjusted room rent and tax. The balance will now display a negative
(-) amount indicating that there is a credit due that will need to be refunded to the guest. Details
on how to post a refund are in the next section.

George Washington CRS Confirmation: MyHMS Confirmation:7Z20261515831 Stay Total : 115.50
Date I Hotel Date I User | Type | Description I Paymentl Charuel Balance I
{ { { | Page 1 of 1. view more transactions | | | |
8/22/23 10:22 AM 11/6/18  morana Gift Shop Candy Bar 1.50 1.50
8/22/23 10:45 AM 11/6/18  morana Mastercard OKBB1Z **rrrw, 3332, Invoice # 24053721 1.50 0.00
8/22/23 11:10 AM 11/6/18  morana Room Rent 90.00 90.00
8/22/23 11:10 AM 11/6/18 morana Occupancy Tax 2.70 92.70
8/22/23 11:10 AM 11/6/18  morana Sales Tax 3.60 96.30
8/22/23 11:10 AM 11/6/18 ___morana City Tax 2.70 99.00
/22/23 11:37 AM 11/6/18 morana Room Correction  Rate Adjustment -10.00 89.0
8/22/23 11:37 AM 11/6/18 morana Occupancy Tax -0.30 88.70]
8/22/23 11:37 AM 11/6/18  morana Sales Tax -0.40 88.30
g 11/6/18 ___morana City Tax -0.30 88.0
8/22/23 11:39 AM 11/6/18  morana Mastercard OKQ39Z *#r+w: 3332, Invoice # 24053722 99.00 -11.00
Folio # 27710525 Total :  $ -11.00
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Moving and Transferring Folio Postings

Folio postings can be moved to any folio in a reservation, including the group folio if the
reservation is attached to a group. They can also be transferred to a different guest's folio.
Postings can only be moved or transferred if your manager has added
“PERMIT_FOLIO_LINE_EDITING" permission to your user. If you do not have this permission, you
will need to ask your manager to complete this task.

Note: All payment types except City Ledger and credit card payments can be transferred to
another guest’s folio. Credit card payments are tied to the guest's profile and cannot be
transferred to another guest’s profile. These payment types will need to be refunded and
then reposted on the new folio.

Move Charges to Another Folio

In the guest folio, right-click your mouse on the posting line that needs to be moved. A pop-up
menu will appear with multiple options. Click on “Move to <name of folio>", “Transfer Line Item”,
or “Transfer All ltems”.

Incidentals /$ 0.00 Add +

Date Hotel Date User Type Description Payment Charge Balance
Page 1 of 1. view more transactions

8/22/23 11:48 AM 11/6/18 mfh Eﬂ Gift Shop Water 2.00 200
odi

Folio # 27704448 Total : §2.00

When moving to another folio in the reservation, a Confirmation window will pop-up asking, “Are
you sure you want to move <transaction> to <folio name>?". Click “Yes".

y- - .Y
Confirmation I: le

Are you sure you want to move Gift Shop to Incidentals?

Yes Cancel
\ J

You will be taken to the destination folio and the moved transaction will display.

Note: Only the taxes associated with Rent postings can be moved automatically. All other
postings will require the taxes to be moved manually to other folios in the reservation.
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Primary /$ 0.00 Add +
Date | HotelDate | User | Type | Description | Payment| Charge/ Balance |
| |Pau|1of1.viuwnmhnn:ﬁoni | | | |
8/29/23 3:34 PM 11/6/18 morana Gift Shop Water 2.00 2.00
Folio # 27715520 Total : $2.00

Transfer Charges to another Folio

In the guest folio, right-click your mouse on the posting line that needs to be transferred.

Primary /$ 0.00 Add +
Date | HotelDate | User | Type | Description | Payment| Charge| Balance |
| | Page 1 of 1. view more transactions | | | |
8/29/23 3:34 PM 11/6/18 morana Gift Shop Water 2.00 2.00
Modify amount
Remove line item
Move to Primary
Folio # 27715520 Total :  §2.00

When transferring to another guest's folio, a Confirmation window will pop-up asking, “Are you
sure you want to transfer line item <transaction>" or “Are you sure you want to transfer all
items?”.

r ™

Confirmation @

Are you sure you want Transfer line item Gift Shop for 2.00?

--Selected from in House Guest-- \/ll

Or Select Folio Number

| |

Transfer To:
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In the drop-down menu, choose the in-house guest to transfer the posting(s) to. If the guest was
checked-out, or will check-in, or you need to transfer the posting(s) to a group master folio, you
may enter the Folio Number for the destination of the transfer. (The Folio Number can be found
below the folio’s postings on the lower left, above the “Add Charge” section).

F .
Confirmation @

Are you sure you want Transfer line item Gift Shop for 2.00?

--Selected from in House Guest-- v
--Selected from in House Guest--

| |

Transfer To:

Cancel

Once you have selected your folio destination and confirmed the transfer, click “Yes".

’
Confirmation @

Are you sure you want Transfer line item Gift Shop for 2.00?

| 218 - Lindsey,Mcpherson v |

Or Select Folio Number

| |

Transfer To:

Folio :Lindsey,Mcpherson

Folio Type:GUEST

Status:CHECKEDIN

The folio posting(s) will then turn gray, and notes will appear to show where the posting(s) were
transferred to. The Folio Number will be displayed as a hyperlink which will take you to that folio
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to view the transferred transaction(s). These notes will not appear on printed folios and are only
for the hotel to see that a transaction was transferred.

Date Hotel Date User Type Description Payment Charge Balance
Page 1 of 1. view more transactions

[ | Eolio 27716386 | ]

Refunding a Credit/Debit Card

After a posting has been adjusted, you may need to refund the guest if a previous payment to the
folio has already been applied. This is indicated by a negative (-) amount in the “Total” balance at
the bottom of the folio on the right, and you will see in the “Add Payment” section under the folio
on the lower left that the Amount field will be a negative (-) red number.

George Washington CRS Confirmation MyHMS Confirmation. ZZ20261515831 Stay Total - 115.50
Date Hotel Date User Type Description Payment Charge Balance
Page 1 of 1. yiew more transactions

8122123 10:22 AM 11/6/18 morana Gift Shop Candy Bar 150 1.50
8/22/23 10:45AM 11/6/18 morana Mastercard OKBB1Z """ 3332, Invoice # 24053721 150 0.00
8122123 11:10 AM 116118 morana Room Rent 90.00 90.00
8/22/23 11:10 AM 11/6/18 morana Occupancy Tax 270 270
82223 11110 AM 11/6/18 morana Sales Tax 360 96.30
8/22/23 11:10 AM 11/6/18 morana Gity Tax 270 99.00
8/22/23 11:37 AM 11/6/18 morana Room Correction Rate Adjustment -10.00 89.00
8/22/23 11:37 AM 11/6/18 morana Occupancy Tax 0.30 8870
8/22/23 11:37 AM 11/6/18 morana Sales Tax -0.40 88.30
8/22/23 11:37 AM 11/6/18 morana City Tax -0.30 88.00
8/22/23 11:39 AM 11/6/18 morana Mastercard OKD30Z *reereess 3332, Invoice # 24053722 99.00 -11.00

Folio # 27710626 Total : $-11.00

Add Charge Add Payment Prnt Felio
Folio to Excel
Type Room Rent ~ Type
......... r Folio to PDF
MG 3332 04/2028, Millard Fillmore, incidentals v COMMENT
Description o Email Folio
escription Refund for Room Rate
gdj:',.mpnﬂ ' Use Company Address
‘Set Default Payment
Guest Data
Amount History
Amount 11.00
Letters
Apply Charge

e Confirm the guest’s credit/debit card to be refunded in the “Type” drop down menu.

e Enter the reason for the refund in the “Description” which will appear on the guest’s folio copy.

e Confirm the amount to be refunded and when ready click on “Apply Payment”

e You will see the amount refunded in the folio. The “Total” balance will be updated.

e The amount of time it will take for the guest to receive their refund varies depending on their
bank’s processing time and could take approximately 2-14 business days.
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George Washington CRS Confirmation. MyHMS Confirmation ZZ20261515831 Stay Total - 115,50
Date. Hotel Date User | Type | Descripti | Payment| Chargs| Balance |
| | | | Page 1 of 1. yiew more | | | |
8/22/23 1022 AM 11/6/18 morana Gift Shop Candy Bar 1.50 1.50
8/22/23 10:45 AM 11/6118 morana Mastercard OKBB1Z *e=tr= 3332, Invoice # 24053721 1.50 0.00
8/22/23 1110 AM 11/6/18 morana Room Rent 90.00 90.00
8/22/23 11:10 AM 11/6/18 morana Occupancy Tax 270 9270
8/22/23 11:10 AM 11/6/18 morana Sales Tax 3.60 96.30
8/22/23 11:10AM 11618 morana City Tax. 270 09.00
8/22/23 11:37 AM 11/6/18 morana Room Correction Rate Adjustment -10.00 89.00
8/22/23 11:37 AM 11/6/18 morana Occupancy Tax 030 88.70
8/22/23 11:37 AM 11/6/18 maorana Sales Tax -0.40 88.30
8/22/23 11:37 AM 11/6/118 morana City Tax 030 88.00
[22/23 139 AM 1UGAR mQrAna I QKO307 *~+3335 Jnvpice # 24053700 99,00 ~11.00
8/22/23 11:42 AM 11/6/18 morana Mastercard srimar=3332, Invoice # 24053724 Refund for Room Rate Adjustment -11.00 0.00
Folio # 27710525 Total : $§0.00
Add Charge Add Payment Print Folio
Folio to Excel
Type Room Rent v|  Type
MC ~***"*3332 04/2028, Millard Fillmore, incidentals - COMMENT Folio to PDF
Description Email Folio
Description
Use Company Address
Set Default Payment
Guest Data
Amount History
Amount 0.00
Letters
Apply Charge L
Apply Payment 2

Departures / Check Outs

Locating a Departure

Once Night Audit has been run, there are a few different areas in the system where you can locate
guests that need to be checked out:

e Tape Chart (if the reservation already has a room assigned)

e Search Today and Quick Search

¢ Remaining Departures link in the “Summary” section on the Front Desk Dashboard
e Departures menu in the blue menu bar:

Arrivals In House Dashboard

View List

Availability 108,Bass, Lance

RACK-Flexible Rate 111,Stamos, John

13 NSQQ $110.00 112,Moran, Sam
9 NSK $ 110.00 -
2 NSKS $134.00 Arrival Date =
2 NSKE $150.00
2 NSHQ $ 12000 Departure Date —

Search More...

You may also see the guests due to check out by selecting the “View List” option from the drop
down. This will take you to a separate screen and show additional guest data.
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Arrivals In House Dashboard

Availability 108,Bass, Lance
RACK-Flexible Rate 111,Stamos, John
13 NsQQ $ 110.00 112,Moran, Sam
9 NSK $110.00
2 NSKS $134.00 &
2 NSKE $ 150.00
2 NSHQ $120.00 =

Search More...

From here, you can sort the guest data by clicking on any of the underlined column headers.
Click the individual guest's name to be taken directly to their folio.

Main Menu Reservations Reports Arrivals In House Departures

Departures > View List
3 items found, displaying all items.1

Grp Guest Name BWR # BWR Tier Confirmation # CRS Confirmation Arrive Depart Status Company
(‘:f’ Bass, Lance 7710064841542 1/5/23 1/6/23 Checked

G o Moran, Sam 7710065687366 1/5/23 1/6/23 Checked
’Q,"-‘:’ Stamas, John Z710060810779 111723 1/6/23 Checked

Settle the Folio

From the guest folio, you can see any charges or payments that have been posted. In the example
below, room rent and tax have been charged and there is a balance of $144.90.

Lance Bass CRS Confmatian: HMyHMS Confrmatan ZZ 10064841542 sy Total: 144.90
Date Hotel Cate User Twpe Description Fuyment " Charge] Balence
Pago 1 o 1. view mors transaction:
1172023 245 P 1623 Il Room Rent Reom 106 12000 12000
113232 45 PM 1523 ISoliz Occupancy Tax 1580 13560
110323 2:45 P 1523 JSalz County Tax 5.00 14160
1323245 P 1523 ISoliz Sales Ta 530 14450
Falio & 7765307 Total: § 14480
Add Charge Add Payment il Folio Guesl Dialt
Folioto Exeel History.
Type Raom Rent v Type Cazh > Folioto FOF Letters

Descsiption Deseription GOMUENT Emil Folia Log
Use Campany Address
Set Detault Payment

Pt [ Requred ek Amount [ 14480 ]

Apply Charge Apply Payment

Save & Exit Escape

Before a guest can be checked out, all folios must have a zero balance. Payments to a folio
can be made in the “Add Payment “section of the screen. Use the “type” drop down and select the
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method of payment for the guest. The balance of the folio will automatically be populated in the
amount field (always double check the amount being posted). When ready, click Apply Payment.

Add Charge
Type Room Rent v Type

Add Payment

Description
Dascription

Amount |

Amount

Apply Charge

Save & Exit Check Out Escape

Auth: $144.90
2257 0372026, Lance Bass, | COMMENT
Set Default Payment
11000
Apply Payment

After payment has been applied, the balance must be zero before continuing the checkout:

Lance Bass CRS Confirmaton:

MyHME Confirmalion 2220262018111

Slay Tolal - 144.90

“Duws | owiDaw s [Tye | Descitpbon | Paymors] Chargs| Bnce |

| | | | Paga 1 of 1. viaw mars transactions | | | |
V2623 12:56 PM 11126818 marana Room Rent 13173 13173
11/28/23 12:56 PM 11/28/18 morana Occupancy Tax 395 13568
V28123 12:56 PM 126818 morana Sales Tax a2l 14095
1128023 12:56 PM 128018 morana City Tax 3.05 144,80
V223 12:58 P 128018 maorana Visa OKE L ™ =2357, Invoice # 24207005 144.90 000

Folio # 27949580

o s

Once the payment has been applied and the folio has a $0.00 balance, an orange “Check Out”

button will appear at the bottom of the folio screen.

Add Charge Add Payment
Type Rm)m Rent ~ Type

[ VI #=mx2257 03/2026, Lance Bass,
Description

Description
Amount

Amount

Apply Charge
Apply Payment
Save & Exit Check Qut Escape
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Day Use Reservations

All reservations must be booked for at least a one-night stay. However, a room can be marked day
use by checking it in, and then on the same day checking out the reservation with a zero balance.
Any charges must be posted manually as there will not be a Night Audit routine to automatically
post charges.

After clicking “Check Out” popup will ask you to confirm if you'd like to mark the reservation as a
day use room or cancellation.

Attention! (%)
You are Checking-Out a Reservation that Arrived Today. Do
you want to show the reservation as Day Use Room and count
as an occupied Room in your Daily Statistics?

[ ShowasDayUse || Show as Cancelled |

Printing or Emailing a Reservation Folio

A guest has the option for either a hard copy or digital copy of their folio. From the guest folio
screen near the bottom right corner, there are a few options:

Print Folio

Folio to Excel

Folio to PDF
Email Folio
e-Regcard

Use Company Address

e Print Folio: This will produce the folio for preview in another browser tab, which can be
printed by using the browser’s print function. The resulting printout may appear smaller and
may not fill the page.

o Folio to Excel: This will send the folio to a spreadsheet program like Excel in the event certain
lines need to be removed before printing. The resulting printout will look the same as if
printed from a PDF.

¢ Folio to PDF: This is the best printing method. This will export a copy of the folio to your PDF
reader for immediate printing. It fills the page providing a professional and readable copy for

the guest.
e Email Folio: This will send an email to the guest and (" Email Folio @)
attach the folio as a PDF. If there is an email address on To Alex.Johnson@yahoo com ®

Cel J

the guest's profile, it will automatically populate,
however you may edit this field and one Cc may be
added. To send to more than two recipients at a time, e
click Email Folio again.
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Example Folio

* AutoClerk Cloud University Guest Folio
100 Main Street Waar: EM
P haenix, Arizona 85027 Dats: Augusl 21, 2024
Main:{E23) TRO-6000 Fax-823-Ta0-1234 Timea: 2:52PM
nofel. besbwesie Com
Training Manual Arrival date: 7/27/2024
G201 M. 24th Parkway Departure 7/28/2024
FhoenixAZ 25015 Confirmation 2710098400317
Room: 125 [Hing
Folio #: 11388825
DATE DESCRIPTION TYPE CHARGES| CREDITS BALANCE
TIZTI24 Room Rent % 100.00 5100.00
TiZTIZ4 County Sales Tax §v.38 5107.38
TiZTIZ4 Occupancy Tax 511.95 11033
TIZTI24 Sales Tax 3 2.00 512133
Totals 51433

Guest Signature:
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House Accounts

House Accounts are folios used to post charges and payments for non-guest or non-group
purposes. Common uses include Market/Sundry sales, sales to customers who are not guests in
your hotel, or to keep track of vending refunds and/or laundry commissions.

The House Account folios must all be at $0.00 balance for Night Audit to be run.

House Account folios are like guest folios, with only some key differences (described in detail in
the following sections). In House Accounts:

Specific transactions may be check-boxed to display on the printed or emailed folio.

Folios may be closed which will wipe out all charges and recreate the folio with the same name
and settings. Any folios not named “House” will give you the option to delete the folio after
closing it.

Credit cards are stored in House Accounts until the folio is closed, or until the card is removed
using the white “Remove Card” button.

It is not possible to transfer charges from a guest folio to the House Account folios. However,
charges can be transferred from the House Folio to a guest folio.

City Ledger/Direct Bill cannot be used as a payment type in House Accounts.

For basic information on handling folios, reference the following sections under Folio Postings and

Transfers:

e Creating Additional Folios and Routing e Posting Corrections to a Folio

e Posting Charges to a Folio e Refunding a Credit/Debit Card

e Posting Payments to a Folio e Moving and Transferring Folio Postings

Posting a Split or Mixed-Tender Payment

The House Accounts can be accessed from the Main Menu drop-down menu in the blue menu
bar.

AUTOCLERK'

Cloud PMS

Main Menu Reservations Reports Arrivals

Front Desk
Phone List Summary

Housekeeping Remaining Arrivals

1

City Ledger Account Menu 2 Remaining Departures
H A : I 7 Currently In House

ouse Accounts 4 Stay Overs
Pass On Log 0  Arriving Tomorrow
Night Audit 0 Departed Guests
Setup 31 Vacant Dirty

] 62  Vacant Clean
View System Messages 1 Out of Order
Help 1 Users
L020 . 0 CRS Res

BW CRS connection = Cheek...

All House Accounts appear as a folio.
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P AUTOCLERK o Mar 15, 2022
Cloud PMS AutoClerk Cloud University Q

HOUSE ACCOUNTS

[ | Date Hotel Date user Tvpe Description Payment Charge Batance

Page 1 of 1. view mere ransactions

Folio # 2374623 Total:  $0.00

Add Charge Add Payment funFore
Folio to Excel
Type Room Rent v Type Cash v

Email Folio
Descriptior Description

Add Card
Edit CC
Remove Card

Amount  [Required Fleld | Amount [ooo

Apply Charge Apply Payment

Save & Exit Folio Setup Close Folio Escape

Creating Additional Folios in the House Accounts

You can create as many folios as you'd like in House Accounts. Note: We strongly recommend
not creating a second folio named “House”, as this will cause the system to recognize it as a
duplicate of the default House folio and causes issues with routing and folio closing.

Above the folio on the left-side you'll see two tabs labeled “House” and “Add +". Click “Add +" to

create a new folio. A pop-up window will appear in the upper center of the page to give the new
folio a name.

Mar 15, 2022
AUTOCLERK o Q
Cloud PMS AutoClerk Cloud University
HOUSE ACCOUNTS
| | Date Hotel Date User Type. Description Payment Charge, Balance
Page 1 of 1. view more tUansactions
Folio # 2374623 Total:  §0.00

For example, for a purchase from the Marketplace you can create a “Marketplace” folio. Click “OK".
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www.bwh.autoclerkcloud.com says

Folio Mame:

[ Marketplace| ]

The new folio tab will appear at the top of the page.

HOUSE ACCOUNTS

[ Date Hotel Date User Type |

Folio # 8879853

Adding a Payment in a House Account

The “Add Payment” area of a House Account folio functions the same way as a guest folio.
However, to take credit card payments in House Accounts, you must first add the card by clicking
the “Add Card” button near the bottom-right of the screen.

Add Charge Add Payment Print Folio
Folio to Excel
Type o [Room Rent v Type [Cash v Email Folio
Description Description
| Add Card |
EditCC

. . Remove Card

Amount Required Field Amount 0.00 )
Apply Charge Apply Payment

Save & Exit Folio Setup Close Folio Escape

212



Add Charge

AutoClerk Cloud User Manual
Then you will have the credit card available from the “Type” drop-down menu.

Type [Room Rent

v

Description

Amount

Required Field

Apply Charge

Save & Exit Folio Setup

Add Payment Print Folio
Folio to Excel
[vee Sash 4l Email Folio
Description
Add Card
Edit CC
y Remove Card
Amount 0.00
Apply Payment
Close Folio Escape

Credit cards are stored in a House Accounts folio until the folio is closed, or until the card is

removed using the white “Remove Card” button.

Add Charge Add Payment Print Folio
Folio to Excel
T
ype  [Room Rent vl Type [Cash v Email Folio

Description Description
Add Card
Edit CC

. I Remove Card I
)
Amount Required Field Amount 0.00
Apply Charge Apply Payment
Save & Exit Folio Setup Close Folio Escape

Printing or Emailing a House Account Folio

Printing and emailing a House Account folio works differently than a guest folio.

To print a copy of the folio, select the transactions to display on the printed copy using the
checkboxes on the left-hand side. Selecting the transactions is required for folios that are kept
open with running transactions in succession, to prevent the entire folio from being printed.
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HOUSE ACCOUNTS
Test/ § 0.00 Add +
Dm Hotel Date User Type Description Payment Charge Balance
Page 1 of 1. view more {ransactions
m| 10/2/23 1:17 PM 3M15/22 morana Sundry Shop Water 3.00 3.00
| 10/2/23 1:17 PM 31522 morana Sundry Shop Chips 2.00 5.00
O 10223 1:17 PM 3/15/22 morana Cash 5.00 0.00
Folio # 2374623 Total:  §0.00

If the entire folio should be displayed, click the checkbox at the top left of the folio to select all.

HOUSE ACCOUNTS

Test/ § 0.00 Add +

Date Hotel Date User Type Description Payment Charge Balance

Page 1 of 1. view more transactions

1W2/23 117 PM 3/15/22 morana Sundry Shop Water 300 3.00
10/2/23 1:17 PM 3M15/22 morana Sundry Shop Chips 2.00 5.00
107223 117 PM 3522 morana Cash 5.00 0.00
Folio # 2374623 Total: $0.00

When are ready to print, click “Print Folio” to generate a PDF file. You can also export the folio to
Excel or email the folio, as described in the Printing or Emailing a Folio for a Guest section.

Print Folio
Folio to Excel
Email Folio
Add Card
Edit CC

Remove Card

Closing a House Account Folio

A hotel can choose to keep a folio open and display each transaction in running succession or can
close the folio at any time, such as every time a transaction is completed. Each time a House
Account folio is closed, all credit cards added to the folio will be removed. Once a House Account
folio is closed, it cannot be reopened to edit or print, however, the transactions are still recorded
and can be seen in reports. A folio can only be closed if the balance is $0.00.
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HOUSE ACCOUNTS
0 |Dale | Hotel Date IUs!r |Type |Desr:rip!.ion Paymentl Chug!l Balance |
| | ] | | Page 1 of 1. view more transactions | ] |
O 10223117 PM 3/15/22 morana Sundry Shop Water 3.00 3.00
O 102123 117 PM 3M15/22 morana Sundry Shop Chips 2.00 500
O 10223 117 PM 3/15/22 morana Cash 5.00 0.00
Folio # 2374623 Total: §0.00
Add Charge Add Payment Print Folio
Folio to Excel
Type Room Rent Type [Cash |
Description Description Email Folio
Add Card
EditCC
P Remove Card
Amount Required Field Amount 0.00
Apply Charge Apply Payment
Save & Exit Folio Setup Close Folio Escape

If the primary “House” folio is closed, it will automatically be reopened empty and ready for new
transactions.

P

www.bwh.autoclerkcloud.com says

Default house account has been deleted. Another will be created with
the same name and settings.

If an added folio is closed, you will be prompted to choose to reopen it empty and ready for new

transactions. If you click “Cancel” the folio will be deleted and not reopened.

Night Audit

P

www.bwh.autoclerkcloud.com says

House account has been deleted. Create another with the same name

and settings?

Cancel

The Night Audit can be accessed from the Main Menu drop-down menu in the blue menu bar.
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¥ AUTOCLERK
Cloud PMS

Main Menu Reservations
Front Desk
Phone List
Housekeeping
City Ledger Account Menu
House Accounts
Pass On Log
Night Audit
Setup
View System Messages
Help
&5 T
@ BW CRS connection  Check...

Preflight Checklist

You will be presented with a Night Audit Preflight Checklist indicating all 10 steps of the Night
Audit process and the step’s status.

Night Audit
Status Night Audit Preflight Checklist

LOCK Night Audit Lock
Invalid Reservations

Clear Folios

Moran, John($-27.5)

Clear Group Folios

House Folios

House (§3.00)

Stay overs

110 Bayliss. Skip
240 Washington. George

No Shows

103 Collins,_Fred
Expedia_Example

Kelly _Bride

0 Payment, Spii

240 Washington,_George

SETTLE Settle Credit Cards

Charge Folios

Increment Date

There are three (3) status indicators:

1. Blue status with “OK” indicates the step is complete and no action is required.

2. indicates an action that can be taken by clicking the button: “LOCK”, “SETTLE",
“CHARGE", and “INCREMENT".

3. Red status with “ACTION REQ.” indicates the step needs action before moving forward
with the audit. Any time a step needs attention there will be hyperlinks to the name(s) of
the reservation(s) that need action.
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To complete the Night Audit using “Increment Date”, all steps must be Blue status with “OK”,
except for Night Audit Lock and Increment Date which can be

Night Audit Lock

This button is optional. Clicking the “LOCK" button will lock all users except for the user who
clicked the button, preventing all other users from making any changes or postings while
preparing the Night Audit.

It is not mandatory to lock the system but may be beneficial to properties who may have more
than one user working on the overnight shift. This will not allow any financial changes to the
system while the audit is being processed. Failure to do so could put the properties ledgers out of
balance. Note: The Night Audit must be manually unlocked. It will not unlock automatically
after incrementing the date, and it can only be unlocked by the same user who locked it.
Not even users with higher permission levels can Unlock.

Invalid Reservations

This button should always remain blue. If for any reason this turns red/ACTION REQ., it signifies a
reservation has been corrupted. You must reach out to AutoClerk Cloud Support for assistance.

Clear Folios

If any past reservation has an open balance on the folio, this button will appear red/ACTION REQ.
Use the link to go directly to the folio and post a payment, refund, or charge to obtain a zero
($0.00) balance. Once all are cleared, it will turn blue/OK, and you can then continue with the
Night Audit.

Clear Group Folios

If a departed group has a group master folio with an open balance, this button will appear
red/ACTION REQ. Use the link to go directly to the group folio and post a payment or charge to
obtain a zero ($0.00) balance. Once this turns blue/OK, you can continue with the Night Audit.

House Folios

When a House Accounts folio is holding a balance, this button will appear red/ACTION REQ. Use
the link to go directly to the folio and post a payment or charge to obtain a zero ($0.00) balance.
Once this turns blue/OK, you can continue with the Night Audit. Note: it is best practice to
ensure that staff members are collecting and posting payments right away when posting
any charges to House Accounts.

Stay Overs

If a room is due to check-out today but has not been checked-out or extended, this button will
appear red/ACTION REQ. Use the link to check-out or extend the room if necessary. Once this
turns blue/OK, you can continue with the Night Audit.

No Shows

If a reservation has not arrived before Night Audit, this button will appear red/ACTION REQ. Use
the link to process the no-show reservation.
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1. Inthe reservation adjust the number of nights to one (1) and click “Save”.

. Mar 15, 2022
AUTOCLERK ‘AutoClerk Cloud University Search taday. aQ
Cloud PMS e
John Moran New 'CRS Confirmatien n/a MyHMS Confirmation ZZ 40064085092
Aurive. Nights  Depart Room Type Adults  Chikdren  Infants. Check In
|[_Tue Mar 15 2022 Thu blar 17 2022 Availability | Rates Ke w1 v 0 v 0 « ——
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt Rollaways Cribs Pets Cancel
3 - 0 $116.60 $0.00 0 - v [0~
RACK- FLEXIBLERATE |2 £5000 [u] o o~ 0 Copy Reservation
3
4 b Travel Agent All Notes
Best Westem 1D Looklip|
— Hist
Last |[Moran s
First | [Jahn Reservation Comments CRS Comments Folo
Title v cra [1200PI Letters
Phone / Type |[702-866-4613 MOBILE o
Address 1 ||123 Main St
Address 2
Zip/ Counry (69123 United Stetes v -
‘g:ry -‘gta\z Las Vegas Nevada = Guest Camments Do Net Rent () asan :ueﬂ Statistics 20
&-mail hi loud. HOME v wg # of Nights
ol - I s =
: — Avg Rate $50.00
Drivers License Most Freq Rm Typ KLE
Passport Iost Freq Room
Other Phone. Folio Comments Active Stays 1
Purchase Order Total Reservations. 1
Company Cancels 0
Join BW Rewiards [ No-Shows 0
Hold Type | CC-GTD ~ Pay Type |[Cash v Source |[Front Desk ~ Source? |Front Desk ~ | Cancel Policy |[4PM «
Credit Card Action |- v||Go WMarket || Corporate v
Save & Exit E Refresh Escape
Date Status ‘Room Type Room Rate
0315/2022 NEW King Lounge Chair RACK- FLEXIBLE RATE $50.00
0316/2022 NEW King Lounge Chair RACK- FLEXIBLE RATE $5000
. . . . “ «
2. On the right-side of the reservation, click the “Folio” button.
Mar 15, 2022
() AUTOCLERK AutoClerk Cloud University Search today. Q
Cloud PMS -
John Moran New CRS Confirmation n/a MyHMS Confirmation ZZ1 0064085082
Arrive Nights Depart Type Adults Children  Infants Check In
( D " Room ‘[F—| - -
|~ Tue Wiar 15 2072 (1[5 |[_wed Mar 16 2022 Avalobilhy (Rates | ST8OMY [i0c [ 0 vl [0 e Show
Rate Plan Rate Confidentizl Rate Stay Total Balance Tax Exempt  Rollaways Cribs Pets Cancel
RACK- FLEXIBLE RATE ~| $50.00 ] 868.25  §0.00 C Ov Ov|[0v Copy Reservation
e Group Travel Agent All Notes
Best Western 1D [Loakup) History
Last |[Moran
First |\Jahn Reservation Comments CRS Comments
Tite v| ETA [12:00P1v Letiers
Phone / Type |[702-666-4613 MOBILE  ~ Log
Aderess 1 [[123 Main St
Address 2 .
Zip! Gountry |(88123 United States v | o
City / State |[Nevada | Guest Comments Do Not Rent [ Guest Statistics
emal [ohn@cloud.com | [HOME _ v| Avg # of Nights 1.00
P — oL =
Avg Rate $60.00
Drvers License | | 4 Most Freq Rm Typ KLC
Passport Mast Freq Room
Otter Phone Folio Comments Aciive Stays 1
Purchase Order Total Reservations 1
Company | Cancels 0
Join BWW Rewards L No-Shows. 0
Hold Type |[CC-GTD ~ Pay Type | Cash_~ Source | Front Desk ~ Source2 [Front Desk ~| Cancel Policy |[4PM ~ |
Credit Gand Action [~ ~|[Go] Market | Corporate ~

Save & Exit Save Refresh Escape

Date Status Room Type Room Rate Plan Rate
031672022 NEW King Lounge Chasr RACK. FLEXIBLE RATE $50.00

3. Inthe “Add Payment” section, post one night of room and tax.
a. Use the guarantee form of payment on file from the “Type” drop-down menu.
b. Use the “Stay Total” in the upper right above the folio for the payment amount.
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() AUTOCLERK" 22-34 AC Cloud Deme Hotel Search today a Mar 15, 2022

Cloud PMS

John Moran CRS Confirmaton WyHMS Confirmation 2220261867741
Add

Date I Hotel Date. | User | Tupe. | Description | Payment| Charge! Balanes |
| | | | Page 1 or1. | | | |

Folio # 27636134 Total:  $0.00

Add Charge Add Payment Print Folia Guest Data

Folio to Excel History

Type [ Room Rent v [T -
i 11190472025 < J— Folio to PDF Letters
Email Folio

Description Log
Description
4 O use Company Address.
) Set Default Payment

Amount

Apply Charge

Apply Payment
Save & Exit Check In Escape
Date Status. Room Type Room Rate Plan Rate
12772018 Tue NEW King RACK- Flexible Rate 55000

4. Inthe “Add Charge” section, post the no show charge.
a. Use the “No Show Charge” transaction type from the “Type” drop-down menu.
b. Use the pre-tax rent amount found in the Itinerary on the lower right at the bottom
of the page.

() AUTOCLERK AutoClerk Cloud University Search today. a Mar 15, 2022

Cloud PMS

John Moran CRS Confirmation: MyHMS Confirmation ZZ20261867741 Stay Total : 56.00

oete | HowlDse user | e | Description i papment Chargel |

| | | | Page 1 of 1. view mors transaetions | I |
10/26/23 10:27 AM 12718 morana Visa OK2352 "*™™"*1119, Invoice # 24096066 55.00 -55.00
Folio # 27636134 Total: §-55.00
Add Charge Add Payment PrntFollo GuestData
Falia to Excal History

B e
Pe [fo Shou Gharge v ]| Teee Folio 1o POF Letters

. COMMENT =
Description Email Foio Log

Description
y [ Use Company Address
) Set Default Payment
Amount lsn 0 I §
Amount 5500
l Appiy Chorge |
Apply Payment
Save & Exit Check In Escape
Date Status Room Type Room Rate Plan Rate
1112712018 Tue NEW King RACK. Flexible Rate $ 50.00
——
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5. Confirm the folio has a zero ($0.00) balance

AUTOCLERK

Mar 15, 2022
= AutoClerk Cloud University a
Cloud PMS
John Moran CRS Confirmation MyHMS Confimation 2220261867741 Stay Total - 65.00
oue | Hotel Date [1ype | Descrption Papmen| narge! Baisncs
. i oanciots — L L
0725123 10.27 AM 127118 Visa OK235Z 1113, Invalce # 24096066 5500 -55.00
10725123 1034 AM 12718 No Show Charoy 5000 500
102523 1038 AM 112718 Occupancy 150 350
10725123 1034 AM 112718 morana Sales Tax 200 150
10725023 10.34 AM 1127118 merana City Tax 150 0.00,
Folio # 27836134 Toul: §0.00
Add Charge Add Payment Print Fello
. . Falio 10 Excel
ype Room Rent v Tuee
[VI"=1119 0412025, John Moran, v COMMENT Folio ta FOF
Description Emal Folo
Description
O Use Company Address
Set Default Payment
Amount -
———————————  amamt  [om0
Apply Charge.
Apply Payment
Save & Exit Check In Escape
Date Status Room Type. Room Rate Plan Rats.
112712016 Tue NEW Kin RACK. Floxiblo Rato $50.00

6. Click “Guest Data” under the folio on the lower right.
7. Finally, click “No Show" in the upper right to set the reservation status and complete the no

show procedure.

<« C @ bwhautoclerkcioud.com

= AUTOCLERK
Cloud PMS

JohnMoran  New GRS Confimmatien'n/a

/LaadReservation.do2Tmykey=2a12rEKEmDPE ke GTVIPEWeUnKifl Wy

a5 & NOSHOW?

mnm[ oK Caneel

Armive Mights  Depant | Ter | : o e A |
Tue Mar 15 2022 - =) || Wed Mar 16 2022 | [ Avallability / Rates KIS w1 vlo v« [0 ~
|[“roe ver (1[5 | v wr 10 2022 | ] y —

Rate Plan
RACK FLEXIBLE RATE

Rate
v] [ 85000

Best Westem Company Group Travel Agent All Notes
Best Westem ID Lookup)

Last | Woran
First | John
e v| ETA 12:00PI~
Prane | Typs | 702-665-4613 | [MOBILE v
Address 1 [123Manst |
Address 2

Reservation Comments

Confidential Rate Stay Total Balanes Tax Exempt  Rollaways Cribs Pets
§8825 6000

< o o

CRS Comments

Zip / Country

89123 | [United States v |

Guest Commerts

Do Not Rent (J

Cther Phane Falio Comments

Purchase Order
Company _
Join BW Rewars

Hold Type | CC-GTD v Pay Type |[Cash_~|
Credit Card Action —~1[s]

Save & Exit Save Refresh Escape

Status.

Date Room Type
03152022 NEW King Lounge Ghair

Source | Front Desk v
Market | Corporate

Rate Plan
RAGK- FLEXIBLE RATE

Source2 | Front Desk

a

Check In

Cancel
Cepy Resenvation

History.

Leters

Guest Statistics

Avg # of Nights
CXL Ratia

Avg Rate

Iost Freq Rm Typ
Mot Freq Room
Active Stays

Total Reservations
Gancels
No-Shows

Rate
55000

v Gancel Folicy |7+

2 4 0@

Mar 15, 2022

1.00
0%

$ 60.00
KLC

1

1
0
]

8. Once the reservation has been no showed, click “Save & Exit” and you will be returned to
the preflight checklist. Once “No Shows” turns blue/OK, you can continue with the Night

Audit.

Settle Credit Cards

When all previous steps are completed, this will appear as a
this will settle all pending credit card transactions in the batch for the day by transmitting them to

the property’s credit card processor.
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NOTE: The “Settle Credit Cards” process can be run at any time of the day, not just at Night
Audit, and the Night Audit can proceed without settling your credit card batch. If you get an
error during this step, finish the audit, and try again thirty (30) minutes later. If you again
get an error, call AutoClerk Cloud Support.

Charge Folios

When all previous steps are completed, this will appear as a . When
clicked this will post room and tax to all folios that do not have “Room Rent” manually posted with
today’s date. This will also post any extra charges that have applied to a reservation.

Note: If you are processing a late check-in (someone who checked-in after the audit) it is
best to post the previous night’'s rent using the “Late Check-In After Audit” transaction
type. If you do not have this transaction type, it is recommended to add this charge under
the “Room” Category or call AutoClerk Cloud Support to assist in adding the charge.

Assign Button

This button is optional. The “Assign” button at the very bottom center of the
page will assign a room number to every reservation with an arrival date of
today that does not have a room number assigned. This function assumes that

the property is not overbooked. Note: This button can be used any time to assign arrivals.

assign

Increment Date

When all previous steps are completed, this will appear as a . This is
the final step to complete the Night Audit. When clicked, a pop-up will appear displaying the “real”
(actual) date and time, the current hotel business date, the business date the hotel will be changed
to, and will ask to confirm if you'd like to increment the date. Always double-check that the date
being incremented to is the correct date, then click “Yes”. Note: please be careful not to run the
Night Audit or Increment the date more than once.

Increment Date x|

Real Date/Time: Monday - April 29, 2024 01:30
Current Hotel Date is Friday - January 12, 2024
Saturday - January 13, 2024

Do you want to Increment the date?

|: Cancel | Yes |

Once complete, you will be returned to the Front Desk Dashboard and will see Jan 13,2024
the new date in the upper right corner.
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Night Audit Reports

No reports will be printed when the Night Audit is complete. Instead, there are three (3) reports
that are automatically emailed as PDFs to the email addresses set by the Hotel Manager in Hotel
Setup.

The reports generated for each Night Audit are:

1. Managers Report - a collection of reports arranged in a single report for the manager to
get a sense of the day's performance. This report can be found in the Manager section of
the Reports page.

2. Transaction Summary Report - a summary report of all transaction categories and type
totals for the day. This report can be found in the accounting section of the Reports page.

3. Batch Settlements Report - a report of the results of the batch settlement transmission to
your credit card gateway or processor. This report can be found in the Accounting and
Daily Reports sections of the Reports page.

Groups

AutoClerk Cloud allows hotel staff to create and manage groups, which includes managing group
allocations, producing a Best Western booking URL, entering a rooming list, maintaining a group
master folio, running reports, and even processing batch check-ins and checkouts.

Group Wizard

To create a group, from the main dashboard on the blue menu bar, click on Reservations and
select Group Wizard:

@ AUTOCLERK AutoClerk eLearning University = a Jon 062828

Main Menu Reservations Reports Arrivals In House Departures Dashboard
New Reservation
o Walk-in

Rate Calendar

Availability / Rates

Apply Charge

More..  Add Comment

Fill out the required fields with the red vertical bar.
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Group Reservation Wizard

Arrival:| 2824 |EES
Number of Nights: |

New Group Data

Group Profile Nalne:l
Contact Last Nalna:l
Contact First Name:

Business Phone:l

Reservation Information

Group Booking Nﬁlna:l Spring Training 2024

Continue

e Group Profile Name - This is the name of the company.
o Since Group Profile Name is linked to a profile, if they have stayed before, the group
profile name will appear as you type. Clicking the name will autofill the contact’s first
and last name.

Group Reservation Wizard

Arrival: | 2/8/24 [EE+

Number ofNighls:I

New Group Data

Group Profile Name:l arizona

Contact Last Name:l Arizona Diamondbacks .
Contact First Name: I

Business icne:l
Re
Group Booking Name:l

e Group Booking Name - The name of the group for this arrival date (e.x. Spring Training
2023)

¢ Sometimes, the Group Profile and Group Booking name are the same. However, if you
were dealing with a tour company that books many different groups, the Group Profile
Name would be the name of the company and the Group Booking name would be the
name or number of the specific group. (For example, Group Profile Name could be Arizona
Diamondbacks, and Group Booking Name could be Spring Training 2024).

Group Room Allotment Set Up

The next page of the Group Wizard will ask you to set up Group Allotments:
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Group Allotment

CutOffDays:
Rate Plan: [ RACK- FLEXIBLE RATE v CutOff Days Indicator: [Standard v | Ralease to Soft? B
2023-02-23 | 2023-02-24 | 2023-02-25
Avail: 26 Avail: 29 Avail: 29
FESJ Hard: Hard: Hard:
s 1| sem: Soft
Avail: 43 Avail: 43 Avail: 43
a% Hard: Hard: Hard:
sofc 1| som: Soft
Avail: 10 Avail: 10 Avail: 10
[51%] Hard: \:I Hard: \:I Hard: \:I
s som | s ||
Avail: 10 Avail: 10 Avail: 10
[51Q°]Q Hard: \:I Hard: \:I Hard: \:I
Soft: Soft: Soft:
Avail: 6 Avail: 6 Avail: 6
}'g]@u Hard: \:I Hard: \:I Hard: \:I
Soft: Soft: Soft:
Avail: 2 Avail: 2 Avail: 2
Y;’]K Hard: \:I Hard: \:I Hard: \:I
s s | s |
Avail: 1 Avail: 1 Avail: 1
a?"q“e‘ Room Hard: \:I Hard: \:I Hard: \:I
sofc s | s |
[ Continue Il Undo |
Inventory types:

o Hard Inventory: Guaranteed rooms for the group that are withheld from your
general inventory immediately so other booking channels cannot book these rooms.
o Soft Inventory: Non-guaranteed rooms that still bookable by the group but also
open to other booking channels to pick up. The inventory will be available on a first-
come, first-served basis.
Cutoff Days - The days prior to an arrival date that your inventory will be released from
the group block and released to the general inventory. (in the above example, 2 days)
Rate Plan - Each group must be associated with a rate. If you offer a special discount or
rate, you may create a special local Rate Plan for that group, or you will have the option to
customize the rates that you offer in the “Availability and Rates” of the Group Reservation.
Cutoff Days Indicator:
o Standard: Releases all group block inventory at the same time for all group nights,
based on the “Cutoff Days"” setting.
» For example: If the group’s dates are Thursday 2/23/24 through Saturday
2/25/24 and the Cutoff Days is set to 3 days, on Monday 2/20/24 the system
will release all hard inventory not picked up into general inventory.
o Rolling: Releases inventory one day at a time on a “rolling basis”, based on the
“Cutoff Days” setting.
= For example: If the group's dates are Thursday 2/23/24 through Saturday
2/25/24 and the Cutoff Days is set to 3 days, on Monday 2/20/24 the system
will release all hard inventory not picked up for Thursday 2/23/24, but the
hard inventory of the group’s remaining days will still be guaranteed for the
group. Then, on Tuesday 2/21/24 the system will again release all hard
inventory not picked up for Friday 02/24/24 into soft inventory, and so on.
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¢ Release to Soft? - Checking this box will cause group inventory to release to your soft
inventory first (the rooms are no longer guaranteed but can still be picked up. They are

available via other channels on a first-come first-served basis).

Enter the number of rooms you want for the hard and soft inventory. The room types are all
notated to the far left and the number of available rooms is above the boxes where you enter

your Hard and Soft inventory.

Once you have made your selections, click on continue. You will be taken to the Group Reservation

page to complete more information.

Group Data Tab
On the left side:

e The Group Name, Group Booking Name, contact first and last name, and Business phone
will auto-populate from the first step of the Group Wizard.
e The address and city are required fields and must be filled out, but all the other

information is optional.

¢ Email address: the group’s email address, where you can send the confirmation, rooming

list, or cancellation letters.

e Lead ID: This field is for the name of the staff member who booked the group, e.x. if they

get credit for obtaining group business.

Arizona Diamondbacks - Spring Training 2023

Availability / Rates Comments

Group Folio

Group Nre | [Azsna Damondbacis |

Group Booking Name |
Contact Last Name |
Contact First Name |
Business Phone |

e-mail lisasimp@me.com | [BUSINESS v|

Proe |
—

Fax

Address 1 ||20400 N 22nd Ave
Country
Stte
o E==r—

| [BUSINESSv|

Letters.

Group History

Room List

Confirmation # ZZ10000293644G
Projected Income $ 683.00
Projected Tax $ 69.61
Arrival 2/126/23
Departure 2/28/23
Group Comments
Reservation Comments.
Status ACTIVE

e —
TavelAgent) |
Source |
hamet
e —
Tax Exempt? (]
Guaranteed By |
Current Auth $ 0.00
CreditCardAction +|[Go]
Group Guarantee Code |
Group Cancel Policy |
Group Type:

Group Sync Tool Cancel Group Reservation

Done

Save

Undo

Refresh

|| Back to Group Resei|

On the right side:

e From the right side you must enter a source code, market, guaranteed type, group

cancellation code, and group cancellation policy.

e Ifthe group is being billed to a City Ledger account at the end of their stay you would
create a company profile in the Hotel Setup area with a credit limit and attach it here.

e Channel: This field represents the origin of the group booking.
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Tax Exempt: This box will allow you to choose to exempt group reservations from all or

existing reservations and any new bookings.

specific Room Rent taxes. This will automatically check the “Tax Exempt” checkbox on both

Arizona Diamondbacks - Spring Training 2023 Z210000293622G
Group Falio Avallability | Rates Comments Letters Group History Room List Log
Group Name |[Arizona Diamondbacks Confimnation # 2Z10000293622G
Group Booking Neme |Spring Training 2023 Projected Income § 0
) Projected Tax$ 0
Contact Last Name | [Smith Arrival 118123
Gontact First Name | [Alex Departure 11118123
Business Phone | 555-886-9999 Group Comments:
email/ Type [BUSINESS v Resenaton Comments
Fhone Company|
Fa| Travel Agent |
LEEES [20-100 N 22nd Avd [BUSINESS v Source| 01 Fron ook o
Adress 2 Chennel [FroniDesk  ~|
Country [United Statas v Market| Group v
State | Arizona ~ Tax Exempt?
7ip|85004 Guaranteed By | Cash V|
City | [Phoenix Credit Card Action - ~][Go
Lead ID Group Guarantee Gode| DEP v
Group Cancel Policy| &P v
"RE - Group 1D N29SR1V3
CRS Rate Plan 0030
fen_ 00599, htmi?
RS UM Supla=N29SR1V3
Group Typs' | OTHER ~|
=
I Group Sync Tool Cancel Group Reservation |
Done Il Save Il Undo Il Refresh | Back to Group Reser

Once you press save you will see the Group URL, Confirmation Number, Group Sync Tool and

Cancel Group Reservation.
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Saving a New Group Reservation

You must click “Save” or “Done” to confirm the group block, otherwise all changes will be lost.

Arizona Diamendbacks - Spring Training 2024

SUSHESS v|

SUSINESS v

After you click “Save” or click “Done” and then return the group block, there will be a group
booking confirmation number in the upper right corner and the lime green “Group Sync Tool” and
“Cancel Group Reservation” buttons in the lower right corner.

Arizona Dlamondbacks - Spring Training 2024 ZZ10000377726G.

Group Falle Availability | Rates [— otters Room List Log

Tone Smve Unio [ Reimsh [ Backto Graup Resa]

Group Folio Tab

If the group should make one payment for all the charges, you will use the Group Folio to set up a
“group master” and “Folio Setup” in the bottom right-hand corner to route the charges.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G

[ Honel Date__| e Trpe Description Peymen Charpe! Bolanee

Follo # 8126070 Total : 000

Add P t
A charge e

Typa Room Rent v

Aopsy Charge

Done Print Folo Follo 10 Excel Email Folio Folio to PDF Folo Selup
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“Folio Setup” will direct you to a page with all charge categories and charges in the rows and the
folio names in the columns. Charges always default to post to the guest folio (left). Simply select
the radio button(s) of the charge(s) you'd like to route to the master account column. In the
example on the right, room rent charges have been selected to be routed to the Master. All others
will remain on the Guest folio. Press Done when finished to be taken back to the Group Folio tab.

Guest Master 3"‘"@
Room ® Room
Room Rent Room Rent E
Late Check-in After Audit Late Check-in After Audit @
FX2 Room FX2 Room ®
Room Correction Room Correction O
Early Check-in Early Check-in ®
No Show Charge No Show Charge O
Cancellation Charge Cancellation Charge ®
Late Check Out Late Check Out ®
Misc ® Misc ®
Cribs Cribs
Pet Fee Pet Fee
Rollaways Rollaways
Smoking Fee Smoking Fee
Pet Violation Pet Violation
Property Damage Property Damage
Shipping And Handling Shipping And Handling
Misc Taxable Misc Taxable
Misc Non-Taxable Misc Non-Taxable
Sundry ® Sundry O
Snacks Snacks
Beverages Beverages
Hot Meal Hot Meal
Sundries Sundries
Phone O Phone ®
Phone Phone
Fax Fax
Done Undo Add + Done Undo Add +

Any new postings that are selected to be routed will be moved to the Group Master folio. Any

existing postings will stay on the original reservations and must be manually moved.

If you need to add an additional folio in the master account, click on “Add+" to the right of the
Group Master folio tab. This will create a new folio where additional charges can be routed or

added using the folio setup option. Once all routing and folios have been completed, click “Done”
to save your changes.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G

Group Data Availability / Rates

Date m user Type Description Payment Cnarge Balance

Pape 1 of 1. yiew more iransaciions

Comments Letters Group History Room List Log

Folio # 8126070 Total :  0.00
Add Payment
Add Charge P =
ype Cash v
Type [Room Rent -
Defautt [
Desaription
Description
|Amount
Amount |[0.00
Apply Charge | Apply Payment
Print Folio | Folioto Excel || Email Folin | Falio to POF Folio Setup
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Availability/Rates Tab

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G

Stant Date: |2/2323 Thursday | [& Ivlﬁnu Date: [2/25723 Satuday | [ | Refresh |I Hide Rates fide Allotments [ Hide Soft Allotments
& Hard / Soft Allocations
2023-02:23 2023-02-24 2023.02-25
Avail; 24 Avail: 7 Avail; 7
K Hard: 0 Hard: |2 0 Hard: 2 o
(29) Soft: 1 0 Soft: 1 [ Soft: 1 0
Rate: 79.00 Rate: 104.00] Rate: I 1 !E! I
Avail #“ Avail: ] Avail: 41
aa Hard: 2 o Hard: 2 0 Hard: 2 o
(43) Soft: 1 [ Soft: 1 0 Soft: 1 0
Rate: | Rate: 94 00 Rate:
“Avail 10 Avail: 10 Avail: 10
SK Hard: o Hard: 0 Hard: 0
o) Soft: 0 Soft: 0 Soft: ]
Rate: 99.00 Rate: 104.00 Rate: 104.00
Avail 10 Avail: 10 Avail: 10
soo Hard: 0 Hard: | [ Hard: |o
10) 0 Soft: 0 Soft: 0
Rate. 108.00 Rate: 0.00 Rate: 0.00
Avail [ Avail: & Avail [
Wwoa Hard o Hard: 0 Hard: 0
(8} o Soft. 0 Soft: 0
Rate: 118.00 | Rate: 000 Rate: 000
Avail: 2 Avail: 2 Avail: 2
WK Hard: 0 Hard: | 0 o
] Soft: 0 Soft [ Soft: ]
Rate: 129.00 Rate: 0.00 Rate: 0.00
Avail 1 Avail 1 Avail 1
Banquet Roorm Hard: Hard: 0 Hard: o
) Soft: Soft: 0 Soft: 0
Rate: 25000 | Rate: Jooo Rate: 000

In this tab, you can change and view inventory allotment, set Rates for the group, change the
group’s Rate Plan, Booking Channel, Cutoff Days Indicator, and Cutoff Days, and updating Dates
and Rates to Reservations.

Modifying Group Block arrival and departure - To modify the arrival and departure date
of the group block, use the “Start Date” and End Date” fields at the top of this page.

o The “Start Date” is the day the group block is set to arrive along with the matching
day of the week and the “End Date” is last night the group block is staying over along
with the matching day of the week. The group is set to check-out the day after the
“End Date”".

o You can either manually type in a new date in the box or choose a new date from
the calendar to the right of the day of the week and then click the “Refresh” button.
Note: to modify the Group block dates, you must have the
“PERMIT_GROUP_DATE_EDITING"” permission.

Allocation Changes - Hard and Soft Allocations can be changed from this screen from
what was initially set when creating the group via the Group Wizard. Any changes will be
communicated up to the CRS and update the inventory on MemberWeb.

Rate grid - On the orange line below the Hard and Soft allocations, you can change the
rate for the specific room types. The Rates for each room type will be defaulted to the Rate
Plan you selected when the group was first created. However, the rates can be changed to
the negotiated rates that you are offering for the specific group. This feature allows you to
set rates without having to create a specific group local rate plan.

Rate and Allocation settings - Next to the Start Date and End Date at the top are
checkboxes to filter the view of this page.

o Hide Rates - Hides the Rates and only leave you with the Hard and Soft allocations.

o Hide Allotments - Hides both the Hard and Soft allocations, allowing you to only
view the rates.
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o Hide Soft allotments - This will hide the soft allocations only leaving you only the
Hard allocations and Rates.

As an example, when “Hide Allotments” is checked, the screen will display as:

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Comments Letters Group History Room List Log
Start Date: [22323 | Thursday | [Ei0%] End Date: (212523 |[Saturday | [l [ Refresh | O Hide Rate(E JHide Allotments () Hide Soft Allotments
@ Hard ! Soft Allocations
2023-02-23 2023-02-24 2023-02-25

K Avail: 24 Avail: 27 Avail: 27

(29) Rate: 79.00 Rate: 104.00 Rate: 104.00

Qa Avail: a“ Avail: M Avail: a

(43) Rate: 89.00 Rate: 94.00 Rate: 94.00

K Avail: 10 Avail: 10 Avail: 10

(10) Rate: 99.00 Rate: 104.00 Rate: 104.00

saq Avail: 10 Avail: 10 Avail: 10

(10) Rate: 109.00 Rate: 0.00 Rate: 0.00

waq Avail: 6 Avail: 6 Avail: 6

@ Rate #1800 Rate: Rate
WK Avail: 2 Avail: 2 Avail: 2

& Rate: 2900 Rt Rate:
Banquet Room Avail: 1 Avail: 1 Avail: 1

) Rate: 250.00 Rate: 0.00 Rate: 000

On the bottom of the screen:

Release Date

O Calendar 2/2323 Er@
Rate Plan: [RACK- FLEXIBLE RATE v © sndard Cudfbays(2 @ Update Dates to ALL Reservations in Rooming List () @
Booking Channel O Rolling CutOff Days 2 (7] Update Rates to ALL Reservations in Rooming List [ @)

O NoRelease
Release to Soft?

Done I Save I Undo

Rate Plan - Allows you to change the Rate plan that you originally selected when you
created the group. Note: this will change the rate amounts to what that Rate Plan
offers and will erase any customized Rates that you may have set.

Booking Channel - By default, this is set to Local, however you may change it to “online”
which will activate the group URL on the Group Data Page and allow guests to book their
own reservations online. Note: the URL can take up to 24 hours to activate.

Release Date - Allows you change to/from standard and rolling cutoff, the number of
group cutoff days, allows two additional options (either “Calendar” which will release the
room by a specific date, or “No release” which will hold all the rooms not picked up in Hard
inventory).

Update Dates to ALL Reservations in Rooming List - This feature will allow you change
the arrival and departure date of all already existing reservations if the Group Arrival and
Departure date suddenly changed.

o For example: if three separate rooms are booked already that were for two nights, and the
group decided to extend on additional day, by checking this feature it will automatically
update the already existing reservations to 3 nights without having to extend each
reservation individually.

Updates Rates to All Reservations in Rooming list - This feature will allow you to update
the Rate to all already existing reservations if the Group rates for room type(s) change.
o For example: there are three reservations that were booked for the “K” room type and the
original nightly rate was $109.00. However, the group was able to renegotiate that the price
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down to $89.00 per night. If this feature is checked, it would update all three reservations
rates to $89.00 without having to edit each reservation individually.
o If unchecked, only any newly booked reservations moving forward will be at the new rate,
and any already existing reservations will remain at the previous rate.

Comments Tab

In this tab, you may enter group comments, which will show up in the “Group” and “All Notes"” tabs
when a reservation has the group attached.

e Group Comments - appears in the “Group " and “All Notes” tabs on the guest data screen
and stays with the group profile if they were to book again at your hotel.

¢ Reservation Comments - appears in the “Group” and “All Notes” tabs on the guest data
screen. These comments are only for the upcoming arrival for the group and will not stay
with the group profile if they were to book again.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G

Group Data Group Folio Availability | Rates

Fioom and Tax to Master Folio

Group Comments

Group will ne arriving by Bus at dpm

Reservation Comments

The comments will also appear on the Group Data tab.

AL_JTOC_LEKRK . I v a
Cloud PMS

Arizona Diamondbacks - Spring Training 2023 ZZ10000,

Group Bocking Name || Spring Training 2023
Contact Last Name || Smitn

[GUSTNESS ~

[BUSINESS ~

CRS Rate Plan 0030

ttps: o bestue
CRS Uil o oupld=N285R1V3

Group Type: | OTHER -

Group Syne Tool Cancel Group Reservation

Done. Save Undo | Refresh Back to Group Rese(|

Letters Tab

From this tab, you can print and/or email registration cards, cancellation letters, and confirmation
letters. This will only email the group master email (from the Group Data tab).
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Arizona Diamondbacks - Spring Training 2023

Group Data Group Folio Availability / Rates Comments Group History Room List Log

CONFIRMATION - Best Western - Gonfirmation
REGCARD - Best Western - Registration No Comments
REGCARD - Best Western - Registration

E-REG CARD - Best Westem - eReg
CANGELLATION - Best Western - Cancellation

THANKYOU - Best Western - Thank You
CONFIRMATION - Best Wester - Group Block
CONFIRMATION - Best Western - Group Reoming List
CANCELLATION - Best Western - Group Cancellation
BWWelcomeLetterEnglish - BWR English Welcome Letter
[ Print | [ e-mail |

Group History Tab

This tab will show you the statistics for the group, including the confirmation number, arrival and
departure dates, group name, status of group, individual reservations, blocked revenue, rate, and
the number of room nights.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability | Rates

Confirmation # Arrival Departure Title Status. Ind Ress Revenue RmsiNight Rm Nights

ZZ10000283644G 22323 226723 Spring Training 2023 ACTIVE [ 000 000 0

Room List Tab

This tab will allow you to add reservations to group block, which we will cover in the next section.
It also displays room availability for the group in the lower left-hand side. The far right allows you
to batch print registration cards by arrival date, sorting by either guest name or room number.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability / Rates. Comments.
Guest Name Confirmation # Artival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
Auto Assign Al
Fvg # of Nights: 0 CXL Ratio: 0% Tovg Rate: S0

| |

| ] Print Selected Reg Cards for this Group

[[22323 =] :.an; 2232 o

Sortoy ® Name Room number
|72 ||
1wlov][0v Display Method Printer v

<

‘Generate Report
Add Reservation

Group Availability

Thu 2/23 Fri 2124 Sat 2025

Banguet Room
Total:

Log Tab

The Log will list changes made to the group reservation. For example: what specific date the group
was created, rate changes by room type, and arrival date or departure date changes.
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Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability / Rates Comments [ Group History Room List

Edited By Description Date

morana Group Reservation is created 11129123 5:50 AM

morana Rate changed from "104 00" t0"89.00" for "2023-02-24", room type "K" 11/30/23 5:56 AM

morana Rate changed from "104.00" t0"89.00" for "2023-02-25", room type "K" 11130123 5:56 AM

morana Rate changed from "79.00" t"89.00" for "2023-02-23", room type "K" 11/30/23 5:56 AM

morana Rate changed from "89.00" to"109.00" for "2023-02-23", room type "QQ" 11/30/23 5:56 AM

morana Rate changed from "94.00" to"109.00" for "2023-02-24", room type "QQ" 11130123 5:56 AM

morana Rate changed from "94.00" to"109.00" for "2023-02-25", room type "QQ" 11/30/23 5:56 AM

Entering a Rooming List

In the “Room List” tab of a group reservation, enter the name of the guest in the Last Name field. If
the guest you are entering has stayed with you before, their name will appear in a drop-down list
and you can select their guest profile. This will copy over any address and contact information in
the reservation.

Arizona Diamondbacks - Spring Training 2023

Group Data Group Folio Availability / Rates Comments
Guest Name Confirmation # Arrival
Avg # of Nights: 0
Last Name: | Wash |
Eirst Name: | Washington, George
Arrival: | & |v|
Departure: | o v|
# Guests [
Room Type: |

| Add Reservation |

Select the number of guests (# Guest) in the room (from left to right: Adults/Children/Infants) and
room type.

Some hotels prefer to assign room numbers to a group reservation when booking, for instance if
the group would like to be on the same floor. Assigning a room number is optional and not
required when making a group reservation.
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Arizona Diamondbacks - Spring Training 2023

Group Data Group Folio Availability / Rates Comments
Guest Name Confirmation # Arrival
Avg # of Nights: 0
Last Name: HWashington ‘
First Name | ‘Geurge ‘
Arrival | 2123123 =
Departure | 2126123 [E
# Guests
Room Type |[K-8589.00 +
Room: - v
100 0|
| Add Res 101 | i |
110
112
114
Thu 2/23 | 115 Sat 2/25
K EE 5 | | IE
QaQ 120
SK 24 |
saa oSl o
waa |0 | 137 |0 |
WK I ... |
Banquet Room I 5); | M
Total: 3 220 6
221
222
225

Click “Add Reservation” to create the reservation. You may repeat the process with another guest.

| Add Reservation |

When you add reservations, a list will form at the top of this tab. Each new reservation will have a
blue star next to the confirmation number.

Arizona Diamondbacks - Spring Training 2023

ZZ10000293644G

Group Data Group Folio Availability / Rates Comments Letters Group History : Log

Guest Name Arrival Departure Status RoomType  Room Avg Rate Total Folios Balance #Guests

Washington, George 22323 226123 New Auto $89.00 $0.00 1100

Adams, John 22323 226123 New Auto $109.00 $0.00 1100

Check In | Check Out | @@ Auto Assign All
Avg ¥ of Nights: 3.00 CXL Ratio: 0% “Avg Rate: $99.00
Last Name |
First Name | Print Selected Reg Cards for this Group
Armval | 2123123 = Date 212323 &)
Departure | (22623 ol Sort by ® Name O Room number
# Guests 1v/|[0v| 0w 5
Room Type |[@Q-$109.00 v Display Method Printer v
Room - v
Generate Report

Add Reservation

If the Group Folio is setup to route specific charges to the Group Master like Room and tax, this
will automatically apply to all reservations that have already been booked in the group block.
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However, if a group requires each guest to pay on their own, you will need to collect additional
information such as phone, address, email and credit card for guarantee. To do this, you will need
to click on their hyperlink, which is the underlined confirmation number.

This will bring up the reservation page where you can record the contact and payment
information.

John Adams New CRS Confirmation:n/a MyHMS Confirmation:ZZ1 0067846955
Arrive Nights Depart R 250 Type Adults Children  Infants
Thu Feb 23 2023 & (3 Sun Feb 26 2023 o] Availability / Rates ooy QQ vt v~ o ~| [0 ~
| G B el 1 v [0~ [0 +]
Rate Plan Rate Confidential Rate Stay Total Balance TaxExempt Rollaways Cribs Pet Fee
RACK- FLEXIBLE RATE ~| [ si08.00 0 $388.98  $0.00 0
Best Western Company Group Travel Agent All Notes
Best Westem ID \ "LuukUD‘
Last \Adams \
First |[John | Reservation Comments CRS Comments
Title | v] ETA [3:00PMv
Phone / Type |[234-524-5222 | [MOBILE  ~|
Address 1 |[100 Main |
Address 2 \ A )
Zip/ Country |[20012 | [United States v | _
City / State |[Washington < [[Distictof Civ] Guest Comments Do Mot Rent L
e-mail / Type | | [HOME v

Birth Date [E+]
Drivers License
Passport

Other Phone Folio Comments

Purchase Order
Company
Join BW Rewards [
Hold Type | Pay Type | Source | 01Front Desk v
Credit Card Action |- v| | Go| Market | Groups  ~]|

Add CC without Authorization
Save & Exit g4 Add CC with Authorization

EditCC

Delete CC

[ Y [ Fore Daén Diam

Attaching a Group to an Existing Reservation

When a group block has already been created, a reservation can be attached to a group block
without using the “Rooming List” tab by using the “Group” tab on the reservation. This is covered
in detail in the Group Tab section.

Group Check-in

There are, in general, two types of group arrivals: the “traditional group” and the “courtesy block”.

Traditional Group Arrival

The “Traditional Group” will typically show up to the hotel as one big group and will check-in and
check-out all at once as a group, with all charges to a master folio.

You can check-in all the group’s reservations at once using the “group check-in" functionality in the
Rooming List tab.

The easiest way to access a group on their arrival date is to click the hyperlink of the group on the
dashboard.
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Main Menu Reservations Reports Arrivals In House Departures Dashboard
Shorteuts Summary Availability Quick Search Change Room Status
Reservations 5 Remaining Arivals RACK- FLEXIBLE RATE - 25t Namo [— =
0  Remaining Deparures 24 K §7900
Walkn 0 Curentyln House a9 $69.00 e
0 Stay Overs 05K $90.00 = Apply Charge
ES= Tape Charnt 0 Amiving Tomomow 10 S0Q $100.00
ay 0 Departed Guesis 6w $119.00 ™ € -I i
[D Reports 22 Vacan Diny 2wk $129.00
" 78 Vacant Clean 1 Banauet Room $250.00 Search  More... .
Reservaton Actvity
" 0  OQutof Order
& 1 Users
o sewn o oms
. BW GRS connection | Cheek... fame
Apply Charge
Pass On L
ass On Log Groups
More..  Add Comment Resenvation Name Anival Departure Blocked  Picked Up
Spring Training 2023 02-23.2023 02-26-2023 12 6

From here, you will be taken to with the “Group Data” tab. Click on the “Room List” tab.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability / Rates Comments Letters Group History [

" Guest Name Confirmation # Arrival Departure Status RoomType  Room Avg Rate Total Folios Balance #Guests
Washington, George ® 2210067848922 22323 272623 New K Auto $89.00 $0.00 100
Adams, John 2210067848955 22323 22623 New (o5} Auto $109.00 $0.00 11000
Franklin, Benjamin W 2210067847563 22323 22623 New K Auto $89.00 $0.00 1100
Lincoln, Abraham 2210067847585 22323 22623 New (%} Auto $109.00 $0.00 11010

Check In | [ Check Out | ) Auto Assign All

"Avg # of Nights: 3.00 CXL Ratio: 0% PG T ——

Last Name |

st Namé | Print Selected Reg Cards for this Group -

Arival | 22323 o] Eate 225z B

Departure | (272623 =5 Sort by ® Name O Room number

# Guests 1vijlov]iov Display Method Printer v

Room Type | v

Generate Report
Add Reservation

In the “Room List” tab you must assign a room to each reservation that is checking-in order for the
Group Check-in function to work. However, not every reservation needs to be checked-in at once;
for example, if only half the group arrived, you would just need to assign a room to guests that
have arrived.

Other than going into each individual reservation and manually assigning a room, there are two
ways to automatically assign rooms from this area.

1. You can assign individual reservations by clicking the “Auto” button on the right side on of
that reservation to individually assign a room.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability / Rates Comments Letters Group History Log

) Guest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
Washington, George W 7210067846922 212323 2/26/23 New K $89.00 $0.00 11000
Adams, John W 2710067246055 212323 2026123 New Qq Auto $109.00 $0.00 1/010
Frankiin, Benjamin 7710067847563 2023123 2026123 New K Auto $89.00 $0.00 1/00
Lincoln, Abraham W 2710067847585 223123 2/26/23 New Qq Auto $109.00 $0.00 11000

Check In | Check Out | @ Auto Assign All

2. You may also use the “Auto Assign All” feature which will automatically assign every
reservation in the group.
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Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability | Rates Comments Letters Group History Log

[ Guest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
Washington, George W 2710067846922 223123 2126123 New K Auto $89.00 $0.00 14010
Adams, John 2271005784695 2123123 2/26/23 New fole] Auto §109.00 5000 14010
Franklin, Benjamin W 7710067847563 2/23/23 2/26/23 New K Auto $89.00 $0.00 14010
Lincoln, Abraham ® 2710067847585 223123 2/26/23 New Qa Auto $109.00 $0.00 1400

[‘checkIn ][ Check out | @@ Auto Assign Al ||

Avg # of Nights: 3.00 CXL Ratio: 0% ‘Avg Rate: $99.00

If not everyone in the group has arrived, you are able to either select the reservations individually
by checking the box to left of the reservation’s last name, or you can click on the “Guest Name”
checkbox in the left corner to select all the reservations that have been assigned a room. Note:
Any reservations that have been assigned a dirty room will have the checkbox grayed out,
preventing you from selecting it. Please make sure to go into the reservation manually and
select a clean room to proceed with the group check-in.

Once the names have been selected you can click “Check In” at the bottom.

Arizona Diamondbacks - Spring Training 2023 2Z10000293644G
Group Data Group Folio Availability / Rates Comments Group History
& buest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
Washington, George W 7710087848022 2123123 2126123 New K 115 $89.00 $0.00 1100
Adams, John 2710067845955 2123123 2126123 New [ele] 250 $109.00 $0.00 110/0
Franklin, Benjamin * 7710067847563 2123123 2126123 New K 14 $89.00 $0.00 1100
Lincoln, Abraham W 7710067847585 2023123 2026123 New QQ 249 $109.00 $0.00 1100
| Check In |\ Check Out | @) [(Auto Assign Al |

Avg # of Nights: 3.00 CXL Ratio: 0% ‘Avg Rate: $99.00
LastName: [ —
First Name |\:| Print Selected Reg Cards for this Group
Arrival | 272323 =H =t 222723 B

Sort by ® o

Departure |23 = Y Name © Room number
# Cuests Display Method
Room Type [ ER—

Generate Report

[ Add Reservation |

After the “Check In” button is clicked, the system will give you the below pop-up asking you to
confirm by clicking “OK".

www.bwh.autoclerkcloud.com says

CHECKIM to be started , you will be redirected to groups page

n Cancel

Once you click “OK”, you will be taken to another screen which displays a “Check/Checkout in
Progress” hyperlink while the system is checking-in the reservations. The system will check the
rooms in faster if there are fewer rooms.
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One item found.1
Group Profile Name Group Reservation Name Arrival Departure Cutoff Blocked  Picked-Up Status Add Reservation
Arizana Diamondbacks Spring Training 2023 202323 2126123 212323 12 12 | Checkin/Checkout in Progress

Save & Exit Escape

After a few minutes, go back into the group and into the “Room List” tab. The middle “Status”
column should display that your selected reservations have been checked-in. There will also be a
green checkmark next to the Confirmation# hyperlink:

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability | Rates Comments Leters Group History Log
Guest Name Cenfirmation # Arrival Departure Status. Room Type Room Avg Rate Total Felios Balance # Guests
Washington, George v zz10067848922 2123023 272623 Checked In K 115 $89.00 $0.00 11000
Adams, John Y 7710067845855 202323 212623 Checked In [ole} 250 $109.00 $0.00 1000
Frankiin, Benjamin ' 7210067847563 212323 272623 Checked In K 14 $89.00 $0.00 11000
Lincoln, Abraham 7710067847585 212323 272623 Checked In o5} 249 $109.00 $0.00 1100
Check In | Check Out | g Auto Assign Al
Avg # of Nights: 3.00 CXL Ratlo: 0% ‘Avg Rate: $99.00

Courtesy Block Arrival

The other type of group is sometimes called a “Courtesy Block”. These groups typically call in
individually to book their reservations, and they check-in and check-out on their own and pay
individually with no group master.

While you can check-in guests by searching for the reservation via the Arrivals section or search,
you can also locate a group guest by finding them in the Room List. You can easily enter the group
by clicking the hyperlink of the group on the dashboard.

Main Menu Reservations Reports Arrivals In House Departures Dashboard
Shorteuts Availability Quick Search Ghange Room Status
Reservations RACK- FLEXIBLE RATE - Las Go
2 K §7000
Walkn Moo $89.00
B Tape Orant o Smomm oo 3e00 B hoplyCharge
= TapeC 0 Amiving Tomerow 500 810900
- 0 Depared Guests 6 woQ $119.00 ™ -
LE! Reports 22 Vacant Diny n
= iny z wK $129.00 -
n 74 Vacant Clean 1 BanouetRoom $250.00 Search  More.
gy Reservaton Actiy 0 OulofOrder
& 1 Users
oy Sewe 0 CRSRes
. BW CRS connection | Chegke,
Apply Charge
Pass OnL
as=Onleg Groups
More..  Add Comment Reservation Mame Arival Departure Blocked  Piewed Lip
Seeing Training 2023 02-23-2023 02-26-2023 2 15

The link will open the “Group Data"” tab. Click the “Room List” tab.

Click on the guest “Confirmation#" hyperlink to go directly to the guest's reservation, collect
payment and get them checked-in.

Phoenix Suns - Training camp 2023 2Z10000294218G
Group Data Group Folio Availability / Rates Comments Letters Group History Log

) Guest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance # Guests
Williams, Monty 7710067849149 2123123 2126123 New K Auto 395.67 $0.00 1/0/0
Nash, Steve 2710067849161 223123 2026123 New K Auto 395.67 $0.00 1/0/0
Johnson, Rick W 2710067849172 2123123 2126123 New K Auto 395.67 $0.00 1100

[Checkn ][ Check Out | @ [‘Auto Assign All |

Avg # of Nights: 3.00 CXL Ratio: 0% "Avg Rate: $95.67
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Keep in mind that before you can click the “Check-in” button, you will need to fill in all required
fields (indicated by a red virtical bar).

MyHMS Confrmation ZZ 10067849149

Monty Williams ~ New CRS Confmaton n/a
s Mot epar e At crkdn s
| Thu Feb 232023 | [B5%] (3 |=) || SunFeb 262023 | =]  Availability | Rates Mm (e I v o v o T
Rate Plan Rale Confidential Rate Stay Total Balance TaxExempl  Rollaways Cribs Pat Fee Cancel
RACK. FLEXIBLE RATE v] [Csmo ] $341.40  50.00 ov| [ov| [ow
Copy Reservation
History
RS . Folio
Title ~| ETA [3:00PMv Letters
Phane / Type |[§55-666-1512 MOBLE _~ Log
Address 1 || 2440 51stNW
Address 2
2Zip / Country | 85004 United States v - §
City / State | Phoenix < |Arizona ~ Guest Comments Do Not Rent Guest Sistics
emai | Type HOME v Avg # of Nights 300
+h Date B CXL Ratia %
Bitn Date B Auvg Rate §9567
Drivers License Most Freq Rm Typ K
Most Freq Room
Folic Comments Active Stays 1
Total Reservations 1
Cancels ]
No-Shows ]
Hold Type | DEP - Pay Type | Cash  + Source |[01Front Desk v Source2 [01Front Desk ~| Gancel Paiicy |[4PM
Credit Card Action - Market | Groups
Add CC without Autherizatian
‘Save & Exit > Add CG n e
Edit CC
Date . Room Type Room Rate Plan Rate
0212372023 1KING BED RACK- FLEXIBLE RATE $79.00
027242023 1KING BED RACK. FLEXIBLE RATE $104 00
027262023 1KING BED RACK- FLEXIBLE RATE $104.00

Group Check-Out

While you can check-out guests by searching for the reservation via the Departures list or search,
you can also checkout an individual group guest or process a batch group checkout in the Room
List. You can easily enter the group by clicking the hyperlink of the group on the dashboard.

Arizona Diamondbacks - Spring Training 2023

Group Folio Availability / Rates Comments Letters Group History Room List
Group Name | Arizona Diamondbacks Confirmation # ZZ10000293644G
Group Booking Name | [Spring Training 2023 Projected Income $ 1455.00
Projected Tax $ 275.79
Contact Last Name|[Smith | Arrival 212323

Contact First Name | Departure 2/26/23
Group Comments

Business Phomsl 555-888-9999 !
Reservation Comments

e-mail / Type | | [BUSINESS v] Status ACTIVE
Prone ] Compary[ ]
Fax Tavelagent ]

Address 1| (20400 N 22nd Ave | [BUSINESS v| Source|[01FrontDesk  v]
I
[ — T —
State Tax Exempt? ()
Zip Guaranteed By |
B e ra— e — )
LeadD__ ] Group Guarantee Code |

Group Cancel Policy |[4PM v
Group Type: [OTHER v

Group Syne Tool Cancel Group Reservation

From the Rooming List tab, you have the option to either checkout the rooms one at a time by
clicking the hyperlink for each reservation, or to use the Group Check out feature which will allow

you to check-out multiple reservations at once.

If only part of the group is checking out, you can check the boxes to left of the guest names that
are checking out and then press “Check out” below. Note - If there are any charges on the
individual guest folio, that specific reservation cannot be checked out until the balance has
been settled to $0. To select all the reservations in the rooming list, click on the “Guest Name”
checkbox in the upper left-hand corner, which will select all reservations that have a $0 folio
balance. Then click the “Check Out” button.
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Arizona Diamondbacks - Spring Training 2023 27Z10000293644G
Group Data Group Folio Availability / Rates Comments Letters Group History
Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
uest Name = yPp! 9
Washington, George ¥ 7710067846322 2123123 212623 Checked In K 115 $89.00 $0.00 1/0/0
Adams, John ¥ 7710067846955 223123 212623 Checked In Qa 250 $109.00 $0.00 1/010
Frankiin, Benjamin ' 7210067847563 2123123 2126123 Checked In K 14 $89.00 $0.00 1/00
Lincoln, Abraham ' 7710067847585 2123123 2126123 Ghecked In Qa 249 5109.00 $0.00 1/010
Washint ' 7710067848060 2/23/23 2126123 Checked In K 220 $89.00 $0.00 1100
Check In || Check Out || Auto Assign All
Lsst Name: | —
First Name | \:| Print Selected Reg Cards for this Group
Date 2/23/23 M
Arrival | [2723723 JE2 ot ° -
ort ® N: O R b
Departure: | (2726723 EX Y ome - Roemnumber
#Guests Display Method
Room Type |
Generate Report
Add Reservation

After the “Check Out” button is clicked, the system will give you the below pop-up asking you to
confirm by clicking “OK".

www.bwh.autoclerkcloud.com says

CHECKOUT to be started , you will be redirected to groups page

Once you click “OK", you will be taken to another screen which displays a “Check/Checkout in
Progress” hyperlink while the system is checking-in the reservations.

RESERVATIONS > GROUP RESERVATIONS
Stay Dates Greater Than Statis ~ ® ShowActve O Showlnacive O Show Al
Title ] Search SotBy @ ArivalDate O Name

2items found, displaying all items 1

Group Profile Name Group Reservation Name Arrival Departure Cutoff Blocked Picked-Up Status Add Reservation
Avrizona Diamondbacks Spring Training 2023 2/23/23 2/26/23 2/23/23 12 15 Checkin/Checkout in Progress
Phoenix Suns Training camp 2023 2/23/23 2/26/23 2/23/23 6 9 ACTIVE Add Reservation

Save & Exit Escape

copyright © 2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP | Contact Support | 4.36 | ac-prod-myhms-app-bwh-03

After a few minutes, go back into the group and into the “Room List” tab. The middle “Status”
column should display that your selected reservations have been checked out with a red X.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G
Group Data Group Folio Availability / Rates Comments Letters Group History

[ Guest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance #Guests
Washington, George X 7710067846922 2/23/23 2/23/23 Checked Out K 115 $89.00 $0.00 1/0/0
Adams, John X 7710067846955 2123123 2/23/23 Checked Out QQ 250 $109.00 $0.00 1/0/0
Frankiin, Benjamin % 7710067847563 212323 223123 Checked Out K 14 $89.00 $0.00 1/0/0
Lincoln, Abraham X 7710067047585 2123123 223123 Checked Out aa 249 $109.00 $0.00 1/0/0
Washinton, Martha X 7710067040060 2123123 223123 Checked Out K 220 $89.00 $0.00 1/0/0

[reckin | Checkout | @)

As you checkout the rooms from the group, the green checkmark will change to a red “X" to
indicate that the room has gone from checked-in to checked-out.
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Once all the members of the group are checked out, you will need to process the group folio, or
the system will not let you run the Night Audit later.

The Group Folio tab will show the group master folio(s) with all the charges that were routed from
the group rooms. This folio needs to be paid by Cash, Credit Card, or City Ledger account and
there is no Check Out button. The folio can be printed or emailed. When you are done, click on the
“Done” button.

Arizona Diamondbacks - Spring Training 2023 ZZ10000293644G

Group History

(LT
Page 1 o 1, iew saivs wamaachions

Room 116

T Tax
Panzn Tax
State Sales Tax

Folio # 8126070

Add Paymment
s
.

Apphy Charge

| Do ! Pront oo Foiko 0 Exced Emal Folio Fodia 1o PDF Folo Setup

Canceling a Group

A group can be cancelled from the Group Data tab in the bottom right-hand corner.

Cancel Group Reservation

If there are no reservations picked up in the group, the group will be cancelled immediately.

If the group has reservations picked up, a popup will ask you to confirm the cancellation and take
you to a list of the group’s reservations.

www.bwh.autoclerkcloud.com says

There are 2 reservations booked against this group. Cancelling the
Group will also cancel the reservations. Are you sure that you want to

proceed?
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The final screen will show all the group reservations, which must be cancelled to complete
cancelling the group. Click “Cancel Reservations” to complete cancelling the group and all its
reservations or click “Undo” to stop cancelling the group and return to the group block page.

The following reservations are currently booked under the group. You will have a choice below to cancel the group and leave these existing reservations alone, or to cancel all "NEW" reservations.
Guest Name Confirmation # Arrival Departure Status Room Type Room Avg Rate Total Folios Balance # Guests
Test, 1 ' 7710082186396 2224 210124 Checked In King Standard 243 $50.00 H 100
Test, 1 e 7710082186421 213724 210724 No Show King Standard $0.00 s 1/0/0
Avg # of Nights: 7.50 CXL Ratio: 60% Avg Rate: $25.00

Cancel Reservations Undo

Note: cancelling a group will not check out in-house group guests, and it will not change the
rate plans for any group guests.

Group Sync Tool

AutoClerk Cloud’s inventory syncs with the Best Western CRS immediately after any change is
saved. If a manual resync is needed or desired, the Group Sync Tool button (on the Group Data
tab) allows you to push inventory updates immediately to the CRS. Note: it is recommended to
click the Group Sync Tool only once when making updates. Clicking it multiple times could
briefly disrupt communication between the two systems.

Group Sync Tool

Group Reports

All group reports are run from Reports area of the system. Visit the Group Reports section of this
manual for detailed information.

Group Meeting Rooms

If your hotel has meeting rooms setup as a room type, they can be booked by treating them like a
real reservation. Simply create the reservation, attach them to a group block and/or billing them
to a city ledger if desired, and check them in and out as normal. The day use function can be used
as well.
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Housekeeping

The housekeeping features are accessible from a variety of areas in the system. Rooms may either
be in Clean, Dirty, or Out of Order (OOOQ) status.

Changing Room Status

Occupied rooms are automatically changed from Clean to Dirty when a guest is checked-in to the
room. There are three ways to change a room status:

1. Front Desk Dashboard
2. Tape Chart
3. Housekeeping from “Main Menu” in the blue menu bar

Front Desk Dashboard

From the upper right-hand corner of the dashboard, you can type in a room number and quickly
set a room to Clean or Dirty.

Jul 11, 2021

Change Room Status
101 Go

Room: 101

i

Current status: Vacant Clean

This can be handy for making quick updates, for example if a housekeeper calls down with an
update of several rooms, you can update those rooms right from the Front Desk Dashboard.

Note: Out of Order (O0O0) rooms will display as Vacant Dirty. Flipping OOO rooms to Vacant
Clean will not delete the OO0 status. When OO0 rooms are released (either by removing
the status in the Tape Chart or by the OO0 dates ending) they will always automatically flip
to Dirty.

Tape Chart

The left column of the Tape Chart contains a list of all room numbers along with their room types.
Room types can be filtered using the “Room Type” drop-down list at the top and clicking “Refresh”.

Right-click on any room number to set a room to Clean, Dirty, or OOO. Remember: The Tape
Chart is the only place where you can change a room’s OOO status.
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Tape Chart Filter

Room Type: | Select Room Type e Start Date:l

103(WQQ)

108 pet(QQ)
107(QQ)

108(SK)

117(QQ)
118(QQ)
120(K)
121(WK)
123(SK)
124(K)
125(K)
126(QQ)
127(QQ)
128(QQ)
129(sQQ)
130(QQ)
131(QQ)
132(K)

You can also set a room out of order by right-clicking on the cell of the date you'd like to start the
OO0 status, then right-click and select “Out of Order”.

Tape Chart Filter

- St |

[Wed 277 [Thu 2/8 [Fri2i9 | sat 210

Room Type: ‘ Select Room Type

[Date

102(Double Standard)
103(Double ADA Tub)

106 pet(Double Standard)
107(Double Standard)

You have the option to put a room OOO for three date spans at once. After entering the “From
Date” and “To Date”, there is a field to record the “Reason” why the room is OOO.

. bwh.autoclerkcloud.com/initOutofOrder.de2?date=2023-2 22121bjQ9 XkMimL q9Br0%biebr.. — (m] x

#@ bwh.autoclerkcloud.com/initOutofOrder.do2?date=2023-2-288imykey=2a121bjQ9efmjWfeoNJRVXkMmL3TStytq9BrO9bi... @

Room Remodel
i
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This reason will appear on the Tape Chart if you hover over the Out of Order text for the room.

Tape Chart Filter

Room Type: | Select Room Type v Start Date:l m.ﬂ 7 ~] m w Click Refresh 1o vie
Date [sat 2:25 sun 2126 Mon 227 Tue 2128 Wed 31 T
Total 98 [ 100 100 1
IE .ﬁ g 2 2
F12 il 2 2
B s E E E
] 103(WQQ) s [ ] ] 6
—_ a x » =
106 pet(QQ) 43 A a3 o)
e — . o :
EI—"W' — . "
10 0 ReasonRoom Remodel 10
110(K) = = =
27 ) 2

Housekeeping Menu

The main area of Housekeeping is found in the Main Menu in the blue menu bar.

AUTOCLERK'
b Cloud PMS

Main Menu Res

Front Desk

Phone List

Housekeeping

City Ledger Account Menu
House Accounts

Pass On Log

Night Audit

Setup

View System Messages

Help

It will bring you to this screen:

Housekeeping

Clean Rooms |- ~] Through [ ~][ CleanRooms |
1100 01 0102 @103 1105 @16t @107 mi0e 0109 @110 @12 o4 Ons os @17 @118 G120 @121
@123 =14 @125 ©128 G127 @128 @129 @130 @131 @132 ©133 @13 G135 @18 0137 @138 513 @ 140
@141 @142 @143 @144 G145 0201 0202 0203 0204 =205 206 @207 5208 @208 210 @211 =212 =214
@215 @216 @27 @218 @219 0220 0221 222 @23 @224 ()225 (1226 @227 =228 e @230 @231 (232
0233 D234 0235 D23% o237 0238 238 D241 0242 D243 245 @247 248 D249 0250 0251 @40 402
@404 @405 @408 13990 991 995 9% @997 [FES 3999 1 Conference Room

‘Save & Exit Save Refresh Escape

Number of Atlendants |0 Exclude clean rooms & Exclude 00O rooms
Screen (HTWL) » Submit
copyright © 2008 - 2023 AutoClerk Inc. All rights reserved. | Read Terms of Use | HELP | Contact Support | 4.3 | ac-prod-myhms-app-bwh-03

All rooms are listed with checkboxes.
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If the room is clean, vacant, in order, and ready for check-in, the checkbox will be blue with a
checkmark.

U] If the room is dirty or OOO, the box will be unchecked indicating the room is not ready to rent.

You can manually check or uncheck the boxes and click the “Save” button. You may also update a
range of rooms to Clean by using the drop-down lists, selecting the first and last rooms of the
range, and then clicking “Clean Rooms”. Note: neither option will update any OOO rooms;
updates to 000 rooms must be done though the Tape Chart.

Housekeeping

Clean Rooms [ 100 ~ | Through |- v|[  CleanRooms |

100 101 0102 100 3 m106pet  [g107 7108 1109
101
102

123 M 124 m 125 103 4 M 128 M 129 %130 | 131
105
106 pet

M1 142 143 107 b 201 202 203 7204
108
109

=215 =216 =217 110 ] 220 221 222 =223
112
14

0233 234 235 115 F 238 239 D241 [ 242
116
117

404 405 406 118 i 1995 996 997 998
120
121

Save & Exit Save Refresh Escape

Number of Attendants l: Exclude clean rooms & Exclude QOO rooms
Screen (HTML) » Submit
7

From the Housekeeping screen you can also print housekeeper assignment sheets by entering the
number of housekeepers and choosing whether to exclude clean and OOO rooms. This will
produce a report of rooms evenly divided between the number of housekeepers and columns to
checkoff what types of linen was used. See the Housekeeping Sheets section of Reports for more
information.

Housekeeping Services

If Housekeeping Services are programmed
in Hotel Setup, every reservation will have a
drop-down list on the Guest tab. The
selection can be changed at any time.

This service type, in addition to any

Housekeeping Comments (from the All
Notes tab), will appear on Housekeeper

Sheets.

Best Western

Best Westarn ID

Company

Group

ooiup|

Travel Agent

Last

First

Title

Phone ! Type
Address 1
Address 2

Zip | Country
City 1 Stale
e-mail / Type
Birth Dale
Drivers License
Passport

Other Phone
Purchase Order
Company

Join BW Rewards

Yeoh
Michelle

~| ETA |3:00PM v
555-555-5555 MOBILE
Qompa Loompa Ln

>

BOS0G

Chicago A | lllinois

| 'United States +

v

HOME

[E

All Notes

Housekeeping | No Service

Towels Only
Full Service

w

Reservation Con'} imited Service |

Guesl Comments

Folio Commants
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City Ledger Accounts

A City Ledger account, also known as a Direct Bill account, is enabled for a Company by adding a
“Credit Limit” to the company profile in Setup. The City Ledger Account Menu will allow you to
make payments, invoice, view payment history, and make changes to individual folios if needed.

Applying a City Ledger Payment to a Folio

To use a city ledger as payment for a guest, you first must attach the company to the guest
reservation. Click on the “Company” tab and type in the Company name or Company Code.

AUTOCLERK XX_AutoClerk Cloud University
Cloud PMS
John Adams Checked In CRS Confirmation:n/a MyHMS Confirmation:ZZ4007 4
Arrive Nights Depart Type
| sunFeb 262023 1 1= |\ Mon Feb 27 2023 | [Ejs| ~ Availability | Rates | Room 114
k Release
Rate Plan Rate Confidential Rate Stay Total Balance Tax Exempt
[RACK- FLEXIBLE RATE v $79.00 O $93.98  $0.00 0
Guest Best Western Group Travel Agent All Notes
Company Remove |ac J Or Company Code \:I
Last ‘ Acme Supply |
First - J Company Comments
Other Phone
Fax
e-mail

The selected company will auto-populate the remaining information for that company as read-
only.

AUTOCLERK XX_AutoClerk Cloud
Cloud PMS
John Adams Checked In CRS Confirmation:n/a MyHMS Confirm
Arrive Nights Depart = o
Sun Feb 26 2023 ( ) | mon Feb 27 2023 | =5 Availability / Rates oom
| u |VJ ” ‘ Release
Rate Plan Rate Confidential Rate Stay Total Balance
[RACK- FLEXIBLE RATE v $79.00 0O $93.98 $0.00
Guest Best Western Group Travel Agent All Notes
Company Remove |Acme Supply J Or Cpmpany Code  |ACME
Last Coyote
First Wylie ?om a.ny Conlments
Other Phone  213-555-1234 raqng onty

Fax 213-55-2323
e-mail w@aol.com
Address 1 233 Wilshire Blvd
Address 2
Country  Unknown
Zip 90021
City Los Angeles
State California
Credit Limit 10000
Tax ID Number 123
Preferred Rate Plan

———EEEEEEERR
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You must save the reservation before City Ledger becomes available as a “Pay Type”".

pay Type [[CLAe Sy v]
Credit Card Action ’;{ ‘ Go |

You may either set the City Ledger as the default payment method, and/or at checkout time you
can post a payment using that City Ledger account.

John Adams CRS Confinmation MyHMS Confirmation 2Z40074957574 Stay Total 93,98
Add +
Dats | howioats |user | Type | Deseription I Payment| charg| saimnes |
| ! 1 | Page 1011 I 1 ) |
2019124 106 P 22623 morana Room Rent 72.00 79.00
2119/24 1:08 PM 226123 morana Qccupancy Tax 218 82.16
2/10:24 1.0 Pid 20623 morana Tourism Tax 295 #6.1
21924 108 P11 22603 morana Parish Tax 435 2046
2/18:24 100 P 22673 morana Stale Sales Tax 152 0308
Folio # 8010740 Total | 59398
Add Charge Add Payment Pt Falio Guest Data
Folio to Excel History
Type v Type [cLnomo suopy V]
Yo | Roem Rent yp CL: Acme Supply [ Letlars
COMMENT
Description Description Email Folin Lag
= Uss Comneny Address
) Set Default Payment
Apply Charge Apply Payment

City Ledger payments will appear on the folio like this:

* AutoClerk Cloud University Guest Folio

User: AM
, Arizona 85027 Date: February 22, 2024
Main:3375142253 Fax:3375142239 Time: 7:14 AM

Trainingteam@autoclerk com

John Adams Arrival date:  2/26/2023

100 Main Departure  2/27/2023

Washingten DC 20012 Confirmation ZZ10074957574
Room: 114 (K)

Folio # 9010740

DATE DESCRIPTION TYPE CHARGES| CREDITS BALANCE
2/26/23 Room Rent $ 79.00| $79.00
2/26/23 Occupancy Tax $3.16 $82.16
2/26/23 Tourism Tax $ 3.95| $86.11
2/26/23 Parish Tax § 4.35| $90.46
2/26/23 State Sales Tax § 3.52| $93.98
2/26/23|CL:Acme Supply Direct Bill -$93.98 -$0.00

Totals $0.00

Guest Si e:

City Ledger Account Menu

The City Ledger Account Menu function is located under “Main Menu” in the blue menu bar.
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When you enter the City Ledger, the system lists all accounts that owe the hotel money (open
accounts) in alphabetical order. You can use the radio button at the bottom left-hand corner to
show only open accounts or all accounts (an account will display in “Show All” as long as the
account has been direct billed at least once).

The accounts list displays any Rate Code assigned to the account, the total Credit Limit, the
unused credit limit (“Available Credit”), the amount owed by the company (Receivables), and the
number of unpaid folios (“Open Folios").

éIUT((ngI\I;IgRKJ AutoClerk Cloud University Search today Q
ou
Main Menu Reservations Reports Arrivals In House Departures Dashboard

City Ledger Accounts

Account Name Rate Code Credit Limit Available Credit Receivables Open Folios Statement
Acme Supply $ 10000.00 $9812.04 $187.96 2 = 54 g;g VIEW
= A i HTML O include Folios
VIEW
BW Free Nights FX FX $ 5000 00 54952 42 4758 T (1)
! s W a,@, Q HTML O include Folios
N VIEW
BW Pay with Points FX2 FX2 $5000.00 5490155 59845 1 == )
H@ Q HTML O Include Folios
VIEW
BW Travel Card $5000.00 $4950.00 $50.00 [ | 1) -
=] & HTML 0 Include Folios

Totals $ 25000.00 $24616.01 $383.99 5
® Show Open O Show All

The Statement for each account can be printed, emailed, produced as a PDF, or viewed in HTML,
with the option to include the individual supporting folios.

Example Statement

AutoClerk Cloud University STATEMENT
9565 Egan Highway User: Andy Moran
, Arizona B5027 Date: February 22, 2024
3375142253 Time: 8:03 AM

Account #: 0008460
Wrylie Coyote

Acme Supply
233 Wilshire Blvd
Los Angeles, CA 90021

Original Invoice

Invoice # Bill Date Arrival Departure Conf # Folio # Description PO # Amount Total
Uninvoiced

02/26/23 02/27/23 Z7Z100749575749010740 Adams, John $93.98 $93.98

02/26/23 02/27/23 Z7Z100752871669050933 Coyote, Wiley E $03.98 $903.98

$187.96

BALANCE DUE: $187.96
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Example Folio

AutoClerk Cloud University

, Arizona 85027
Main:3375142253 Fax:3375142239
Trainingteam@autoclerk.com

Guest Folio

User:

null

Date: February 22, 2024

Time:

8:03 AM

John Adams Arrival date: 2/26/2023
123 Main St Departure 2/27/2023
Washington,DC 20012 Confirmation ZZ10074957574
Room: 114 (K)
Folio #: 9010740

DATE |DESCRIPTION TYPE CHARGES | CREDITS BALANCE
2/26/23 Room Rent $ 79.00 $ 79.00
2/26/23 Occupancy Tax $ 3.16 $ 82.16
2/26/23 Tourism Tax $ 3.95 $ 86.11
2/26/23 Parish Tax $4.35 $90.46
2/26/23 State Sales Tax $ 3.52 $93.98
2/26/23 |CL:Acme Supply Direct Bill -$ 93.98 -$ 0.00
Totals -% 0.00

Guest Signature:

Invoicing

Although the invoicing feature is optional, it is recommended to always invoice folios before
payment as it groups multiple folios together and is easy to view under the “Invoices” tab under

“Show Closed” or “Show All".

© Show Open @ Show Closed © Show All

If a payment is applied in the Uninvoiced tab, that payment can only be found through the
Transactions report or by searching the Payments tab by payment date.

When you wish to invoice a company, in the City Ledger Account Menu list, click on the name of
the account which will bring up the Uninvoiced screen.

City Ledger Accounts

Account Name

2005 Group

ACME Supply

Rate Code

VCC

Test1
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To add a folio to an invoice, first check the boxes on the left; if you wish to select all of them you
can click on the box at the top in the header to select all. To add the folios to a new invoice, click
the “Transfer” button. The Transfer button will allow you to transfer folios either to a new invoice
or existing invoices using the drop-down list.

Mar 21, 2023
() AUTOCLERK XX Training Team Manual DB Search today. Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Acme Supply
Accounts Invoices Payments

0 Deseription Folio # Confirmation # Arrival Departure Balance

u] Adams, John 18274120 7210149595036 3121123 3021123 sagse | <9

@] Coyote, Wiley E 18274128 7710149595115 3121123 3121123 sa959 | 9

Total: $99.18

—

Add Card  Add Card without Auth Print Statement

Check Amount — Crediit Cards : = m VEW
I B HIB & HIML O indude Urinvoiced Folios

Remaining Amount
Payment type
Current Auth $000
Descrpion —
Payment Amount 0

Apply Payment

@® Show Open O Show Closed O Show All

All invoiced folios will then be grouped together under one invoice number and moved from the
“Uninvoiced” tab to the “Invoices” tab.

This Invoices tab will list each invoice that is not paid off. The far-left column has “Invoice #” which
is a hyperlink to that invoice and all the associated folios. The Invoices tab shows the date the
invoice was created, how many folios it is made up of, the original total, and the remaining
balance.

At the bottom, you can use the radio buttons to show open, closed, or all invoices.

Feb 27, 2023
% AUTOCLERK AutoClerk Cloud University, Search today.. Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Acme Supply
Accounts Uninvoiced Payments
Invoice # Date Created Open Folios Total Balance Invoice
m VIEW
3 02/27/2023 2 $187.96 $187.96 = P
H_ Jror _HTML _O Include Folios

Totals $187.96 $187.96
® Show Open O Show Closed © Show All

To the right, you may also print or email the invoice, preview as PDF ... -
or HTML, and choose to include the folios. The email option will pre- T frganteon

fill the company’'s email address, or you may type in a new email

recipient. There is a white text box which allows you to customize
the email.

Send || Cancel
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Posting Payments to City Ledger Accounts

You may either post a payment directly in the Uninvoiced screen, or if invoiced, click the Invoice #
hyperlink on the far left of the Invoices tab, which will bring up the folios to be paid off.

Note: If a payment is applied in the Uninvoiced tab, that payment can only be found
through the Transactions report or by searching the Payments tab by payment date.

Feh 27, 2023
AUTOCLERK AutoClerk Cloud University, Search tod Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Acme Supply
Accounts Uninvoiced Payments
Invoice # Date Created Open Folios Total Balance Invoice
i VIEW
3 02/27/2023 2 $187.96 $187.96 = N
. H@ @E HTML O Include Folios
Totals $187.96 $187.96

® Show Open O Show Closed © Show All

Below, the Folio # column includes hyperlink that allows you to go directly to a folio to make any
corrections. The Escape button in the folio will return you to the Invoices screen.

On the right side of the invoice screen, click on the green circle of each folio that is being paid off
to copy the Balance into the payment box. If all folios are being paid off in full, you can click on the
top green dot in the header to autofill all payment boxes for all folios.

In the case of a partial payment, enter the actual amount being paid in the boxes.

Mar 21, 2023

Acme Supply

() AUTOCLERK XX Training Team Manual DB Search today.. Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard

Invoices 16 [ Accounts [ Uninvoiced | Invoices [ Payments
m) Description Folio # Confirmation # Arrival Departure Balance a
[m] Adams, John 18274120 7710149595036 3121123 3121123 $49.59 49.59 (=]
[m] Coyote, Wiley E 18274128 7710149595115 3121123 3121123 $49.59[49.59 a

Total: $99.18

Tarater
AddCard  Add Card without Auth Print Statement

Check Amount — Credit Cards pr=n my VIEW
EditCC  Remove Card & D) @ HTML 0 nclude Uninvoiced Folios

Remaining Amount
Payment type
Current Auth $0.00

Payment Amount 99.18
Apply Payment
® Show Open © Show Closed O Show All
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The total being paid will appear in the “Payment Amount” field near the bottom.

Mar 21, 2023
AUTOCLERK XX Training Team Manual DB Search today. Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard
Acme Supply
Invoices 16 [ Accounts [ Uninvoiced | Invoices [ Payments
m) Description Folio # Confirmation # Arrival Departure Balance E
] Adams, John 18274120 7710149595036 321123 3021123 $49.59|49.59 ]
] Coyote, Wiley E 18274128 7710149595115 3121123 321123 $4959[49.59 Q
Total: $99.18
Tanster
AddCard  Add Gard without Auth Print Statement
GCheck Amount — Credit Cards s VIEW
EditCC  Remove Card [=1¥4) B HTML _O) Include Uninvoiced Folios
Remaining Amount
Payment type
Gurrent Auth $0.00
Description L ]
Payment Amount 99.18
Apply Payment

® Show Open © Show Closed O Show All

Note: the “Check Amount” field in the middle-left side of the screen is currently in use.

The default payment type is “Cash”, and you have lime green buttons that allow you to add a
credit card, which will stay on file for the account until it is removed. Many City Ledger payments
are done via check. In the case of a franchise account such as Best Western, those accounts are
paid using the “Best Western Statement” payment type.

The “Description” can be used for the check number. In the case of a franchise account you will
normally record the month and year of the statement that contains the credit.

When all information is correct, click the “Apply Payment” button.

AUTOCLERK
Cloud PMS

Reservations

Main Menu

Invoices 3

U Description
O Adams, John

Coyote, Wiley E

New v | Transfer

Check Amount

Remaining Amount
Payment type
Description

Payment Amount

Apply Payment

AutoClerk Cloud University

Reports Arrivals In House Departures
Folio # Confirmation # Arrival Departure
9010740 2710074957574 2/26123 2127123
9050933 2710075287166 2/26/23 2127123
Total:
Add Card  Add Card without Auth  Edit CC
Credit Cards
Remove Card

| Cash v I

Cash

Check

Best Western Statement
Travel Card Write Off

Write Off

Complimentary Per Manager

@ Show Open O Show Closed O Show All

Feb 27, 2023

Dashboard

Acme Supply

= [ ErTrmm— | P

@)
~
o

Balance
$93.98/93.98

$93.9893.98
$187.96

Print Statement
my VIEW

= Do Ra

Folios

Include Uninvoiced
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Payments Tab

When viewing a City Ledger account, if payments have been made in the past, there will be a
fourth tab on the far right labeled “Payments”. You can filter the “Start date” and “End date”, and
optionally filter to a specific Payment type and/or User.

Feb 27, 2023
AUTOCLERK AutoClerk Cloud University Search today Q
Cloud PMS
Main Menu Reservations. Reports Arrivals In House Departures Dashboard
Acme Supply
Payments 3 Accounts [ Uninvoiced | Invoices
Start date (21123
End date 2127123
Payment type [ Select category {optional) v |
User [ Select user (optional) ~ | SEARCH
Date Folio # Payment type Name Description Amount User
2023-02-12 7523678 Cash Chack 123 185.55 EBaar 10/03/23 12:49 PM
7523250 Bolden, Adriana 61.85
7523269 Adams, John 61.85
7523257 Bailay, David 61.85
Found Payments 1 Total Payments $185.55
© 2008 - 2024 AutoClerk Inc. Al rights reserved. | Read Terms of Use | HELP | Contact Support | 4.37.4 | ac-prod-myhms-app-bwh-0

Reports

The Reports area can be reached via the “Reports” button under the Shortcuts area of the Front
Desk Dashboard or use the blue menu bar and click Reports. For our Best Western Branded
hotels these reports are also available through QuickSight. You may access QuickSight
using Member Web or by clicking the QuickSight button in the AutoClerk reports area.

lad QuickSight | ¢ AC-BWH Prod - Report Index / [] Original dashboard (Modified)
-~

Contraols
Property ID H
[00599 - ]

@ AUTOCLERK’ Re p orts User Role: GG-AWS-QuickSight-Users-AutoClerk

Cloud PMS

Daily Group Accounting Manager
Arrivals Group Revenue Guest Ledger Managers
Departures Group Block In-House Guest Ledger Qccupancy/Forecast
In-House Rooming List City Ledger Reservations
Extras Group Evaluation Advance Ledger Revenue

Breakfast Attendant (NEW) Daily Ledgers User Activity

Transactions Tax Exempt

City Ledger Aging
Housekeeping Yield Analysis
Room Utilization (NEW)
Qut of Order Displacement (NEW)
Ops Monitoring (NEW)
Marketing Export (NEW)
Yesterday's Bookings (NEW)
Channel Share (NEW)

Batch Settlements Batch Settlements
Credit Card Timeouts

Cancellations

Housekeeper Sheets Transactions

Turndown Transaction Summary

High Balance Vacant Room List Quarterly Report

Reservation Comments Travel Agent Commissions

Do Not Rent Report
CRS No Host Confirmation
Reservation Errors

Room Status
Out of Order Rooms

BWH

Medallia (NEW)

RM Business Intelligence (NEW)
Marketing Statistics (NEW)
STR Report

Audit / Reconciliation

Room Moves (NEW)
FX / FX2 Reconciliation (NEW)
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* AutoClerk Cloud University

AUTOCLERK
Cloud PMS

Main Menu Reservations Reports Arrivals In House Departures Dashboard

BETA: QuickSight Reports

Reports
Daily Reports Group Reports Manager
Arrivals Group Summary Report Managers Report
Departures Group Revenue Occupancy,
In-House Group Deail Forecast Report
Exiras Group Block Reservations
Transactions Rooming List Revenue
Batch Settiements User Activity.
Credit Card timeouts Tax Exempt
Cancellation Yield Analysis

Houzekeeping
Housekeeper Sheets
High Balance Tumdown
Reservation Comments Vacant Room List
Baich Print Reg Cards Room Status

Do Not Rent Report Out of Order Rooms
Offer Best Western Rewards Selected

CRS No Host Confirmation Report

Reservation Error Report

Resend Reservations

Accounting
Guest Ledger

In House Guest Ledger
City Ledger

Advance Deposit Ledger
Daily Ledgers Report
City Ledger Aging

Balch Seffiements
Transactions

Transaction Summary
Quarterly Report

Travel Agent Commissions

All reports are pre-programmed in AutoClerk Cloud and can be run with many different filters.

Reports may be displayed in up to four different formats. The Display Method is selected at the

bottom of the screen after clicking a report.

e Screen (HTML) is the default and the quickest way to see a report. Note that HTML is
normally not designed for printers or paper and so it often prints small. The screen can

typically be zoomed using browser options or CTRL +/- on the keyboard.

e Print (PDF) is the best choice when printing or saving a report. The print is larger and

properly fills the printed page.

e Excel will export the report in XLS format, typically read by the Microsoft Excel program.

This format allows you to manipulate the data in an Excel spreadsheet after it is generated.

e Data (CSV) will export the report in CSV format. This allows other spreadsheet programs to
read the data.
e Printer willimmediately open a print preview of the report. This option is uncommon and

appears on the Batch Print Reg Cards report.

Different reports are visible based on user role.

Hotel Staff

Night Auditor

Hotel Manager

Daily Reports

All except:

-Credit Card Timeouts

-CRS No Host Confirmation Report
-Resend Reservations

All except:

-Credit Card Timeouts

-CRS No Host Confirmation Report
-Resend Reservations

All except:
-Credit Card Timeouts

Group Reports Only Group Summary Report and Only Group Summary Report and All
Rooming List Rooming List

Housekeeping All All All

Manager none All All

Accounting none All All

Daily Reports

Arrivals

This report displays all reservations with an arrival date of the date selected, including
reservations that are already checked-in. This report is historical, so it may be run for past
reservations with the selected date, or for the current date, or for a future date.
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The report may be sorted by Room number or Name (last name), and there are also options to
Exclude Comments or Guest Data (which will not display Group, Name, Company, Rate Code and
Rate, Pay, Departure Date, Extras, or CRS #).

Arrivals

3
@ Room number O Name
[ Exelude Guest Data
O Exclude Comments
Screen (HTML) v
Submit
* AutoClerk Cloud University Arrivals
100 Main Street User: Andy Moran
Phoenix, Arizona 85027 Date: February 23, 2024
(623) 780-6000 Time: 11:49 AM
Date: 01/20/2024
Rm Type Grp Name BWR Company  Rate Code Rate  Pay A C | Past Amival Depart ¢ pets Ry
13 QQ (G) Adams, Ken RACK $11000 CASH 1000 01/202 01/21/2

CRS # Reservation Remarks: Requesting 8am Check in

Qa Moran, John  Gold RACK $11000 CASH 1000 01/202 01/21/2
CRS # Reservation Remarks: Arriving at 8:00am
Guest Remarks: Likes to be on High floor

TOTAL 2 0 0
GUESTS

TOTAL 2
ROOMS

Cancellations
Rm Type Grp Name BWR Company  Rate Code Rate  Pay A C | Past Amival Departt ¢y, pets R

QQ Johnson, Mike RACK §110.00 CASH 1000 01/20i2 01/21/2

CRS#

For each reservation, basic information includes room number, room type, if they are with a group
(G), name, company, rate, form of payment, the number of Adults/Children/Infants (A/C/I), the
number of past stays at your property, and the arrival and departure date. There are columns for
cribs, pets, and rollaways (RW), regardless of whether you have these options turned on at your

property.

If you are a Best Western-branded property, there will also be a column labeled BWR which will
show the member level for a guest if they have a Best Western Rewards account attached to their
reservation. For example, if the guest has a BWR membership level of Gold, it will display “Gold” in
this column.
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The CRS # and Reservation and Guest Comments are listed on a second line for each reservation.
The summary displays the total number of guests in the report and how many total rooms.

After this, there is a line that separates a list of cancelled reservations for that arrival date.

Departures

This report has the exact same options and format as the Arrivals report. It also has a list of
cancelled reservations that have a departure date of the selected date.

* AutoClerk Cloud University Departures
100 Main Street User: Andy Moran
Phoenix, Arizona 85027 Date: February 23, 2024
(623) 780-6000 Time: 11:54 AM

Date: 01/20/2024

Rm Type Grp Name BWR  Company Rate Code Rate  Pay A C | Past Departcrp pets RW
131 Qa Smith, Jane ACME RACK $30000 CASH 3 0 0 0  01/20/24
Supply
CRS #
217 Qa Test, Andrew ACME RACK $11000 CASH 1 0 0 0  01/20/24
Supply

CRS #

TOTAL 4 0 0
GUESTS

TOTAL 2
ROOMS
Cancellations
Rm Type Grp Name BWR Company Rate Code Rate  Pay A C | Past Depart ¢ pets RW
waa Detrick, P’hi\lipgiamon GRP 24 $400.00 CASH 100 1 01/20/24
CRS #
Guest Remarks: .
waa tt MANUAL $110.00 CASH 1000 01/20/24

CRS #

In-House

This report differs from the Arrivals and Departures reports because it can also list Reservation
Status: IN for Checked in, OUT for Checked out, and NEW for New arrivals.

The report can be filtered by Room number, Name (last name), or Creation Date. You can also
decide to include In-house only, Exclude Guest Data, and Exclude Guest Comments.

If you do not check “In-House only” the report will include all reservations status such as IN, OUT,
and NEW. Checking “In-House only” will generate a list of the actual in-house guests only.
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In-House
Date 2/2823 [E
Sort by © Room number ® Name O Creation Date

[J In-House only(Exclude new arrivals and checked out guests.)
[J Exclude Guest Data

[J Exclude Comments

Display Method Print (PDF) hd

Submit

This report includes the guest's room number, room type, group (G), name, BWR if any,
confirmation number, reservation status, rate, balance, form of payment, credit card authorized
amount, number of adults/children/infants, and arrival and departure date. The second line of
each reservation lists Reservation and Guest Remarks (Comments), as well as the CRS # which

includes the user who created the reservation with creation date and time. Extras are not included
in this report.

* AutoClerk Cloud University In-House
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 23, 2024
3375142253 Time: 3:03 PM

Date: 02/28/2023

Rm  Type Grp Name BWR Confirmation  Status Rate Balance Pay Auth. A C

Arrival Depart

GROUP Arizona ZZ1000029364 §0.00 § 235.52 0 0 0 02/28/23 02/28/23
Diamondbacks 4G

CRS #
248 QQ Culley ZZ1007528693 IN $82.77 $98.45 CAS 1 0 0 02/26/23 03/01/23
0 H
CRS # Andy Moran
2024-02-22 07:28:26
K Jones 271007544344 NEW $79.00 $0.00 CAS 1 0 0 02/28/23 03/01/23
1 H
CRS # Andy Moran
Guest Remarks: High Floor request 2024-02:23 13:05:37
125 K Rosenbaum ZZ1007542883 IN $79.00 $93.98 CAS 1 0 0 02/27/23 02/28/23
7 H
CRS # Andy Moran
2024-02-23 11:08:19
100 K Waters 271007528689 OUT $40.00 $0.00 DIRE 1 0 0 02/28/23 02/28/23
5 CTBI
CRS # L Andy Moran
2024-02-22 07:27:23
T §427.85 TOTAL ~ 4 0 0
GUESTS
TOTAL 5
ROOMS

Extras

If your property has the Extras feature turned on, you will be able to generate this report to show
guests who have requested cribs, rollaways, and any other Extras you have defined at your
property. You can pull the extras report by Arrivals, In-House, or Departures.

While the Arrivals and Departures reports both display Extras, the Extras report is the only report
that displays Extras for in-house guests.
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Extras
Date [2/28/23 | EH|
Type O Arrivals @ In-House © Departures
Display Method Screen (HTML) v
Submit

Note: the report will only show a column for an Extra if the Extra is in use for that date.

* AutoClerk Cloud University Extras
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 23, 2024
3375142253 Time: 3:19 PM

InHouse 02/28/23

Rm Type  Name Arrival  DEPAMUT® 4 oy poypee RONAWaYs

125 K Rosenbaum 02/27/23 02/28/23 100 1 0

248 QQ Culley 02/26/23 03/01/23 100 0 1

Totals 1 1
Transactions

This report lists the charges and payments for a date or date/time range with sub-totals and
totals.

* AutoClerk Cloud University Transactions
9565 Egan Highway

User: bw19136
. Arizona 85027 Date: February 23, 2024
3375142253 Time: 424 PM
Start 02/2812023
End Date: 02/28/2023
Rm Folic Guest Name Folio Name Date Description Amount User / Time
Cash
Cash
125 9068141 Rosenbaum, Jake Primary 2i2823 -59398 bw19136 02/23/24 18:21
248 5050904 Culley, Rick Primary 2/28/23 -598.45 bw19136 02/23/24 18:21
Total Cash: -5 192.43
Total Cash: -5 19243

The time field is the unlabeled field next to each date. If only dates are entered, the system will
include all transactions at all times of that hotel date.

If entering a time, it must be in Military format (for example, 13:00:00 for 1PM), which will cause
the system to use the calendar date and time.
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Transactions
Start date |2/28/23 | [El]| 13:00:00
End date 2/28/23 [EF+}\ 15:00:00
Transaction category Select category (optional) v
Transaction type \ Select transaction type (optional) v \
User | Select user (optional) v|

[ Include Transfers

Display Method Screen (HTML) v

Submit

“Transaction category” allows you to filter the transaction by groups of transactions, such as credit
cards or taxes.

Transactions

Start date |2128/23
End date |2/28/23

Transaction category Select category (optional) v
Transaction type Select category (optional)
Accounts
AdvanceDepositLedger
Cash

CityLedger

Display Method Credit Cards
GuestLedger
Marketplace

Misc

Phone

Room

copyright © 2| Tax I rights reserved. | Read Terms of Use

User

Transaction type allows you to filter the report by a single transaction such as Visa, for example.

Exiras . Room Correction = Lk
Transactions Room Rent lList
Batch Settlements Room Service
Credit Card timeouts Sears Canada Bping
Cancellation Sears Card eper Sheets
High Balance Shipping And Handling
Reservation Comments Smoking Fee pom List
Batch Print Reg Cards gg:;ks itus
Do Not Rent Report Softener der Rooms
Offer Best Western Rewards Selected State Sales Tax
CRS No Host Confirmation Report Stationary
Reservation Error Report Sundriss
Resend Reservations Tourism Tax
Travel Card Write Off N
Valet Laundry (TECEEEEG
Start date Visa |
VISA=F=#mkE51 234
End dats
nd cate Washing Machine |
Transaction category Write Off
Transaction type Select transaction type (optional) v
User | Select user (optional) v
[ Include Transfers
Display Method Screen (HTML) v
Submit

“User” can be used to track postings by a specific user and can also be used to “cash out” at the
end of a shift. Select the user and only that user’s transactions will be included in the report. You
can also select the transaction category as Cash, which will generate a report of all cash and check
transactions posted by that user.
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Transactions
Start date (3523 | B |
End date [35123 | B |
Transaction category | Select category (optional) |
Transacfion type | Cash B
User | Temptraini (Temptrain1) -

[) Include Transfers

Display Method Screen (HTML) v

Submit

Transactions

Start date (315123 | B[ |
End date 375123 E] |
Transaction category Cash v|
Transaction type
User

[Select transaction type (optional) v |
[Temptraint (Temptrain1) v
7 Include Transfers

Display Method Screen (HTML) »

Submit

“Include Transfers” is normally left unchecked. When a transaction is transferred from one room
to another, the system posts a credit from the source room and a debit to the destination. This

transfer has no effect on the overall totals, so these transactions are often not included, but can
be included by checking the box.

Batch Settlements

This report appears in two report sections: both “Daily Reports” and “Accounting”.

This report is one of three reports that can be emailed automatically during the Night Audit (the
others being Managers Report and Transaction Summary).

The Batch Settlements report shows which credit cards transactions were sent to the credit card

processor on a specific day. Note that the report filter defaults to the current business date,
however it can be adjusted to past dates.

261



AutoClerk Cloud User Manual

Batch Settlements

Start date 11272118 | EH
End date 11272118 | EH
Display Method Screen (HTNL) v

Submit

On the report, credit card purchases (payments) and credits (refunds) are grouped by credit card
type (such as VI for Visa). The room number, last name, folio, and invoice numbers are displayed
with the CC #, and the batch number to the far right.

Each card type has a sub-total. The Total of all card types appears at the bottom of the report.

* AutoClerk Cloud University Batch Settlement Report

123 Happy Street User: Andy Moran
Phoenix, Arizona 85044 Date: February 23, 2024

Time: 329 PM
Start 12/02/2018

End Date:  12/02/2018

Card Room Last Name Folio Invoice Auth CC# Amount  Transaction Batch
Type Number
System Date- 12/2/18 Settled 12/29/23 712 AM by edbear
Vi 230 Lincoln 28093952 24336051 T 0010 -5 77.00 CREDIT 327
Wi 230 Lincoln 28093952 24336052 T 0010 -§10.00 CREDIT 327
Wl 228 Newone 28093957 24336055 e 2257 $77.00 PURCHASE 327
Vil 240 Jefferson 28053971 24336057 mee 2257 $97.00 PURCHASE 327
vl 230 Lincoln 28053952 24336050 T 0010 $87.00 PURCHASE 327
Subtotal $174.00
AX 102 Becker 27837712 24336058 T 2221 $231.00 PURCHASE 327
Subtotal $231.00
Total $405.00
Cancellation

This report lists reservations that have been cancelled for a date range. The report can be filtered
by arrival or cancellation date.

Cancellation

Date Type Arrival Date v
Start date 228123 | EH
End date 228123 | EH
Display Method Screen (HTML) v

Submit

There are two lines for each cancelled reservation.
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e The first line contains the confirmation, guest name, arrival and departure dates, room
type, rate plan, cancellation number and the user who cancelled the reservation as well as
the calendar date and time the reservation was canceled.
¢ The second line shows that the reservation was cancelled, the person who called to cancel
the reservation and their phone number (if entered), and cancellation reason (comment).

* AutoClerk Cloud University Cancellation

9565 Egan Highway User: Andy Moran

, Arizona 85027 Date: February 23, 2024

3375142253 Time: 4:56 PM

Date: 02/28/2023 - 02/28/2023

Confirmation  Guest Name Arrival Departure  Room Rate Plan Cancellation User Time

ZZ10075472139 Smith, John 02/28/2023  03/01/2023 K RACK- ZZ10013655673C  Andy Moran 223124 442 PM
John Cancel Comment Due toillness

Cancelled

ZZ10075473196 Loveridge, Chase 02/28/2023  03/01/2023 K RACK- ZZ10013655864C  Andy Moran 2/23/24 455 PM
Chase Cancel T02-5646-4444 Comment 1 night penalty

Cancelled

High Balance

This report lists all rooms that have a balance greater than the amount you enter when filtering.

Amount |0.0U |

Sort by

Display Method Screen (HTNL) v () On Screen / Interactive
Generate Report

The report displays the balance of the primary folio and all other folios, the total balance, the
projected balance due based on the Stay Total, as well as the currently total authorized amount
and the form of payment. The “Auth Increase Needed” column will indicate in red if the Total Auth
Amount is less than the Projected Balance Due.

* AutoClerk Cloud University High Balance
9565 Egan Highway User: Andy Maran
Arizona 85027 Date: February 23, 2024
3375142253 Time: 458 PM
Name Status Room Rate Code Folio # Primary Folio Balance Other Folios Balance Total Balance  Projected Balance Due Total Auth Amount. Auth Increase Needed Payment Type
Chip Jones. Arrival RACK 9069868 $0.00 $000 $000 s$11898 $0.00
Stella Kawalski Arrival RACK 9071856 $0.00 $000 $000 $10898 $0.00 [i
Brandon Waters Checked-Out 100 FX 9050897 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 CLCL
Jake Rosenbaum Departure 125 RACK 9068141 $0.00 $0.00 $0.00 $25.00 $0.00 §2¢
Rick Culley In-House 248 FX2 9050904 $0.00 $0.00 $0.00 $143.45 $0.00 §$143.45 cL

Reservation Comments

The Reservation Comments report will display reservations of all statuses with the selected
arrival dates and all comments attached to those reservations. The filter defaults to “Guest
Comments”, however it can be changed to Reservation Comments, Folio Comments, or All.
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Reservation Comments

Start date 2/28/23 | B
End date 2/28/23 |
Comments Guest Comments v

Sort by Guest Comments

Reservation Comments

. Folio Comments
Display Method _ On Screen / Interactive

Generate Report

The report displays the Confirmation Number and Guest name, along with the comments you
selected in the filter.

* - .
AutoClerk Cloud University | Guest Remarks
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 23, 2024
3375142253 Time: 5:20 PM
Start Date:
End Date:
Confirmation Guest Name Guest Comments Reservation Comments Folio Comments
7710075443441 Chip Jones High Floor Reguest Meeds Early Check-in
2710075459831 Stella Kawalski MNeeds 2 exfra pillows Arriving at 11:00 PM Will be paying Cash at check out
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Batch Print Reg Cards

If a hotel does not use eReg (Electronic Registration), they can use AutoClerk’s printed registration
cards for guests to sign. Reg Cards may be printed one at a time on the guest reservation by
clicking Letters, or all registration cards for a single arrival date can be printed out as a batch. This

AutoClerk Cloud User Manual

can be particularly useful if there is an internet or power outage.

Date
Sort by

Display Method

® Name O Room number

Generate Report

Batch Print Reg Cards

2/28/23

The filters allow you to select the arrival date for the registration cards and sort by Name or Room
number. This is one of the few reports that default the Display Method as Printer, which will open

a print preview.

02021

Last Name: Doc [ First Nam; Confirmation: ZZ006606176

3 Room Types KNG |\ o e
Room #: BEDNSMK Arrival: 07/142021 Departure: 07/152021
Room Rate #1 :$136.00 | Room Rate #2: § Room Rate #3: § Guest AV/CA#1/0/0
Rate Plan: RACK Folio #: 0
Group:
Company: [ Company Address:

Address: Asdf Phocnix AZ $5040

Phone:

‘ e-Mail: fakeemai

il@test.com

Pay by: la\\ ‘member #:
Make of Car: License #: [state Province:
Guest Info:
o btch prin”
Guest Signature: Date:
Each Best Wesicr®branded bote i independendly owned and opeated

Print

Destination

Pages

Layout

More settings

2 pages
B saveasPDF s
All -
Portrait v
v
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Do Not Rent Report

This report lists all guest profiles that have the “Do Not Rent” checkbox marked on their profile.
This report is useful if a hotel is moving from another system to AutoClerk Cloud and wants to
make sure all guests on their old “Do Not Rent” list are in AutoClerk Cloud.

This report has many options, allowing you to search by Zip Code, State Code, Country Code, and
minimum stays.

Do Not Rent

Sort Order | Alphabetical v
Data Type
Data Limit
Zip Code | |
State Code | |
Country Code | |
Min Stays @
Include Email All w
Display Method Screen (HTML) v

Submit

The report lists basic guest information and then displays Guest Comments in a rectangular box.

. : .
AutoClerk Cloud University Do Not Rent List

9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 23, 2024
3375142253 Time: 5:32 PM
Stays

Last Name First Name Address Company City State  Zip Cntry Phone Cell Phone Past Res
Jackson Pluto Lecal Ruidasa Ruidoso Downs ~ NM 88345 USA S500268530 o0
[Buest was rude 1o Hotel St/ ]

Stark Tony 10BED Malibu Point Malibu CA 00285 USA 714.556-6566 10
[pu=st broke iable in the room no longer welcome back ]

Xyz Pluto Local Ruidoso Ruidoso Downs AZ 88346 UsA 5500269630 0 0
Guest was rude fo Hotel 51 |

Totals: 1 o

Offer Best Western Rewards Selected
This is a historic report that is no longer in use.
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CRS No Host Confirmation Report

Note: This report is only available for Best Western properties.

This report will display all reservations that do not have a Best Western CRS confirmation number.
This is not a problem if the reservation is for a non-sleeping room such as a conference room, a
room whose checkout date has passed, or a no-show or cancelled reservation. However, if an

active guest reservation does not have a CRS number, it can cause communication issues with the
Best Western CRS.

* AutoClerk Cloud University CRS No Host
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 23, 2024
3375142253 Time: 6:20 PM

Start Date:  02/27/2023
End Date: 02/28/2023

Guest Name Arrival Date PMS Confirmation # Status

Jake Rossnbaum 022772023 F710075428837 CHECKEDIN
Chip Jones 02/28/2023 ZZ710075443441 NEW

Stella Kawalski 02/28/2023 710075459831 NEW

John Smith 02/28/2023 2710075472139 CANCELED
Chase Loveridge 02/28/2023 ZZ710075473196 CANCELED

If you determine that the reservation should have a Best Western CRS confirmation number, you
can resend the reservation by making a simple modification to the reservation such as putting a
period at the end of a line and saving it. You can also resend the reservation by using the Resend
Reservations link under “"Daily Reports”. If these methods do not work, please contact AutoClerk
Cloud Support.

Reservation Error Report

Note: this report is only available for Best Western properties.

This report will display reservations that received an error either when they were first created or
when they were modified. Because of this, they may have a BW CRS confirmation number but
somehow violated a system rule and therefore got an error. A reservation with an error may be
incomplete or not up to date in either the CRS or PMS and must be corrected.

Reservation Error Report

Start Created Date |3:20.-‘23 ‘ v|
End Created Date [3:20023 EH

[J Exclude Pending

[ Exclude No Response
[J Exclude Fail

Display Method Screen (HTML) v
Generate Report
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You can run this report for a date range and exclude different types of error messages such as
Pending, No Response, and Fail.

* AutoClerk Cloud University Reservation Error Report
20400 N. 29th Avenue User: Andy Moran
Phoenix, Arizona 85027 Date: May 12, 2023
(623) 780-6000 Time: 10:33 AM

PMS # CRS # Status Error Message Created Received
77043749434 FAIL CANNOT CREATE RESERVATION 6 DAYS 2023-03-20 2023-03-20

AFTER DEPARTURE DATE 13-MAR-23, FOR 06:18:10.0 06:18:09.0
PROPERTY 00599, TRANSACTION
id=10202852858, OTA_HotelResNotifRQ

22043749445 FAIL CANNOT CREATE RESERVATION 6 DAYS 2023-03-20 2023-03-20
AFTER DEPARTURE DATE 13-MAR-23, FOR 06:18:37.0 06:18:37.0
PROPERTY 00599, TRANSACTION
id=10202854130, OTA_HotelResNotifRQ

22043749445 FAIL CANNOT FIND ACTIVE CRS CONFIRMATION 2023-03-20 2023-03-20
NUMBER , FOR PROPERTY 00599, 06:19:20.0 06:19:21.0
TRANSACTION 1D=10202855896,
OTA_HotelResNotifRQ

27000197737 K8IDMOC2 NO_RES No response after 0 attempts 2023-03-20 2023-03-20

G PONSE 06:26:35.0 06:26:35.0

22000197737 K89DMOC2 NO_RES No response after 0 attempts 2023-03-20

G PONSE 06:22:19.0

22000200833 4L9DX2C1  FAIL CANNOT CANCEL THIS ACTIVE GROUP 2023-03-20 2023-03-20

G MASTER ON OR AFTER EARLIEST ARRIVAL 06:21:27.0 06:25:01.0
DATE. TRANSACTION ID=1709500197

77000200215 R58KC6P4 NO RES No response after 3 attempts 2023-03-20

G PONSE 06:26:36.0

The report will include any PMS and CRS confirmation numbers, message status, and most
importantly the Error Message, with the message date and time it was created and received.

Look up each reservation by the PMS # or CRS#. If the reservation is a valid reservation for a
sleeping room, try to resend reservation by using the Resend Reservations link under “Daily
Reports”. If the reservation still shows as an error, please contact AutoClerk Cloud Support.

Resend Reservation

Note: this function is only available for Best Western properties.

Resend Reservations List
Start Created Date 1102724
End Created Date 1/02/24 rt‘
] Exclude Pending
U Exclude No Response
SEARCH
Type | PMs# | crs # | status | Attempt Count| Created | ciick
GROUPRESERVATIONINVADJUST ZZ10000305176G 3NTNGTQ3 NO_RESPONSE 3 2024-01-02 1322210 | RESEND)
RESERVATION 7710070363245 NO_RESPONSE 3 2024-01-02 18:11:50.0 @
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This function lists reservations with errors between the selected date range and allows you to
resend them. It has the option to exclude error messages that are in status “Pending” and/or “No

Response”.

Group Reports

Group Summary Report

This report lists all groups (inactive and active) between a date span and can be run for any date
range.

Group Summary Report

Start date 7421 [E
End date 8/13/21 [E

This report lists the arrival and departure dates of Group Name (a.k.a. Group Profile Name) and
“Reservation name” (a.k.a. the “Group Booking Name”)

Demo Hotel Edward Group Summary Report
1981 North Broadway User:  Ed Bear - AutoClerk
Walnut Creek, California 94596 Date: July 30, 2021
925-284-1005 Time: 10:13 AM

Start 02/26/2021
End Date: 03/25/2021

Arrival Date Departure Group Name Reservation Name
02/26/21 02/27/21 Docs Group Doc's Group
03/01/21 03/02/21 March Group March Group

Group Revenue

This report lists groups, and the amount of revenue posted and room nights that have been
actualized by group (Group Booking Name). It can be run over a date span and even filtered out by

the user who booked the group.

Group Revenue

Summary or Detail ® summary O Detail

Arrival Start Date (2726121 | E
Arrival End Date (3125121 | EH
User Select user (optional) T\

The report can be run by Summary (which displays one line for each group), or Detail (which
breaks out individual reservations under a group). The revenue will show zero until a room has
been charged.
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Demo Hotel Edward Group Revenue
1981 North Broadway User:  Ed Bear - AutoClerk
Walnut Creek, California 94596 Date: July 30, 2021
925-284-1005 Time: 10:30 AM

Start 02/26/2021
End 03/25/2021

Arrival Departure Room # Avg

Group Booking Name Date Date Booked By Folio Revenue Nights Guests ADR Per
March Group 03/01/202  03/02/202 edbear 32767987 $0.00 0 0 $0.00 $0.00
Doc's Group 02/26/202  02/27/202 edbear 32784944 $0.00 1 1 $0.00 $0.00
$0.00 1 1 $0.00 $0.00

In the Summary view, each group is listed individually with dates in chronological order. It is
stamped with the user who booked the group and the master folio number, along with revenue
and room night/guest stats. The Detail view also shows each reservation underneath the group
booking name (in bold) with the individual stay dates/revenue/room night/guest totals.

Group Detail

This report can only be run for one group at a time. Type in at least three letters of any of the
words in either a Group Profile Name or Group Booking Name, and the system will show name
matches in a drop-down list. There is also an option to include the room types that do not have
blocks.

Group Detail
Select Group Reservation ‘Doc's Group
Start date |02/26/21 | ER
End date |02/27/21 [

[J Include all RoomTypes (Even those without Blocks)

The report will show a grid with each row as the room type, the available/blocked/picked
up/unused rooms per night in the columns, and the totals per room type on the far right. A line at
the end of the report shows overall totals and estimates the amount of room revenue to be
generated.

Demo Hotel Edward Group Block Detail
1981 North Broadway User: Ed Bear - AutoClerk
Walnut Creek, California 94596 Date: July 30, 2021
925-284-1005 Time: 10:36 AM

Selected: Doc's

Arrival 0272612021

Departur  02/27/2021
Showing: Blocked Room Types

i
Room Type 226 Total

Available -8 8
JS Blocked 1 "
Picked Up 0| 0
Unused 1" 1"
Available 12 12
KING Blocked 5] 5
Picked Up 0 0
Unused 5 5
Available 1 1
su Blocked 1 1
Picked Up 0 0
Unused 1 1
Available 5| 5
Blocked 17 17
Totals Picked Up 0 0
Unused 17| 17
Arrival Departure Blocked PickedUp . Blocked Picked Cutoff
Booking Name Confirmation Date Date Rooms Rooms Difference  Revenue Up  Difference Date
Doc's Group DE002645108G 0212612021 02/27/2021 17 1 16 $2.450.00 $12000 $233000 02/26/2021
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Group Block

This report lists estimated and actual group block revenue and rooms by Group Booking Name
between a date range. The Summary view will display individual groups, while the Detail view will

display block availability/pickup details for the entire hotel and all groups by date in a grid.

Summary or Detail

® Summary

Group
O Detail

Sort by @® Arrival Date O Cutoff Date O Booking Name
Start date [2/26/21 |
End date |3/25/21 | EH|

Block

The report includes the group name, confirmation number, dates, and the number of rooms
blocked, picked up, and the difference. The potential revenue is projected and the projected
picked up revenue is calculated from the reservations that have been picked up.

Demo Hotel Edward Group Block Summary

1981 North Broadway User: Ed Bear - AutoClerk

Walnut Creek, California 94596 Date: July 30, 2021

925-284-1005 Time: 10:46 AM

Hotel 02/25/2021

Start 02/26/2021

End Date: 03/25/2021

Selected: Sorted by Arrival

Group Booking Name Confirmation Arrive  Depart Block P/U Diff gg‘é‘:ﬁé P,{zbi‘,“&p 8::3“

Doc's Group DE002645108G ~ 02/26/21 02/27/21 17 3 14 §2,450.00 $360.00 02/26/21

March Group DE002644770G ~ 03/01/21 03/0221 1 0 1 $1,200.00 $0.00 02/26/21

28 3 25 $ 3,650.00 $ 360.00

Rooming List

This report can only be run for one group at a time. It will list each reservation that belongs to that
group. The list includes the guest name, confirmation, dates, rate plan and room number that has

been blocked. It includes other information such as room type, number of guests and average rate
for the stay.

Rooming List
Docs Group. - Doc's Group v | |

Select group reservation

Demo Hotel Edward Rooming List
1981 North Broadway User:  Ed Bear - AutoClerk
Walnut Creek, California 94596 Date: July 30, 2021
925-284-1005 Time: 11:11 AM
# Guests
Guest Name Conf # Arrival Departure Days Rate Plan Room Room Type (AICh) Avg Rate
Epson, Buddy DE318527758 02/26/21  02/27/21 1 Rack 105 King 1/0/0 $120.00
Bodine, Jethroe DE318593795 02/26/21  02/27/21 1 Rack 106 King 1/0/0 $120.00
Smith, Granny DE318593818 02/26/21  02/27/21 1 Rack 108 King 1/0/0 $120.00
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Housekeeping Reports

Housekeeper Sheets

This report is designed to be printed and given to individual housekeepers so they will know which
rooms they need to clean and can keep track of the linen used. It can either be run from the
Housekeeping area or from the Reports area.

This report can be filtered with a range of rooms and/or you can enter the number of
housekeepers and the system will split up the rooms that need to be cleaned evenly between the
housekeepers. There are options to exclude clean and OOO rooms from the report.

Housekeeper Sheets
Include only Rooms [ ~] Through [ v]
Number of Attendants ‘ 0 |

Exclude clean rooms Exclude OO0 rooms

The room numbers are listed with their room type, status (C=clean, D=Dirty, V=Vacant,
O=0ccupied), departure date, which night of the stay the guest is on, and the guest name. Any
Housekeeping Services or Housekeeping Comments from a reservation’s “All Notes” tab will
appear below the room number. To the right, there are boxes where a housekeeper could write
the number of towels and sheets that were replaced. When the room is ready to be inspected, the
“OK?” box can be checked.

* AutoClerk Cloud University Housekeeper's Sheets
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 26, 2024
3375142253 Time: 8:26 AM

Room # Twin Quesn King Bath Hand Wash Bath

Room Type Status Departurs Night Guest sheets Double sheets sheets Pillows towels towels cloths mats  OK?

125 K Cio 02/28/23 1 Jake

144 Qa S0 0301723 2 Rick Culley
202 K WD

Turndown

For properties who offer turndown service (when housekeeping goes into each occupied room,
makes the bed and pulls down the covers a bit, and may place a chocolate on the pillow). It
produces list of rooms that are expected to be in-house at the end of the day.
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Turndown
Date |2/28/23 | ER
Display Method Screen (HTML) «
Submit

The report can be run for any date in the future, but the current business date is the default.

The rooms are listed by room number and include which night of their stay the reservation is on,
and “Type” (either Arriving or Stay Over). The number of people is always broken out by Adults,
Children and Infants with the departure date on the far right. The total guests and total rooms are
listed at the bottom of the report.

* AutoClerk Cloud University Turndown List
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 26, 2024
Date: 02/28/2023 Time: 852 AM
Room  Stay Status Type AC | Departure
144 Might 3 of 3 Stay Over 100 03/01/23
243 Might 1 of 1 Stay Over 100 03/01/23

TOTALGUESTS 2 0 0

TOTAL ROOMS 2

Vacant Room List

This report will list all vacant rooms, the room type, and their status (Clean, Dirty, or Out of Order).
This report can be useful for doing inspections, maintenance, or taking inventory.

* AutoClerk Cloud University Vacant Rooms
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 26, 2024
3375142253 Time: 10:40 AM
Date: 02/28/2023

Room Room Type Status

100 K CLEAN

101 K DIRTY

102 (olo] CLEAM

103 WwaaQ CLEAM

105 K CLEAM

106 aa CLEAM

107 Qg CLEAM

108 SK OUTOFORDER

There are three options to filter this report:

e Room: Displays all vacant rooms in room number order from lowest number to highest number.

e Room type: Displays and groups all same room types that are vacant together
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e Status: Displays and groups the vacant rooms in the following order: Clean, Dirty, Out of Order.

Vacant Room List

Date 2/28/23
Sort by

Room

Room Type
Display Method v
N

Submit

Room Status

This report lists the status of every room in the hotel, with arrivals and/or stayover nights. While

there are many options to filter this report, typically the defaults are used. Note: This report is
typically used daily by the Head Housekeeper.

Room Status Report

All

& Dirty Rooms
Dirty & Vacant
Dirty and Blocked
Dirty and Due Out
Dirty Staying Over

B Clean Rooms
Clean and Vacant
Clean and Blocked
Clean and Due Out
Clean and Staying Over

Out Of Order

Include only Rooms v| Through %
Room type Al v

Sort by Room Number v

Display Method Screen (HTML) v

Submit

Out of Order reasons are displayed in blue text.

* AutoClerk Cloud University

Room Status Report
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 26, 2024
3375142253 Time: 10:58 AM
Housekeeping Reservation Block Departure
Room Room Type Status Status Status Stay Status Date Service Type
100 K CQUTOFORDER
Room Model

101 K DIRTY Vacant

102 QQ DIRTY Stay Over Might 2 of 3 Tomorrow

103 Wwiaa CLEAN Vacant
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Out of Order Rooms

This report can be used to determine which rooms need repairs and the reason why. It can be run
for any date range needed.

Out of Order Rooms

Start date 2/28/23 [
End date 2128123 [E
Display Method Screen (HTML) v

Submit

Rooms are listed with their room types and Reasons for OOO in the middle of the page. The begin
and end date for the OOO are included along with the date and time stamp and the user who put
the room OOO. The Day column is not used.

* AutoClerk Cloud University Out of Order Rooms
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 26, 2024
3375142253 Time: 11:04 AM

Start Date:  02/28/2023
End Date: 02/28/2023

Room Type Room Begin End Date Day Reason Time stamp User Name
K 100 02/28/23  03/02/23 1 Room Model 02/26/24 8:54 AM Andy Moran
SK 108 02/28/23  03/01/23 1 Room Remodel 11/30/23 2:36 PM Andy Moran
Totals: 2
M "R
anagers’ Report

This report is one of three reports that can be emailed automatically during the Night Audit (the
others being Batch Settlements and Transaction Summary) and will include last year's data. When
running the report manually, if you do not want to include last year's data, uncheck the box to the
left of the Date. You can run this report for any date in the past.

Managers Report

Date 2127123 [EE)+] Include Last Years Data
Display Method Screen (HTML) v
Submit
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The Managers Report is a collection of other reports that give an overview of the property’s
performance. It contains the following six sections:

1. Charge and payment totals for today, MTD (month-to-date), YTD (year-to-date), LYSD (last
year same day), LYMTD (last year month-to-date), and LYYTD (last year year-to-date):

* AutoClerk Cloud University Manager's Report

100 Main Street User: Andy Moran

Phoenix, Arizona 85027 Date: February 26, 2024

(623) 780-6000 Time: 12:20 PM

Date: 01/19/2024

Folio Charges / Income Today MTD YTD LYSD LYMTD LYYTD
Room $2,409.99 524,416.88 54757231 §110.00 $9.948.17 $13,727.47
Tax $273.87 $2,827.69 $5,953.08 516.50 $1,188.51 $1,536.58
F&B $0.00 5143.25 5480.65 50.00 50.00 50.00
Conf $0.00 $303.00 5315.00 50.00 $550.00 5850.00
Misc $0.00 512.00 5464.59 50.00 5369.00 5369.00
Sundry Shop $0.00 51.50 539.50 50.00 50.00 50.00
Room Damage 50.00 5200.00 5200.00 50.00 50.00 50.00
Pet Fee 50.00 560.00 5345.00 50.00 50.00 50.00
Tony $0.00 50.00 51.00 50.00 50.00 50.00
Debit Balance $0.00 5335.85 5335.85 50.00 50.00 50.00
Total $2,683.86 $28,300.17 $56,706.98 5126.50 $12,055.68 $16,483.05

Payments Today MTD YTD LYSD LYMTD LYYTD
Cash -59,682.17 -$31,015.20 -$53.977.16 000 -510,03798 -513.457.09
Accounts Category -$123.15 -52,419.78 -$10,636.54 50.00 -51,365.97 -52,072.98
VvCC $0.00 -5956.05 -$2,085.29 30.00 -$57.50 -$57.50
COMP 50.00 $0.00 $0.00 30.00 -$366.30 -$366.30
Test 50.00 $0.00 -5113.00 30.00 $0.00 $0.00
Credit Balance $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
CARD $0.00 -51,108.10 -$1,108.10 $0.00 $0.00 $0.00
Total -$9,805.32 -$35,499.13 -$67.920.09 $0.00 51182775 51595387

2. Ledger Totals for the Guest, Advance Deposit, and City Ledgers.

Ledger Beginning  Today's Debits  Today's Ending LY Today's LY Today's LY Ending
Balance Credits Balance Debits Credits Balance
Guest Ledger 588849  -3982696 $260650 -56331.97 $000 §$12650 $466233
Advance Deposit Ledger 523,85 557322 397322 §76.15 £0.00 50.00 -5110.00
City Ledger $1,095.42 -$1.00 $12315  $121757 50.00 5000 5698124
Ledger Totals $196006  -51070118  $370287 -3503825 $0.00 512650 $1153357
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3. Occupancy statistics for today, MTD, YTD, LYSD, LYMTD, and LYYTD:

Occupancy Today MTD YTD LYSD LYMTD LYYTD
Occupied 10 a7 235 1 99 128
Occupied Percent 9.80 % 505% 291% 0.92 % 478 % 147 %
ADR $241.00 5251.72 $202.44 5110.00 510049 $107.25
REVPAR $23.63 51272 $5.89 31.01 54.80 .57
Adults 13 108 267 1 114 144
Children 1 4 & 0 0
Infants 1 4 4 0 0
Total 15 116 277 1 114 144

4. General statistics:

Statistics Today Yesterday Tomorrow LY Today LY Yesterday LY Tomorrow
Arrivals 8 7 ] 0 0 0
Departures 12 3 2 0 0
In-House 10 14 14 1 1 1
Mo Shows 1] 0 n'a 0 0 n'a
Reservations 110 7 nia 0 0 n'a
Cancellations 103 0 n'a 0 0 n'a
Out of Order 0 0 nfa 1 1 nia
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5. City Ledger charges, payments, and balances, including both totals and aging:

City Ledger Today MTD YTD LYSD LYMTD LYYTD
Charges $12315 $789.09 56,648.62 50.00 $1,003.87 51,549 63
Payments -$1.00 -$14.07 -55,878.55 50.00 -51.841.77 -52,603.02
Balance §12215 $775.02 $970.07 $0.00 -$937.90 -51,053.39

0-30 days 31-60 days 61-90 days 91-120 days 121+ days
5775.02 -5100.00 $542 55 50.00 -5361,072.58

Tatal Running Balance: -3359,855.01

6. The 14-day forecast includes the date, expected occupied rooms, the occupancy
percentage, projected room revenue, and the total number of guests. The totals and
averages are calculated at the bottom.

Forecast

Date Occupancy Occupancy % Room Revenue Total Guests
02/126/21 18 51.4% 54380.00 6
02/27/21 1 2.8% 5100.00 1
0228721 0 0.0% $0.00 0
03/01/21 1 30.6% $0.00 0
03/02/21 0 0.0% 50.00 0
03/03/21 0 0.0% $0.00 0
03/04/21 0 0.0% $0.00 0
03/05/21 0 0.0% $0.00 0
03/06/21 0 0.0% $0.00 0
03/07/21 0 0.0% 50.00 0
03/08/21 0 0.0% $0.00 0
03/09/21 0 0.0% 50.00 0
0310/21 0 0.0% $0.00 0
03111721 0 0.0% $0.00 0

Total 30 $580.00 7
Average 21 6.0% 541.43 0
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Occupancy

This report provides statistics by day over a date range and can be run for past, present and
future dates.

Occupancy
Start date |2/15/23 | EH
End date |3/15123 | =
Room type |Se\ecl room type (optional) v|
Display Method Screen (HTML) v
Submit

The report shows, per date, the occupancy percentage, number rooms, the number
adults/children/infants, room revenue, and ADR (Average Daily Rate). Note: this report will not
display any dates that have a 0% occupancy rate.

* AutoClerk Cloud University Occupancy Report
9565 Egan Highway User: Andy Moran
,Arizona 85027 Date: February 27, 2024
3375142253 Time: 514 AM

Start Date:  02/15/2023
End Date: 03152023

Date Occupancy % AllRoom Types A C |  Room Revenue ADR
02/16/23 91% 8 0 0 579500 58833
0218723 20% 2 2 0 0 520800 510400
02720723 1.0% 1T 1 0 0 57900 57900
02721723 4.0% 4 4 0 0 537000 59250
02723723 11.0% M &6 0 0 547400 54309
02724723 50% 5 5 0 D 551000 510200
02/25/23 3.0% 3 3 0 0 531200 5104.00
0272623 50% 5 5 0 0 535977 57195
02727123 3.0% 3 3 0 0 520177 56726
0272823 31% 3 3 0 0 524077 58026

Totals: 1.6% 47 43 0 D $3531.31 57513
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Forecast Report

This report provides a variety of forecasting information. It can be run for any date span in the
past, present and future, however the default filter includes today’s business date to 30 days out.

Occupancy Forecast

Start date |2/16/23 | EH
End date |2/28/23 | EH|
Include Projected Group Revenue
Display Method Screen (HTML) v
Submit

The report displays rooms, arrivals, stayovers, departures, unused group blocks, occupancy,
number of adults/children/infants, room revenue, ADR, RevPAR, OOO rooms, available rooms and
more.

* AutoClerk Cloud University Occupancy Forecast
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 27, 2024
3375142253 Time: 519 AM
Start 02/16/2023
End 02/28/2023
Include Projected Group Revenue
Unused
Stay Depart Occup  Group 000  Unused  Avalil
Date Rooms Amrivals Ower Today Rooms Blocks Occup® A C | Room Revenue ADR REVPAR Rooms Allotment Rooms
02/16/2023 100 9 0 0 9 0 900% 9 00O 5795.00 58833 §7.95 1 0 90
021712023 100 0 0 8 0 0 000% 0 0 O 50.00 50.00 50.00 1 0 99
02/18/2023 100 2 0 0 2 0 200% 2 0 O 5208.00 5104.00 5208 1 0 97
02/19/2023 100 1 0 2 1 0 100% 1 0 0O 50.00 50.00 5000 0 0 99
02/20/2023 100 1 0 0 1 0 100% 1 0 0 579.00 579.00 5079 0 0 99
02/21/2023 100 4 0 1 4 0 400% 4 0 O 5370.00 59250 5370 0 0 96
02/22/2023 100 0 0 4 0 0 000% 0 0 O 50.00 50.00 5000 0 0 100
02/23/2023 100 1 0 0 " 01100% 11 0 0 547400 54309 5474 0 0 89
02/24/2023 100 0 5 3 5 0 500% 5 0 O §510.00 5102.00 5510 0 0 95
02/25/2023 100 0 3 2 3 0 300% 3 00O $312.00 5104.00 5312 0 0 97
02/26/2023 100 5 0 3 5 0 500% 5 00 535977 57195 5360 0 0 95
02/27/2023 100 1 2 3 3 0 300% 3 00 520177 567.26 5202 0 0 97
02/28/2023 100 2 1 2 3 0 300% 3 00 524077 58026 5241 2 0 95
Totals: 1300 36 1 28 a7 0 362%47 0 O $355031 57554 §273 5 0 1248
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Reservations

This report summarizes the reservations in the system created over a date range and reports the
number of room nights by category selected, which can include Company, Market, Rate Plan,
Source, State or Travel Agent.

Reservations

Reservations by Market ~
Created on or after |2.-*1.-“23 | '|
Created on or before [2128/23 | E=H
Display Method Screen (HTML) +

Submit

The report will display the category selected above with the room nights, ADR, Room Revenue,
Percentage of Room Revenue, and a summary at the bottom.

* AutoClerk Cloud University Reservations Report
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:25 AM

Room Room % Room
Market Nights ADR Revenue Revenue
None 5 $90.86 554517 9.2%
Corporate 17 584.53 51.437.00 24.4%
Friends and Family 13 $64.33 5636.24 14.2%
Gov/Milt 1 579.00 579.00 1.3%
Groups 20 595.00 $1,900.00 32.2%
Locals 7 569.47 5486.31 8.2%
Tourist 3 5204.67 5614.00 10.4%

a7 588.03 $5,897.72
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Revenue

This report displays room and non-room revenue and their percentage, broken out by the
selected category. Categories include Company, Market, Rate Plan, Source, State, Travel Agent,

Room Type, and Channel.

Revenue by
Start date

End date

Display Method

Source v

[211/23

[2128/23

Screen (HTML) v

Submit

Revenue

| &
=

By category selected, it will report the revenue by Rooms (room nights, ADR, and room revenue)
and non-room revenue (such as meeting rooms, F&B) with percentages of each line and totals.

* AutoClerk Cloud University

Revenue Report

9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:28 AM
Start Date:  02/01/2023
End Date: 02/28/2023
Source Room ADR Room % Room Non-Room % Non- Total % Total
Nights Revenue Rev. Revenue  Room Revenue Rew.
Rev.
FRNDREF 1 54500 $45.00 1.0% $0.00 0.0% 545.00 1.0%
FRONTDESK 33 57434 §245331  56.3% $0.00 0.0% 5245331 552%
HOTLREF 5 56860 $343.00 7.9% $0.00 0.0% 5343.00 77%
IPHN 3 59333 $280.00 6.4% $0.00 0.0% 5280.00 6.3%
None 0 50.00 $0.00 0.0% $3600 419% 536.00 0.8%
PSBMO0024UG 1 55223 $52.23 1.2% $0.00 0.0% 55223 1.2%
REPEAT 8 57063 $565.00  13.0% $5.00 5.8% 557000  128%
TA 1 $0.00 $0.00 0.0% $0.00 0.0% $0.00 0.0%
WALK 9 56863 61763 142% $4500 523% 566263  1459%
TOTALS: 61 7141 5435617 $86.00 5444217
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User Activity

This report lists all logins for all users or a single user. This report runs off the calendar date.

User Activity
Start date |6/25/21 | | |
End date ‘6/25/21 | | '
User | Select user (optional) v|

It reports login date and time in chronological order along with the IP address they accessed your
system from.

Demo Hotel Edward User Activity

1981 North Broadway User:  Ed Bear - AutoClerk

Walnut Creek, California 94596 Date: July 30, 2021

925-284-1005 Time: 2:28 PM

Start 06/25/2021

End Date: 06/25/2021

User Date Login Time Host User IP

Ed Bear - AutoClerk 06/25/2021 11:50:55 AM ac-prod-myhms-app- 107.129.163.192

Ed Bear - AutoClerk 06/25/2021 12:12:54 PM ac-prod-myhms-app- 107.129.163.192

Ed Bear - AutoClerk 06/25/2021 12:15:07 PM ac-prod-myhms-app- 107.129.163.192

Ed Bear - AutoClerk 06/25/2021 12:28:39 PM ac-prod-myhms-app- 107.129.163.192

Ed Bear - AutoClerk 06/25/2021 01:35:24 PM ac-prod-myhms-app- 107.129.163.192

Guillermo Raven - 06/25/2021 01:49:56 PM ac-prod-myhms-app- 146.168.86.43,

TEST-E-Bear 06/25/2021 02:03:31 PM ac-prod-myhms-app- 107.129.163.192

TEST-E-Bear 06/25/2021 02:06:58 PM ac-prod-myhms-app- 107.129.163.192
Tax Exempt

This report shows all tax exemptions of room revenue by room number. It can be filtered by date
range for any previous month. The “Tax Exempt Mode” can show either reservations that were
marked as Tax Exempt, those that were manually adjusted off, or both. It can also display all room
taxes or just specific room taxes.

Tax Exempt

Start date |2;1 123 | 'l
End date |2128/23 | E=H
Tax Exempt Mode [Both M

All

occTax1 8 occTaxz @ parisHTAX B SALESTAX
Display Method Screen (HTML) v ) On Screen [ Interactive

Generate Report

The report includes basic information on the guest such as name, room number, and reservation
status, and includes the room revenue that was exempt from taxation, the total taxes that were
exempted, as well as how the exemption was processed. (“E” means the reservation was set as Tax
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Exempt and the taxes were never posted; “M” means the taxes were posted but they were
adjusted off manually).

* . .
AutoClerk Cloud University Tax Exempt
4565 Egan Highway User: Andy Moran
Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:35 AM
Start Date: 02/01/2023
End Date: 02/28/2023
Taxes Included: ALL
Total Exempted Exempt Nights
. Room Taxes Type . Included
Room  Type Folio Guest Status Revenue A C | Arrival Departure on
243 K 9069869 Chip Jones IN 579.00 EXAE . 0 0 022823 03701723 1
242 K 9118439 John Adams IN 579.00 §1498 E 1 0 0 022823 03701123 1
237 K 7523866 George Washington out 5000 S000 M1 0 0 021223 02113723 1
999 SK 7522611 Adriana Bolden ouT 5$58.00 §1089 E 2 0 0 020923 02/10/23 1
5216.00 53309 4

Yield Analysis

This report displays the amount of room revenue, ADR, and room nights over a date span by
category over, which can be selected as Source, Market, Rate Plan, Room type or Channel. The
report filter defaults to the current month but can be run for any date range. It is normally best
run in HTML.

Yield Analysis
Revenue by [Source v
Summary or Detail @® Both O Summary Only O Detail Only
Start date [271721 |EH
End date (272821 i EH

® Only those with Revenue ) All

The Detail view/section reports the amount of room revenue by filtered category in a table. The
far right shows totals per day for room revenue, ADR, and number of room nights.

* AutoClerk Cloud University Yield Analysis Report
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 27, 2024
3375142253 Time: 538 AM

Revenue by Source Code

Start 0210172023 End 022812023
227724 3:38 AM Page 1o 1
Date FRNDREF H FRONTDESKH HOTLREF H IPHN HPsaM()mmueI REPEAT ” i ” WALK ‘ ‘ Revenue | ADR | Nights |
Feb 09, Thu o.oe|| 114 ooH 5s.oo|| 0.00” oeoH 000|| o.oo“ 0.00| \ stm.oo| sas.oo| 2|
Feb 11, Sat no<>|| UOOH 2naoo|| noa” [](}OH nnn|| DDDH nom| ‘ szos.m| 552.|m| 4|
Feb 12, Sun 0.00]| 0.00]] 0.00]| 0.00]| 0.00]| o.00][ 0.00]| 31362| | s3362] 53362 1
Feb 13, Mon 33.62] 0.00| 0.00]| 0.00]| 5223 0.00]| o.00][ 0.01] | 58586 54203 7|
Feb 14, Tue 11.38]| 0.00]] 0.00]| 0.00]| 0.00| 00| 000 3600 | s32r3s]  sesag] 5|
Feb 15, Wed 0.00]| 0.00]| 0.00]| 0.00]] 0.00] 00| 0.00][ -19.00] | $19.00]  s0.00] 0]
Feb 16, Thu 0.00]| 716.00)| 0.00]| 0.00]| 000 | 00| o0 900] [ s7es00]  sesa] 9|
Feb 18, Sat 0.00]| 0.00| 0.00]| 0.00| 0.00 | 0.00]| 0.00]| 20300 | s208.00] $104.00] 7|
Feb 19, Sun 0.00]| 0.00| 0.00]| 0.00)| 0.00]| o.00]| 0.00][ 0.00] | s0.00]  so.00] 1]
Feb 20, Mon 0.00]| 0.00]| 0.00]| 0.00]] 0.00] 79.00]| 0.00][ 0.00] | s79.00] s 70.00] 1]
Feb 21, Tue 0.00]| 0.00]] 0.00]| 230.00]| 000 | s0.00]| o0 000 [ samono] 590 4|
Feb 23, Thu 0.00]| 237.00]| 0.00]| 0.00]| 0.00] | 237.00 0.00]| 0.00] [ sarane] saz00] 1]
Feb 24, Fri 000|| 51000“ noo|| noa” naoH nnn|| DDDH nom| ‘ 551o.m| $102.on| 5|
Feb 25, Sat 0.00 312.00 0.00 0.00 0.00 0.00 0.00 0.00 $312.00] $104.00 3
Feb 26, Sun 0.00 16177 79.00 0.00 0.00 119.00 0.00 0.00 $359.77]  $71.95 5
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Each column is totaled in green at the bottom of the table.

Feb 27, Mon 0.00]| 161.77)| 0.00]| 0.00]| 0.00]| 40.00]| 0.00]| 0] [ san77| st 3|
Feb 28, Tue 0.00” 319.??” o.ooH o.oo|| ooo|| 0.00“ 0.00” DUU| | 5319.n| 579.94| 4|
Total 45.00 253231 343.00) 280.00)| 52.29| 565.00] 0.00] 61763 | s4435.07] s7153] e

The Summary view/section lists nights, occupancy, and revenue totals by the filtered category.

Source Code Nights %Nights  Occupancy Stays Revenue L ADR
PSEM00024UG 1 1.61 % 0.04 % 1 3213 118 % 5223
WALK 9 14.52 % 032 % 9 §17.63 1393 % 68.63
REPEAT 3 12.90 % 029 % 7 563.00 1274 % 70.63
HOTLREF 5 £.06 % 0.18 % [ 343.00 7.73 % G8.60
FRNDREF 1 1.61 % 0.04 % 1 4300 101 % 45.00
TA 1 1.61 % 0.04 % 1 0.00 0.00 % 0.00
FRONTDESK 34 5484 % 121 % 24 253231 57.10 % 7448
IPHN 3 434 % 0.11 % 3 280.00 631% 9333
Total 62 100 % 221 % 52 $4,43517 100 % $71.53
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Accounting Reports

Guest Ledger

This report lists the open balances for all folios and is also used to audit that the balance and folio
totals are matching. It can be run for any date in the past or the current business date, and
defaults to yesterday's date.

Guest Ledger

Date |2/27123 EE
sort By
Show falios with zero balances
Display Method Screen (HTML) v
Submit

The Total and Ending Balance are calculated using two different methods using unrelated data:

e The Total field adds up the balances listed vertically in the ledger.

e The Ending Balance is calculated horizontally, adding the beginning balance of the day
(which is also the ending balance of the night before) with Today’s Debits and Today's
Credits, resulting in the Ending Balance.

Because these two numbers are calculated differently, the report allows the hotel to ensure the
system is posting finances correctly. Therefore, the two balances should always be the same.
If they are not matching, please contact AutoClerk Cloud Support.

* AutoClerk Cloud University Guest Ledger
9555 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:43 AM
Report 0242772023
Room Type Name Confirmation Status Rate Pay Arrival  Departure Balance

HOUSE Marketplace BB79853 5000 Snac 50.00
GROUPArizona 2710000293644 $0.00 02/26/23  02/28/23 § 23552
HOUSEHouse 7534910 $0.00 Snac $0.00
100 K Waters 7710075286895  C/O 54000 DIRE  02/26/23 022823 54758
126 K Rosenbaum 7710075428837  Cil 579.00 CAS 02127123 02/28/23 59398
245 QQ Culley ZZ10075286930 C/ $8277 DIRE  02/26/23  03/01/23 59845
Total T 547553
Beginning Today's Debits ~ Today's Credits Ending Balance
Balance
Guest Ledger $ 56951 -5 333.99 5 240.01 5475.53
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In House Guest Ledger

This report is the only report that defaults to Excel as the Display Method. This report may be
downloaded as a CSV file if you use a different spreadsheet software than Excel. It defaults to the
current hotel date, sorted by room number, but it can be set for any date. There is an option to
toggle showing in-house guests only or include both new arrivals and checked out guests for that
date.

In House Guest Ledger

Date 227123 =
Sort by @ Room number

In-House only(Exclude new arrivals and checked out guests.)

Display Method

Submit

This report will display each guest on a line with basic guest information, and include balances of
primary and secondary folios, the group master folio balance, the projected income, and any
deposits paid.

* AutoClerk Cloud University In House Guest Ledger Report
9565 Egan Highway User- Andy Moran
_Arizona 85027 Date: 2027/2024
73375142253 Time: 5:45:26 AM
System Date: 202712023
Sort By: RoomNumber
Group Secondary Number of
Room [Room |Old Payment Master  (Projected  [Deposit(s) Folio |Authorization Departure  |Previous
# [Type |Room #|Date Moved |Guest Name [Type Rate A _IC [ |Confirmation # Group Balance |Income Paid Folio [Amount Arrival Date |Date stays
[ 125K Rosenbaum, Jake  Cash § 79.00 1 0 0ZZ10075428837 $ - § 9398 § - $ - § - $ - 202712023 2/28/2023
[ 248 Qa Culley, Rick Direct Bill § 8277 1 0 07710075286930 3 - § 29535 § - 3 - $ - $ - 2/26/2023 3/1/2023
Totals: $ 16177 200 5 - $ 38933 § - S - $ - 5 -

Total Rooms 2

City Ledger

This report is similar to the Guest Ledger report, however, only displays direct bill accounts that
have balances. The report can be run for any date in the past or the current business date,
defaulting to yesterday.

* . . \
AutoClerk Cloud University City Ledger
9565 Egan Highway User: Andy Moran
. Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:52 AM
Report Date: 02/27/2023
Un-invoiced Open Invoiced  Open Total
Company Receivables  Folios Receivables Folios Receivables
Acme Supply §0.00 0 5187.96 2 $187.96
BEW Free Nights FX 4758 1 $0.00 0 §47.58
BW Pay with Points FX2 $98.45 1 $0.00 0 $98.45
BEW Travel Card $50.00 1 $0.00 0 $50.00
Totals: $196.03 3 5187.96 2 $383.99
Beginning Today's Debits Today's Credits Ending Balance
Balance
City Ledger $93.98 $0.00 $290.01 §383.99
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The Total and Ending Balance are calculated using two different methods using unrelated data:

e The Total field adds up the balances listed vertically in the ledger.

¢ The Ending Balance is calculated horizontally, adding the beginning balance of the day
(which is also the ending balance of the night before) with Today's Debits and Today's
Credits, resulting in the Ending Balance.

Because these two numbers are calculated differently, the report allows the hotel to ensure the
system is posting finances correctly. Therefore, the two balances should always be the same.
If they are not matching, please contact AutoClerk Cloud Support.

Advance Deposit Ledger

This report is similar to the City Ledger and Guest Ledger reports, however it only displays
reservations that have not yet checked in with balances. The report can be run for any date and
can be sorted either by Arrival Date or Guest Name.

Advance Deposit Ledger

Date 27124 B
Sort By Arrival Date v

Display Method Screen (HTML) v

Submit

The report will display the confirmation number, folio number, arrival date, guest name, DB (total
debits), CR (total credits), and NET (balance).

* AutoClerk Cloud University Advance Deposit Ledger

100 Main Street User: Zachary Moore
Phoenix, Arizona 85027 Date: April 29, 2024
(623) 780-6000 Time: 53T PM
Report Date:  02/07/2024
Conf# Folio Arrival  Guest Name DB CR NET
2710080335243 7222118 0708723 x x §255.00 $0.00 $255.00
Z710058225035 6967956  07/19/23 Jira8302, Test $53.75 $0.00 $53.75
Z710055479307 7118552 07/21/23 Android, Metal 50.00 -$100.00 -$100.00
ZZ710061036769 7305983  08/22723 Odendahl, 1 5282.50 $0.00 $262.50
2710064718950 7750689  10/23/23 Banquet, Test 50.00 -52,000.00 -52,000.00
Z710075645850 9094479 04/01/24 Test, 1 $137.70 $0.00 $137.70
Z710079445986 9556701  04/03/24 Buffagni, Alberto $5,666.90 $0.00 $5,666.90
710072724383 8731658 05/17/24 Test, Test 50.00 -$111.95 -$111.95
Z7000158026G 4214612 10/04/25 test 50.00 -5100.00 -5100.00
Total: §6,395.85 -52,311.95 §4,083.90
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Daily Ledgers Report

This report displays the balances, debits, and credits in each letter for a specific date for all three
ledgers (Guest Ledger, City Ledger, and Advance Deposit Ledger). It can be run for any date.

Daily Ledgers Report

Date 2/27/23 B
Display Method Screen (HTML) v

Submit

The Guest Ledger is displayed first, with the Previous Ledger Balance (the balance at the end of
the last business date). Each transaction for that date is summarized in Debits. The Credits for that
date are grouped by cash (cash and checks), other (credit cards), applied deposits (advance
deposits that checked-in the date of the report), and direct bill to city ledger for that date. The
Ending Balance summarizes the above for that date.

* AutoClerk Cloud University Daily Ledgers Report
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 27, 2024
3375142253 Time: 5:00 AM
Report Date: 02/27/2023
Guest Ledger
Guest Ledger Previous Balance $569.51
OCCTAX1 58.07
PARISHTAX $11.10
RENT 520177
SALESTAX 58.98
QCCTAXZ 310.08
Total Guest Ledger Debits $240.01
Guest Payments, cash -543.98
Guest Payments, other 50.00
Applied Deposits 50.00
Direct Bill to City Ledger -5290.01
Total Guest Ledger Credits -$333.99
Guest Ledger Ending Balance $475.53
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Next is the City Ledger, which is typically made up of direct bill charges for that date. The Previous
Balance is the ending balance of the ledger from the previous business date. The CL Debits for
that date (City Ledger Debits) are typically the reservations that checked out to direct bill accounts.
The “CL Credits” may include a form of payment made that day to a City Ledger such as a check,

credit card payment, write-off, or statement credit.

City Ledger
City Ledger Previous Balance $2,796.00
CL Debits
DIRECTBILL $946.25
Total Debits $946.25
CL Credits
$0.00

Total Credits

City Ledger Ending Balance $3,742.25

The City Ledger Ending Balance is the difference between the Previous Balance and all Debits and

Credits for the day.
City Ledger
City Ledger Previous Balance $93.98
CL Debits
DIRECTBILL $290.01
Total Debits $290.01
CL Credits
Total Credits $0.00
$383.99

City Ledger Ending Balance
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Lastly, the Advance Deposit Ledger summarizes direct bill to City Ledger and Applied Deposit to GL
(Guest Ledger) for the date.

Advance Deposit Ledger

Adv. Deposit Previous Balance $0.00
Direct Bill To City Ledger 30.00
Applied Deposit to GL 50.00

Today Changes to Advance Deposit $0.00

Advance Deposits Ending Balance $0.00

At the bottom of the Daily Ledgers Report, the three Ledgers’ activity for the day is summarized
along with their ledger totals for that date at very bottom.

Beginning Today's Today's Ending
Ledger Balance Debits Credits Balance
Guest Ledger 3 569.51 -5333.99 5 240.01 547553
Advance Deposit 50.00 $0.00 50.00 50.00
City Ledger 593.98 50.00 £290.01 £383.99
Ledger Totals 5663 49 -$333.99 353002 585952

City Ledger Aging

This report shows all outstanding totals for City Ledger company accounts and how long the
amount has been owed to the hotel. It can display all Companies or one at a time.

City Ledger Aging
Select Company Mame All

w

Display Method Screen (HTML) v |

Submit
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The standard categories of 30, 60, 90, and over 120 days are used and the report displays by
Company. The Amount column shows the remaining Credit Limit, and the Amount owed shows
the amount that is still owed to the hotel. The running total across the days is displayed to the far
right.

* AutoClerk Cloud University City Ledger
9565 Egan Highway User: Andy Moran
, Arizona 85027 Date: February 27, 2024
3375142253 Time: 6:16 AM
Reporting: All companies

Credit Limit Amount Amount Owed Running Total

Company: Acme Supply - 213-555-1234
120+ Days $10,000.00 $10,000.00 $0.00 $0.00
90 Days $10,000.00 $10,000.00 $0.00 $0.00
60 Days $10,000.00 $10,000.00 $0.00 $0.00
30 Days $10,000.00 $10,000.00 §0.00 $0.00
Current $10,000.00 $9.812.04 $187.96 $187.96
Total 5187.96

Company: BW Free Nights FX - 623-780-6000

120+ Days $5,000.00 $5,000.00 50.00 $0.00

90 Days $5,000.00 $5,000.00 50.00 $0.00

60 Days $5,000.00 $5,000.00 50.00 $0.00

30 Days $5,000.00 $5,000.00 $0.00 $0.00

Current $5,000.00 $4,904.84 §95.16 $95.16
Total §95.16

Company: BW Pay with Points FX2 - 623-780-6000

120+ Days $5,000.00 $5,000.00 50.00 §0.00

90 Days $5,000.00 $5,000.00 50.00 §0.00

60 Days $5,000.00 $5,000.00 50.00 §0.00

30 Days $5,000.00 $5,000.00 50.00 $0.00

Current $5,000.00 $4,901.55 598.45 $98.45
Total 598.45

Company: BW Travel Card -1

120+ Days $5,000.00 $5,000.00 $0.00 §0.00

90 Days $5,000.00 $5,000.00 $0.00 §0.00

60 Days $5,000.00 $5,000.00 $0.00 §0.00

30 Days $5,000.00 $5,000.00 50.00 §0.00

Current $5,000.00 $4,950.00 §50.00 $50.00
Total 550.00

There are totals for all accounts at the end of the City Ledger Aging report.

TOTALS
120+ Days $30,000.00 $30,000.00 50.00 $0.00
90 Days $30,000.00 $30,000.00 50.00 $0.00
50 Days $30,000.00 $30,000.00 50.00 $0.00
30 Days $30,000.00 $30,000.00 50.00 $0.00
Current $30,000.00 $29,568.43 $431.57 343157
Total $431.57
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Batch Settlements

This report is the same as the Batch Settlements report in Daily Reports.

Transactions

This report is the same as the Transactions report in Daily Reports.

Transaction Summary

This report is one of three reports that can be emailed automatically during the Night Audit (the
others being Batch Settlements and Managers Report). When running the report manually, you
may select any past date since you've had the system.

Transaction Summary

Date 2127123 [
Display Method Screen (HTML) v
Submit

This report lists transactions by Category and totals by Category for Today, MTD, and YTD. Note
that the report will show the totals for each transaction (for example, Mastercard or Room Rent) in
the Credit Cards category. If a charge has no postings for that day, it will not appear on the report.

* AutoClerk Cloud University Transaction Summary
9565 Egan Highway User: Andy Moran
Arizona 85027 Date: February 27, 2024
3375142253 Time: 6:18 AM

Transaction Summary

02/27/2023
Category Type TODAY MTD YTD
Room
Room Rent $201.77 $3.97117 $3.97M.17
Late Check-in After $0.00 579.00 $75.00
FX2 Room $0.00 $19.23 $19.23
Room Correction $0.00 -510.00 -5 10.00
No Show Charge $000 $56.00 $ 56.00
TOTAL Room: 20177 $4.115.40 5411540
Cash
Cash 54398 -53.323.62 -5332362
Check $0.00 £18555 518555
TOTAL Cash: -54398 -53,509.17 -5 350917
Tax
Oceupancy Tax 5807 516228 $162.28
Tourism Tax $10.09 520191 $201.91
Parish Tax $11.10 $222.20 $22220
State Sales Tax 5896 5179.81 $179.81
TOTAL Tax: $3824 $766.20 §766.20
Misc
Misc Nen-Taxable $0.00 550.00 $50.00
TOTAL Misc: $0.00 550.00 $50.00
Accounts
Direct Bill -5290.01 £733.07 -$733.07
Best Western $0.00 515853 -5 15853
Write Off $0.00 -$5.00 -$500
VIS 1234 $0.00 543538 -543538
TOTAL Accounts: -5290.01 -$1,331.98 -51,331.98
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The grand totals for Today, MTD, and YTD are at the bottom of the report.

Category Type TODAY MTD YTD
Snacks $0.00 52150 $2150

Beveragas $ 000 150 $150

Hot Meal $0.00 58.00 $8.00

Sundries $ 000 55.00 $ 500

TOTAL Marketplace: $ 000 5 36.00 $36.00

GRAND TOTAL: -$93.98 5126.45 §126.45

Quarterly Report

This report lists the same data the Transaction Summary report, except instead of specific date it
is broken up by 3-month quarters (Jan-Mar, Apr-Jun, Jul-Sep, and Oct-Dec). You can select any year

since you've had the system.

Quarterly Report
Date 2022 ~
Display Method | Screen (HTML) v
Submit
* . .
AutoClerk Cloud University Quarterly Report
9565 Egan Highway User: Andy Moran
Arizona 85027 Date: February 27, 2024
3375142253 Time: 6:22 AM
Hotel Date:  02/28/2023
Year: 2023
Jan - Mar Apr - Jun Jul - Sep Oct - Dec Total
Room
Room Rent 54,1297 $0.00 $0.00 $0.00 5412917
Late Check-in After Audit 379.00 5000 5000 50.00 379.00
FX2 Room 51823 5000 50.00 50.00 518.23
Room Correction -510.00 50.00 50.00 50.00 -510.00
No Show Charge 5 56.00 50.00 50.00 50.00 5 56.00
“TOTAL: $4,273.40 $0.00 $0.00 $0.00 $4,273.40
Cash
Cash -$3516.05 5000 50.00 50.00 -$3,516.05
Check -5 185.55 5000 5000 $0.00 518555
“TOTAL: -$ 3,701.60 $0.00 $0.00 $0.00 -$ 3,701.60
Tax
Occupaney Tax 516225 5000 5000 50.00 516228
Tourism Tax $201.91 50.00 50.00 $0.00 $201.91
Parish Tax $226.55 5000 5000 $0.00 $226.55
State Sales Tax 5183.33 50.00 50.00 50.00 5183.33
“TOTAL: §774.07 $0.00 $0.00 $0.00 $774.07
Misc
Misc Non-Taxable $50.00 50.00 50.00 $0.00 $50.00
“TOTAL: $ 50.00 $0.00 $0.00 $0.00 $ 50.00
Accounts
Direct Bill 578065 5000 50.00 50.00 578065
Best Western Statement -5 158.53 50.00 50.00 50.00 -5 158.53
Write Off -55.00 50.00 50.00 $0.00 -$5.00
VIsaT 1234 543538 5000 5000 $0.00 543538
TOTAL. -5 1,379.56 $0.00 $0.00 $0.00 -5 1,379.56
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Travel Agent Commissions

This report will display the calculated travel agent commissions based on the commission rate for
each Travel Agent in Setup.

This report can be generated between any two date ranges.

Travel Agent Commissions

Start date (911720

End date [9/30/20

The report includes the travel agent with the commission rate, the stays for that travel agent are
listed with the date, confirmation number, Name, ADR, and the amount of the commission.

**AutoClerk Cloud University Agent Commissions
User: Edward Bear
Pine Creek, California 85148 Date: August 02, 2021
Time: 7:45 AM
Start 09/01/2020

End Date: 08/20/2020

01122 Luna Wolves Commission rate: 10 %
8832 Glendon Way
Rosemead, CA 91770

Arrival Departure  Nights Confirmation  Name Rate Code ADR Amount
08/06/2020 08/07/2020 1 ZZ000241266 Jameson Stevens MR 300.00 $30.00

Amount due: $30.00
TOTAL AMOUNT DUE: $30.00

This report can be used to calculate payment for individual local travel agents.

Some franchises may have a service that will pay online travel agents (OTAs) on behalf of the
hotel, and/or the franchise will bill the hotel.

Interfaces

AutoClerk Cloud has connections available with several systems. For more information about
adding interfaces, contact our sales team at sales@autoclerk.com.
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Contact Support and Training
AutoClerk Cloud Support is available 24/7. *

Phone: 1.800.365.2585

Email: support@autoclerk.com

*If your property is in the process of installing AutoClerk Cloud, and it is before your install date, please contact your
AutoClerk Cloud Onboarding team directly for all support needs as our team is still preparing your system.

At the bottom of every page, there is a bar with the “Contact Support” link.

copyright © 2008 - 2024 AutoClerk Inc. All rights reserved. | Read Terms of Use | Contact Support | 4.40 | ac-prod-myhms-app-bwh-01
-_______________________________________________________________________.

The Contact Support page has a link to our AutoClerk Cloud video library, which can be a great
resource for brushing up on a particular topic or training a new staff member.

AUTOCLERK" * AutoClerk Cloud University Search today. Q
Cloud PMS
Main Menu Reservations Reports Arrivals In House Departures Dashboard

AutoClerk Cloud Training_Videos

ABOUT CONTACT SUPPORT MORE RESOURCES

PRODUCT (800)365-2585 FRONT DESK MANUAL
COMPANY support@autoclerk.com

» SHIFT CHECK LISTS
1990 N CALIFORNIA BLVD SUITE 20 PMB 1139

WALNUT CREEK, CA 94596

copyright © 2008 - 2024 AutoClerk Inc. All rights reserved. | Read Terms of Use | Contact Support | 4.40 | ac-prod-myhms-app-bwh-01

For Best Western Branded Hotels only, these videos can be found by logging into Online
Learning also known as OWL from the hotel portal. Once logged in you can watch or assign one of
our Learning Path courses or use the AutoClerk Cloud Video Library to watch a specific video.

Published

AutaClerk loud’= Beginner:
Front Desk Path

Learning Path

i: Acquired Object . . . .
This learning path is best assigned to a brand-new employee. It an

hour long of content to show them what they need to know to get started at the front desk,
focusing on reservations, check-ins, check-outs, and more
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Published

o

AutoClerk'Cloud =Hotel

Staff Training Path

Learning Path

1 Acquired Objec . , . .
a : This learning path is for any hotel employee that will need to use

the PMS. It will include all hotel operations topics a Front Desk and Night Auditor need.

Published

AutoClerk eloud= Hotel
Manager Training Path

Learning Path

1 Acquired Object . ) .
This learning path is for any management level hotel employee

that needs to know how to use AutoClerk.

Published

AutoClerk €loud® Video
Library

Course

E’ Shared Externally
AutoClerk Cloud Video Library. This course allows the view to

select and watch any video and not have to watch them in a specific order.

In case of internet or power outage, we recommend that you keep a hard copy of the support
contact information at the front desk and in the hotel offices.
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