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The Ultimate Reservation System
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0. GETTING STARTED

0.1. Computer requirements

The minimum requirements to run GUESTHOUSE MANAGERIM) are as follows:
» A computer running Microsoft® Windows™ 95 or higher

» 128MB of RAM
» 20 MB of hard disk space

0.2. Control Panel Settings

The GHM software makes use of the Regional and Language Settings of your Windows
operating system to format amounts and dates. Make sure that these are set to your
local formats. You can find these settings in the Control Panel of the Start Menu on your
Desktop.

0.3. Installation of GHM

The GHM Setup program installs the program and all components necessary to run the
program.

0.3.1. Installation from the Internet

1. Open Internet Explorer (or any other internet brenvand go to
www.guesthousemanager.r@gtd choos®ownload from the menu.

2. Enter your details and clicRubmit. Then Click on the Guesthouse Manager program igon t
start the download.

3. Click the Save button to download the program.figgtlect ‘Desktop’ for the location to
Save the program.

4, After the download is finished, start the programyour desktop to start the installation.
Wait until the first set up window is displayed.

5. Click Next to continue installing the program.

6. Click Next to continue installing the program.

7. Click Next to confirm and start the installation of the progr
Notes:
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» To start the program, Clictart on the Windows taskbar , cliékograms — Guesthouse Manager
— Run Guesthouse ManagerOr double click th&suesthouse Manageicon on the desktop.

0.4. Registration of GHM

After installation of GHM, the program can be usedhediately, but it is limited to 50 bookings.
To continue using the program, it needs to be texgd. This can only be done after you have puethas
license. You will find more details on how to regisyour license on your invoice.

1. INITIAL DATA SETUP

Before the program can be used, some informatiost beiset up first:

Room Types
Rooms
Rate Types

Standard Supplements
Third Parties

Users

Languages
Currencies

VVVVYVVVY

This information needs to be setup only once batat&ays be modified in a later stage if neceséagy
Change of rates).

Room Types:

For each room that has a same rate, a room typelbauseated first. Some examples for naming

Room Types are “Luxury”, “Executive”, “Comfort”, “idget”,...
For each Rate Type, you will be able to set upg@astucture. By default, a rate is set for 1 night

However it is possible to set rates for multiplghis, week(s) of month(s). This can be set at the

level of the rate type.

After defining the Room Types, you will create thiferent rooms you have and allocate them to

a Room Type.

Rooms:

For each unit (room, cottage, flat, ...), a room nhestreated. While creating, you allocate it to a

room type to get the right rate structure.

Rate Types:
Most of the establishments only have 1 rate whechalid for a certain date. E.g. B&B rate. In

this case no additional rate types must be crebdtedever, | you offer several rates (Bed only,
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B&B, full board ...) , a rate type for each of theages must be created. They can be named like
HBB”' HDBB”’ “FB”...

You can also use a different rate type if you wwith STO rates instead of a commission % on
your rack rates.

Standard supplements:
All the extras you could charge your clients (Muair, laundry, transfers, ...) must be set up first.
The different items must have a category (eg. MBRR) and a description (eg. Castle)

Third Patrties:

The third party is the source of the booking. Tdas be a tour operator, travel agent, website,...
You can manage the commission, if there is onealsat the invoicing and payment, if it is not
done by the guest.

To get most out of your statistics, you should te\a third party for each booking, even if there
IS no commission or separate invoice involved.

Users:

If different staff members are making use of GHMert we recommend that each staff member
has its own user code and password.

By setting up different users, access to diffefenttions can be controlled and booking changes
can be monitored (Audit Report)

Languages:
By setting up different languages, the confirmasbeet, invoice and the email templates can be

set up in these languages. The different languagsits will then be used depending of the
language of the guest or Third party..

Currencies:

By setting up different currencies, the confirmatgheet and invoice can be converted into any
of these currencies at their corresponding excheaige
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1.1. Room Types

How to access:

To open the window, clicketup— Room Typesin the application menu.

® Guesthouse Manager® licensed to My Country Inn ()

File Edit Setup Reports Tools  window Help

==
| = T |Guests List

@ Room Types
To create a Room Type, click
To modify a Room Type, double-click the relevant Room Type

To delete a Room Type, click first the relevant Room Type and then EJ

FICE [0

\Budget Room

. |
Luzury Foom |
|
|

!H onepmaah Suite

|Guests List

To define a new room type, cIi in the lower toolbar, the Room Type data window laé opened to
enter the new info.

To edit an existing room type, double-click the rslvowing the room type to be updated, the Room type
data window will be opened to update the info.

To delete an existing room, cIi in the toolbar, the info will be removed afteranfirmation.

ROOM TYPE DATA WINDOW_

This window shows all details of a room type
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@ Room Type

Type _Luxur_l,l. Room

Descnption:

Default Rate Type: [BeE v
Available on Internet: () e: () No

IN1-Solutions Code: | IN1-Solutions Code 2:

{ Rates }
Rate Type: BB =
Rates Are per Day/Night [ # Persons
[ From [ unti ][ Twpe | [Currency]] Apply On 1 ] 5

o | 2| 1604 | B1.0510 | [PP Variablev| [ZAR % | Mo/Tu/We/Th/Fr/8a/8u||  590.00] [ nl
cz| | 010610 | [1507.10 | [PP Variables| [ZAR v | Bo/Tu/We/Th/Frssassul|  990.00] [ 0.l
| E| 1B07.10 | [30.08.10 | [PPvariable | [ZARV| Mo/Tu/VesThrRr/sassul|  580.00) | 0.
ca| | 011010 | 300411 | [PP Variable %| |ZARw| Mo/Tu/te/Th/Fr/Sa/su|  880.00] L
=| B posn | [ooent Variable v |ZAR ¥| Mo/Tu/We/Tn/Fr/sa/sul|  540.00] | L
w| | praon | [pon4az | [zaF v | losTuswesThsFrssassul| | [ 0.0
| & p10s12 | B009i2 [ZAR % | [MosTasUe/Th/Fr/sassul| 0
m| & fiaiz [ | [ZAF ™| Mo /Tu/ve Th/Fr sartul| i
< >

1Update ‘ ].Cancel ]

It contains the following i

nformation:

Label

Type

Meaning

A unique label for the roo type

Descriptior

Text containing information about the ro type. It can contain an
description of the different options for this rodype such as the
type of comfort, type of beds, type of bathroorg, et

Available on the Intern

Whether or not this rooitype must be made available for onli
bookings

Default Rate Typ

Default rate type when making new booking for tiliem type

IN-1 Solutions Coc

See IN1 Interface guide for more ails

IN-1 Solutions Code

See IN1 Interface guide for more det

Rates structu

This grid contains the standard rates, VAT incladiwr the differen
periods and beds occupied.

To add a line in the grid, cIi in the corresponding line, to

remove a line from the grid, cIi.

From: Contains the starting date of the periots tialculated
automatically and is based on ending date of theipus
period.

Until: Contains the ending date of the period.

Type: This information gives the user the optioseb rates per
person or rates per unit.

Per person fixed. Only fill in “rate 1”. It willdbautomatically
multiplied by the number of persons occupying thi.u

Per Person Variable: “Rate 1" will be applied fédrson is
occupying the unit, “Rate 2" if 2 persons is ocangythe
unit, ... The rate will be automatically multiplidy the
number of persons occupying the unit.

Per Unit: “Rate 1” will be applied if 1 persondscupying the

Guesthouse Manager
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unit, “Rate 2” if 2 persons is occupying the uni
Apply On: The days of the week when this rate hélapplied. See
Rate Types for more information on how to set défd
weekend rates.

. Contains the rate if the room is occupied byfispn or if the rate
is “per person fixed”, no matter how many persdayg t the
room.

: Contains the rate (per person or per unit, ddipgrof the option
in the 'Rates' field) if the room is occupied bgeZsons.

: Contains the rate (per person or per unit)efribom is occupied
by 3 persons.

=

IN

[o8)

The labels 1, 2, 3, ... are per default the numbadults staying in
the room. However i®etup — Options, these labels can be
changes and interpreted differently. E.g. ‘2A" adults,
‘2A+1C’ = 2 adults + 1 child,...

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the
previous screen. Theancel button will undo the changes and will also retiorthe previous screen.

1.2. Rooms

How to access:

r|
To open the window, clicketup— Roomsin the application menu or cIi in the upper toolbar or
click the Room block on the Reservations calendadow..

i3 Guesthouse Manager® (Full) licensed to My Country Lodge (eric)

Fle Edt Setup Reports Tools Window Help
= & g | 0

& | = | B

@ Rooms

To create a Room, click %}
To modify a Room, double-click the relevant Room

To delete a Room, click first the relevant Room and then EIJ

[ Name | [_RoomType | [ Location J[Beds | [Default Persons| [Statistics || [ Intemet | [Razor ID |
N : @ Input -

[ — vl ' I

Comtort Raom 2 [ I3 v [
|ROOM ZR-DENDRUM ™ Loy Room Main [ B I~ I~ .
[ROGM & SUNFLOWER | [Budget Foom [Mair =z E I~ w [
[FOAMERGSE | [Fudget Raom [Mairy =z E =4 icd | C—
OGS Honeymoon Suite [Dutside = B w I (T
[FIEM FRLABIGLUE | [Comion Room [Outside =z E I I3 [
[ROOM BAMERYLUS  [Comiot Foom [Ouiside =z E v v fizsn
[RODR S LM {Comfort Room [Outside: Tz E w I T
R oo | 7 E r [ —

Read)
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To define a new room, cIi in the lower toolbar, the Room data window willdigened to enter the
new info.

To edit an existing room, double-click the row simoywthe room to be updated, the Room data window
will be opened to update the info.

To delete an existing room, cIi in the toolbar, the info will be removed afteranfirmation.

ROOM DATA WINDOW

This window shows all details of a room

Mame: ROOM 3R-DENDROM | Location: [[

Room Type: | Lutsuiry Room v Description: [%confirmation: Lusury Room?
- ) kingsize
Persons: 2 -Double v 5225213‘1 can be add
Default Persons for input: |2 v Ext Nb 1: 213 i Ext Nb 2: |
Position on Calendar: D ] ¢ Colour: J Statistics: () Ye: (O Mo From: 01.01.00 |
To: (311293
Available on internet: () Yes (O Mo RAZOR Product ID: | 0
{ Rates for Room Type Luxury Room { i
Rate Type: |[Bi5 =
Rates Are per Day/Night | _ # Persons
[_From }[_until ] currency|| Apply On JC JC 2z JC s JC e« 15 JCs J 7z J8 ]
fie.a710 | [3o.0g. | EAR| MosTwiWesTh/Frssassul|  590.00 1.00] 0.0q | 0.00] oo | o.oa [ 0.00
b1a010 FAR | Mo/Tu/We/Th/Fe/Sassu||  590.00 [ 000 [ oog o000 [ o0 [ 000
prosat || | EAR| MosTu/WesTh/Fr/sassu||  690.00 [ oog [ oad | oo | oog [ oo
101 | Boo4dz | EAR | MosTuswesThsFr/sassu||  980.00] [ o000 [ nog) 0.0 | 0.0 | 0.0
[pros1z | Booadz ZAR | MosTusWe/Th/Fr/sassu [ sa000 [ 000 [ 000 0.00] 000 [ ood g
< | >
[ Add/Modify Rates... |

It contains the following information:

Label | Meaning

Name | A unique label fc the roon

Locatior | Short description where the room is situated (£ floor, outside
building,...)

Descriptior | Text containing information about the room. It camtain any
description of the different options in the roonclsas the type of
comfort, type of beds, type of bathroom, etc...

Extension n | Extension number of the roa
This information is only used when the progranirikdd with a
telecom system (See Parameters

Extension nb | Secondary extension number of the rc
This information is only used when the progranirikdd with a
telecom system (See Parameters)

Person | Contains the number of persons the room can accalat®oT his
information is only used when setting the Rateac®ure.

Default Persons for Inp | Caontains the default nb of persons when a new bodkingnterec
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Statistic: | Whether or not this room must appear in the sied

Fror | From what date this room must appear on the stz

To | Until what date this room must appear on the sied

Pcsition on Calend: | Position number of the room on the calendar. Ifs®bf the room
order on the calendar is alphabetical.

Color | Change the color of the room as it must appeahefookings
calendar

Available on the Intern | Whether or not this rooimust be made available for onli
bookings

Razor Product | | See RAZOR interface guide for more de!

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the
previous screen. Thgancelbutton will undo the changes and will also retiorthe previous screen.

1.3. Rate Types

How to access:
To open the window, clicketup— Rate Typesin the application menu

® Guesthouse Manager® (Full) licensed to GHM lodge (eric)

File Edit Setup Reporks Tools  Window Help
| 8 | = | B

@ Rate Types

To create a Rate Type, click &
To modify a Rate Type, double-click the relevant Rate Type
To delete a Rate Type, click first the relevant Rate Type and then click EJ

. I
[Meal | [Drink;

[ _ 5 Includes

Rate Tppe |

Min
Nights
ol

rteret. |

Ready

To define a new rate type, cIi in the lower toolbar, the Rate type data windoW g opened to
enter the new info.

To edit an existing rate type, double-click the mivowing the rate type to be updated, the Ratedgte
window will be opened to update the info.
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To delete an existing rate type, cI in the toolbar, the info will be removed afteranfirmation.

RATE TYPE DATA WINDOW _

This window shows all details of a rate type

Type: IHB Color: _I

# Days/Nights: I'I —

" Per Week
" Per Month
" Per Year

Min Mights Hequired: IU_

Availale on Internet: [

Includes: Breakfast: Meal: ¥ Drinks:[

Lunch: Meal:| Drnks: [

Dinner: ¥ Drinks:[

Separate Weekend Rates: |+ Yesz ApplyOn: Mo Tu We Th Fr 5a 5Su
" No r-rr r r ~¥ ¥ I

It contains the following information:

Label

Type

Meaning

A unique label for the rate ty

Period of Rat

Period of the rates entered in the Room Ty
Per default rates are per night. However, with ¢fpison rates can b
entered for several nights (eg packages) of pekwaenth,...

1%

# Period | Number of periods(as defined in Period of Rate)#tes are define
for this rate type (eg. if the rate is per 3 nighisn set this to 3)
Include: | Meal and drink options included in this r

Min Nights Require

Minimum nights reqired for a booking using thiste type (only fol
online bookings)

Available on Interne

Whether or not this room must be m:available for online
bookings

Guesthouse Manager
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Color | Change the color of the rate type as it must appedne list of rat
types

Separate Weekend Re | Set to ‘Yes' if during certain days of the week (egekend) differer
rates must be applied.

If set to ‘Yes’, thick the days for which differersttes must be
applied.

To close the window, Clicklpdate at the bottom of the window to confirm the changed return to the
previous screen. Theancel button will undo the changes and will also retiorthe previous screen.

1.4. Third Parties

A third party is a person/company/organization weeives commission (travel agents tour operators,
tourism offices, etc...) when they book guests. Atittoment of entering a booking, a third party can b
appointed for that booking and commission is aatiically calculated.

The principle of third parties can also be usekieep statistics about how people book with youhis

case define also any other resource how peopléaain(brochure, advertisement, website,...) but do no
apply a commission. At the moment of entering akbwpapply always a third party. Statistics can be
generated through the repditird Party Statistics.

The window contains a list of all third partiesallows you to define new third parties and detete
change information of existing third parties.

How to access:
To open the window, clicketup— Third Parties in the application menu:

® Guesthouse Managere (Full) licensed to My Country Lodge (eric)
File Edit Setup Reports Tools  Window Help

(s=o®m | & W

| & | = | B
® Third Parties
Search | in J :J ﬂ Posiion [
Code [ Name Mame2 | Address I Zip ] City | Country ] = [:nmm_l Apply Direct
- 1] [ —] [ | I0HenNesBURY SO0TH AFRICS IE
[17DAAGSE  [17 DAAGSE - LUIFERAD 1 =
[FA7TREVEL [747 TRAVEL [ I [ [ [South Africa 1000 O
) |54 TRAVEL GUIDE 193 | [ [ | [GE3 o T
[ABSAMAKELA [8B5SA MAKELASRS | | [ | G o O
IACHIEVER  [ACHIEVER |[GEORGE I [ [ [ o )
[EFRIC&EXF  [AFRICE EXPERIENCE | [BREELAND 36 [3828vE |HOOGLEND [NETHERLENDS [i500 E
[BFRIC&STA BFRICASTAY.COM | [ [ [ [ o T
[EFRICA&TO1  [AFRICE TOUR [ | [ [ [SOUTH AFRICA [i500 K
BFRICAIA  [AFRICAIS [SHAMILA | | LHE [SOUTH AFRICA o I
|BFRICAN &M [AFRICAN AMPLE ASSIS | |PO BOX 2653 |72 [HOUT Bay |SOUTH AFRICA, {20.00 K
[BFRICAN DU [aFRICAN QUEEN [ [ [ [NOORDHOEK.  [SOUTH AFRICA o K
[EFRICAN TR [SFRICAN TRAVEL LINE | [72 fouith strest 2155 [LINDEN [RA 1500 el
[BIDANATIO [AIDA NATIDNAL FRENC | [PRIVAATSAK %15 {0067 [HIGHFIELD PARK [SOUTH AFRICA o O
[BIHORTH  [BINORTH [ I [ | | {0 B
lalBATROS  [ALBATROS [ [ [ | | [20.00 B
JALICE JALICE [ | [ [ [ o O
[ELLEGRI&  [ALLEGRI& UENENENNEMERIE | | [STELLENBOSCH [SOUTH AFRICA o '
[BLLEMAN EM [ALLEMAN EMILIA [ I [ [STELLENEOSCH [RSA [iooo |}
[BMBSELE  [AMASELE [ [ [ | [SOUTH AFRICE, o K
[AMERICAN  [AMERICSN EXPRESS | | | | |RsA 1000 E
1BMER |BMEX-FINE SELECTION | | [ [ G [15.00 K
|ANDERSON  [ANDERSON GUDRUN | | [ |SOMERSET WES [RSA [1o.00 O
BNTIOUE TR IANTIOUE TRACTOR | [ | | [ o [T
[ENTDINETTE JAPL [Brtoinette [RBATTOIR ROAD [E850 [WORCESTER  [SOUTH AFRICA o K
[AsaRE [esaRE [ [ [ [ [ ] B
[BSHLAW TOU [ASHLAW TOURS & TRE | |Po bow 2700 710 [Florida |R5A o Im .
< >

Ready
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To change the sequence of the list, click on thellaf the desired column and the list will be edrby
that column, ascending. Click the same label agaid,the list will be sorted descending.

To define a new third party, cIi in the lower toolbar, the Third Party data windeilt be opened to
enter the new info.

To edit an existing third party, double-click ttwwshowing the third party to be updated, the TRiagty
data window will be opened to update the info.

To delete an existing third party, cIi in the toolbar, the info will be removed afteranfirmation.

To find information, enter a value in tsearchfield and select a column from the list and cIicIiI.
The list will scroll then to the first found valu€lick the same icon again to scroll to the nextnid value.

To position the list on a name, enter the firstrabters of this name in thosition Field, the list will
scroll then to the first name beginning with théeeed value.

THIRD PARTY DATA WINDOW

This window shows all details of a third party:

® Third Party X
Mame: AFRICAN TRAVEL LINE Phone: 01183857643

Hame2: Fax:

Address: |72 fourth shreet E-Mail: |altEicon.co.za
Zip: 2195 Cell:
City: LINDEN Vat:
Country: RS54 b HB Source

Language: | English v Block: ()es )Mo

Bookings Input

Default Bate Type: w

Default Payer for Accommodation: () Yes (&) No

Pastel Code:

Remarks:

Type |bookingagen » Country w Continenl w

General | Commission || Terms

l Update ] l Cancel ]
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8 Third Party

,—i Commission

—

Commizzion % [15.00-=]

Apply Directly: [7]
Also on Supplements: []

7 Total ficeommadation Amoun
1¥ Basic Fioom Rate

Add Commizsian on top of Basic Aoam Rate: [

18 Third Party

™ Boaking Date.
" Check In [ate

& Check Out Date
" Invoice Date-

It contains the following information:

Label | Meaning

Guesthouse Manager
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General

Name | Name of the third par

Name: | Second name of the third pe

Addres: | Address of the third pat

Zip | Postal code of the third pa

City | City of the third part
Eventually this field can also include the postade if not used in
the ZIP field.

Country | Country of the third par

Languag | Language of the third party to be used for the icawtionsheet an
invoice

Phon( | Phone number of the third ps

Fax | Fax number of the third pa

E-mail | e-mail address of the third party. This address é&lufa
confirmation sheet must be e-mailed to the thindypa

Cell | Cell phone number of the thirdrty

Nb Sourc | Nightsbridge source code of the third p

Block Code | Indicator whether the third party is blocked or

Default Rate Typ | Default rate type to be used when making a new ingdr this
third party

Pastel Coc | Customer code as set \n Pastel for this specific third pa
(only required if the Pastel export is used ansd third party must
be booked into a different customer account thardéfault one)

Remark | Any free format text about the third pa

Statcode | Statistics codil

Code to enable the user to group third partiesfieaformat.
Reports are available to run statistics on thesepy.
Example: Third party type (operator, company, tragent,...)

Statcode | Statistical Code
See statcode 1

Statcode | Statisticalcode :
See statcode 1

Commission

Commission 9 | Percentage of commission to be applied for thisl tharty

Apply Directly | Indicator whether the commission must be applieelctliy
(deducted from the bill) or the commission will jped later when
the third party sends his invoice.

Apply also or| Indicator whether the commission must also be egpin the
Supplements supplements. By default commission is only apptiedhe
accommodation.

Add commission on to| The commission amountfirst added to the basic room rate bet
of basic room rate it is calculated on the total accommodation amount

Terms
Terms are used to determine outstanding invoiaes foird party

Basi¢ | Date on which the payment date is calcul

Operato | Add or subtract days fronhe basi

Days | Number of days to be added or subtracted from &lsé

To close the window, Clicklpdate at the bottom of the window to confirm the changed return to the
previous screen. Thgancelbutton will undo the changes and will also retiorthe previous screen.
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To get a list of all bookings of this particulairthparty, Click theBookings button at the bottom of the
window.

1.5. Standard Supplements

To ease the input of supplements (extra expenditoyehe guest like meals, mini-bar, phone,...) a
structure of possible supplements needs to bepskitst
When this is well organized, it will be possiblegenerate statistics through the re@upplements

The window contains a list of all standard suppletselt allows you to define new and delete or ¢jgan
information of existing standard supplements.

How to access:

To open the window, clicBetup— Standard Supplementsin the application menu:

® Guesthouse Manager® (Full) licensed to ons genot country lodge (eric)
File Edit Setup Reports Tools window Help

| Be B | &0

| & | @ | B
@ Standard Supplements E}E|®
To create a Supplement, click ﬁj
To modify a Supplement, double-click the relevant Supplement
To delete a Supplement, click first the relevant Supplement and then EJ
\_ Category || Type | ICurrency] | Price | | Stock ltem | [Actual Stock| |Stock Alarm || Pastel Account | e
= : - : ¥ L —= L | S | e
- ADAPT  adaptor deposit IAR 3000 1400 ] g il I
Car hire ZAR | | 0 0 |
PORTFOLIO ZAR | O 1] g | £
ROOWSFORAFRICA ZAR | ¥ 0 g |
STELLENBOSCH INFO ZAR | O i] g |
T ZAR | o 0 o | |
TRAVEL DESK ZAR | O 1] o | |
EILING ZAR | ¥ ] g |
WINE DESK ZAR | O i] g | |
DRY CLEANIN Blouses ZAR | ol 1] g | |
Dresses ZAR | O 0 0 [ |
Evening Dress ZAR | [&] o 0 [ |
ackets/Blazars ZAR | [ o o [ |
erseys ZAR | [¥] 0 o [ |
Overcoats ZAR | O 0 0 [ |
Pyjama AR | O g o | |
Shirt ZAR | O i] g |
Shot ZAR | 0 o o | |
Skirts ZAR | O 1] o | |
Suites(2 piece) ZAR | [&] 0 0 [ |
Suites(3 piece) ZAR | I ol o [ |
Ties ZAR | O 0 o |
Trousers ZAR | | 0l 0 [ v

|Ready

To define a new standard supplement, in the lower toolbar, the Standard Supplement data
window will be opened to enter the new info.

To edit an existing standard supplement, doublk¢hie row showing the supplement to be updated, th
Standard Supplement data window will be openegtiate the info.
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To delete an existing standard supplement, in the toolbar, the info will be removed after a

confirmation.

.STANDARD SUPPLEMENT DATA WINDOW

This window shows all details of a standard supplem

® Standard Supplem

Cat

Descr

Cur

ent

ELINTRIORY CLEAMING

iption:lerseys

roncy: ZAF V)
Price: 50.00 Vat: 14.00 % %

Stock Item: O Yes & Nao

Current

Alarm

Pastel Account

Stock] 0

Stuck:|:|
Code: / |

It contains the following information:
Label | Meaning
Categor' | Category of the Supplemel
Supplements are grouped in Categories to maksigre® select a
supplement when one has to be entered in a laige SExamples of
a category can be LAUNDRY, MINI BAR, MEALS,...
Select a category from the list or enter a new one.
Descriptior | Description of the suppleme
Price | Standard rate (VAT included) for the supplerr
Notes:
The price can also be negative
At time of entering of a supplement for a bookitigg price can
always be overwritten.
Vat | Vat rate of the suppleme
Stock Iten | Indicates that this supplement must have stackvollf

Current Stoc

Amount of items of this supplemettill in stock

Guesthouse Manager
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Alarm Stocl | Amount of Items of this supplement when supplement must t

reported (alarm pop up) once the current stockstezach this
number.

Pastel Account Cot | GL account code as set up in Pe¢

(only required if the Pastel export is used and shipplement must
be booked into a different GL account than the ulefane)

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the
previous screen. Thgancelbutton will undo the changes and will also retiorthe previous screen.
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1.6. Users

How to access:

To open the window, clicketup— Usersin the application menu:

To define a new user, cIi in the lower toolbar, the user data window willdgened to enter the new

info.
To edit an existing user, double-click the row simmithe user to be updated, the user data winddw wi

be opened to update the info.
To delete an existing user, cIi in the toolbar, the info will be removed afteranfirmation.

® Guesthouse Manager@ (Full) licensed to My Country Lodge (eric)

File Edit Setup Reports Tools ‘Window Help

ls@jew | & ®

| & | = | B

® Users El @l@

etic Adrinistratar

User

|iana

| |
Imarleen | |Administratm‘
[

Nolene User ‘

o

USER DATA WINDOW

This window shows all details of a user
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@ User

Mame: |enic
Password: [ |
Type: [Administater w2
— Access Contiol |
bookings: O Mo dccess () View () Full &ccess
Payments: O Modcoess (O View ) Full ccess (O Add Orly
Supplements: ) Mo fecess ) Wiew 0 Full Acoess ) Add Oy
Guests: ) Modcocess () View I Full docess 50 Upd + Sec
Third Parties: ) Modcoes: () View 5 Full Access
Options: ) Mo Access () Wiew &) Full Acocess
Standard Supplements: (™) Mg fccess () View (& Full dccess () Stack Only
Rooms () Modcocess ) Wiew =) Full Acocess
Reports: () MoAccess (2 View
Occupance Statistics Bookings Lists Yesterday's Summary
Guest Statistics Commszsions Overview Invoicesz List
Third Party Statistics Turmnover Unpaids
Supplements Statistics Reszervation Portfolio Uninvoiced Bookings
Bookings Statistics Stock Overview Depositz Received
Payments Received
Audit
1 Update l [ Cancel l

It contains the following information:

Label | Meaning

NameLanguag | Name of the us

Passwor | Password of the us
This password can only be set/changed by an ‘Adstnator’ or the
user himself who is logged in.

Type | Type of use
Administrator: Can create/delete other users
Can change any password.
Can set the Access control of an user
Can overwrite the initial price of a booking
User: Cannot create/delete other users
Can only change his own password.

Guesthouse Manager Getting Started
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Cannot set the Access Con

Cannot overwrite the initial price of a booking
We recommend that only 1 person is set as ‘Adnmatist’, eg. The
owner of the establishment

Access Contr¢ | Full, Read Only or No Access can be granted to eael

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the
previous screen. Theancel button will undo the changes and will also retiorthe previous screen.
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1.7. Currencies

How to access:

To open the window, clicketup— Currencies in the application menu:

To define a new currency, cIi in the lower toolbar, the currency data window Wé opened to

enter the new info.
To edit an existing currency, double-click the relmowing the currency to be updated, the currenty da
window will be opened to update the info.

To delete an existing currency, cI in the toolbar, the info will be removed afteranfirmation.

@ Guesthouse Manager® (Full) licensed to My Country Lodge (eric)
File Edit Setup Reports Tools Window Help

lel2e B | & |®
| &= B

i® Currencies

Alinla] | Name Symbol
Wi~ EUR Ewo £
GBF | BiishPound | [E]
{050 e | [$]
28 | [SouthAficanRand | [R]

oy

CURRENCY DATA WINDOW

This window shows all details of a currency
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B Currency

Symbol: I€ j'

Exchange Rates (1 EUR= ... 7AR) |

[ From || untii || [ExchangeRate |

[01.017900  [3Ta23000 [3.3000

It contains the following information:

Label | Meaning

Currency Cod | Short name of the currer

Name | Long name of the curren

Symbo | Symbol to be used to format the amounts on theidewt
confirmation.

Exchange Ra | Exchange rate against the local currency to be tgsedniert the
amounts on the confirmation/Invoice

To close the window, Clicklpdate at the bottom of the window to confirm the changed return to the
previous screen. Thgancelbutton will undo the changes and will also retiarthe previous screen.
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1.8. Languages

How to access:

To open the window, clicketup— Languagesin the application menu:

To define a new language, cIi in the lower toolbar, the language data window el opened to
enter the new info.

To edit an existing language, double-click the shewing the supplement to be updated, the language
data window will be opened to update the info.

To delete an existing language, cI in the toolbar, the info will be removed afteranfirmation.

{® Guesthouse Manager® licensed to My Country Lodge (marleen)

File Edit Setup Reports Tools Window Help
] & g ®
2| = |k

® Languages

Language

Englizh

Frans

Mederlands

Read

L ANGUAGE DATA WINDOW

This window shows all details of a language
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® Language

Language: English

150 code: 'ﬁ

Guest

Confirmation Layout Guest Invoice Layout

Third Party Confirmation Layout

Third Party Invoice Layout

Confirmation Email Template

Invoice Email Template

Update Cancel

It contains the following i

nformation:

Label

Languag

Meaning

Languag

ISO Codk

ISO code of the langua
This code is only used if the online bookings medslused in
different languages. The default value is 'EN’

Guest Invoice Layol

Button to view or edit the layout of t guest invoic in this
language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdigr details on
how to change the layout)

Third Party Invoice
Layout

Button to view or edit the layoiof the Third Party invoic in this
language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdiar details on
how to change the layout)

Guest Confirmatiol
Layout

Button to view or ed the layout of the guest confirmati in this
language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdigr details on
how to change the layout)

Third Party Confirmatior
Layout

Button to view or edit the layout of the Third Partynionation in
this language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdigr details on
how to change the layout)

ConfirmationEmail
model

Button to view or edit the layout of the Third Bagbnfirmation in
this language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdigr details on

how to change the model)

Guesthouse Manager
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Invoice email modt

Button to view or edit the layout of the guest @onétion in this
language.

This button is only available if in the Optionsetimvoice layout
must be used per language (see section Optiomsdigr details on
how to change the model)

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the

previous screen. Theancelbutton will undo the changes and will also retiorthe previous screen.

Guesthouse Manager
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1.9. Options

This window contains settings and options to cuserthe program. It is split up into several satio

General Contains general parameters

Establishment Contains the establishments information

Invoice: Contains parameters for the invoices and thgouts

Confirmation : Contains parameters for the confirmations ana thgouts

Backup: Contains backup settings

Statistics Contains parameters for the statistic reports

Input : Contains parameters regarding the input of baykin

Computed Fields Contains parameters regarding the calculatidietufs used on the

confirmations ands invoices

Internet: Contains parameters regarding the different entionnection options
GHM Webpage: Contains parameters regarding GHM'’s own web bookige
GHM Mobile: Contains parameters regarding GHM's online boakicejendar
Inl: Contains parameters regarding the IN1 interface
RAZOR: Contains parameters regarding the RAZOR interface

Cleanup: Contains tools and options to remove old/unuséatination

Pastel Contains parameters regarding the export of oesinto a PASTEL import

format.

To switch from one section to the other: Click ba tlesired Tab Labe@eneral’, ‘Establishment’,
'‘Backup' , 'Statistics', ...) at the bottom of the window.

How to access:

To open the data window, clidetup— Optionsin the application menu:

Startup Password: e | Reports Password: s

E-mail Server | ) Qutlook Express Location: [ciprogram files\outlook expressimsimn.ex [Browse. .
O ME Outlook
© Mozilla Thunderbird
O Windows Mail
O Windows Live Mail
Telecom System: [ TOPAZ Location: c:\program filesidatatextnglexport Browse. .
it S S
£ MAN3000
B TNG
©) Nane
Restaurant software:[ () fone
O Powertill
Multi User: [ es @ Na Database Location: cihoteNdatathotel.do ]

Multi Database: () Yes (Cpo
Automatic User logofi: After Idle for: 5 % Minutes

Occupancy Calendar Option:

Status Colors: Fiee: | F Haoliday: HOL Split Morning/E vening: | (2 Yes Mo

Reserved: R

Buuked:!' Booked - Dutstanding: - Outstanding Base On: | (%) Check Out Date
In: | In - Dutstanding:  1-0 | O Invoice Date
Out: G Out - Dutstanding: (020

i?gemn]EEEsLabhshxnent Invoice | Confirmation | Backup | Statistics | Input | Computed Fields | Internet | Cleanup | Pastel
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® Options

Name: [My Country Lodge | MyName)
Address: | | Mysdaress)
Zip: | | MsZipl
City: | | Moy
Country: | ~ | (MyCountyl

I —T
Fac| | e
Email: | | MyEmail
vae[ pva Vem:[ldmw

Local Cumency:

%100 | On[@Rate IncVat O Rate ExVat |

Included in the accommodation Rate: [ Yes® Mo |

General g et | Invoice” Confirmation ” Backup " Statistics " Input ” Computed Fields ” Internet " Cleanup ” Pastel ‘

Invoice Seltings

Automatic Invoice Numbering: Prompt for new Invoice Number:
Allow Updates after invoice is generated: [(5) yog Last used Invoice Nb: 3235
© No
O Warning

Repeat Header on multiple Pages:

Email Settings

[ Guest Invoice Template } Guest Attachment file: | | [ Browse.. |

[ Third Party InvoiceT emplate } TP Attach file:‘ | [ Browse... ]

e-mail Invoice as Attachment: Format: | RTF File Hame: [nvoice
@ PDF
O wWord

Use layout: [ pefault
O Per Room
O Per Language

I Guest Invoice layout ]

l Third Party Invoice layout ]

‘ Greneral " Establishment.

Cancel
Wmannll
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-~ Email Settings.

[ Guest Confirmation Template J Guest A hi 'lile:\ |[ Browse... J

[Thild Party Confirmation Templale} TP Attach file: | |[ Brovse... }

[ Guest Check-in Template }

e-mail Confirmation as attachment: Format: [ RTF File Name: [Confirmnation |
@ PDF
Crword
e-mail Check-in form as attachment: Format: | () RTF File Hame:
CPoF
O Word

[ Guest Confirmation layout } L AT 2

Use layout: (&) Default

[ Third Party Confirmation layout } o
Per Room

[ Guest Check-in form layout } ) Per Language

ion Ea‘cku&“ Statistics ‘|Iiloit|‘ Computed Fields ” Internet ” Cleanu&” Pastel |

[ corco |

General " Establist " Invoice

"o LnaﬁmTE:'h)clcup Hetel Erowee...
AL Sractup

Al Closing u.:wﬁ'ﬁ'ﬁ_

T Weakly

" Manihly

Stamtics | gk | Conpuled Pty | Interet | Dewnn | Puctel

Guesthouse Manager Getting Started
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i@ Parameters

Guests:

Label Statistics Code 1 |Rusiness
Label Statistics Code 2 [Toerist
Label Statistics Code 3

-Third Parties:
Label Statistics Code 1
Label Statistics Code 2
Label Statistics Code 3

General | Establishment Irivoice. | Confirmiation Backup ¢ ] v | Computed Fields Interret

Exuir D = bocking dete +[} idars St Aukamaticallr ]

Thiog Pyt Mpnpepiinn: T
Limiiec Chock dn ot 1~ ) 4 B ]un tuwa th e %a S0
J-u.uq-fEE

&) Parameters

r—|‘ Dé@sitAmbunl'
= ES,UD -+ % of Tolal Amount Round at nééng':l:i1,DD *]

— Deposit Due Date |
= | % Booking date @ 4 |10 == Days
‘ol

" Check In Date
£ Check Out Diate

- Balance Due Date
" Booking Date: [ ; 2| Days.

€ Chesk InDas Con
@ Check Out Date

General | Establishmert | Inveice | Confimation | Backup | Statistos | Input
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1® Options

Online Internet feature available:| O ez &) Mo

Host: Minutes
Port:
User Id:
Password:

Database:

Test connection

’_| Internet Bnnkina Defaults

Status:

| GHM Webpage |GHMMakile | IN1 | Rszor

Computed Fields

@ Options

Mobile Sync available:

On This Computer:
Synchronize Bookings:

Synchionize Rooms:

Mobile Register Server: [sql1b your-server.co za

Mobile Register User: [Juesthk_1
Mobile Register Password: E

Maobile Register Database: guesthk_db1

GHM Webpage N1 | Razor

General | Establishament Tnternet |Cleanup | Pastel

Guesthouse Manager Getting Started
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IN1-Solutions link available: [O Yes @ o Last Bookings Retrieval 2404201012261 |
Last Availability Upload:| |

On This Computer: [_|

Booking D efaults
Third Parly:

Status:

GHMWebpage | GHM Mobile

® Options

RAZOR link available: O as (D5  Last Bookings Retiieval:| |
Last Availability Upload: _

0On This Computer:

POS I0:

Booking Defaults
Third Party:

Status:

GHMWebpage | GHM Maohile
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Cleanup:

1. Cancelled bonkings aldar han:365 = Days Analyrs | Cleanup |
J

& Checiod ﬂuthuuhﬁﬂﬂnmanrﬁ_ﬂ frars Anatyre | Clzanup |

3. Guests without Bookings: P | e |

ool | Edtbbstwens | irwoce | Comwnnon | Sachup | Sisboncs | irpue | ConputedFoits | imren [ Chncmy

el T i ek e R P e e A

Export File Name: - otefdatatGHM PAS.TAT
Last Export date: [J1.03.2011 For Period: 01022011 | Te:ZR.022011 |

Pastel Import Format: | &) Journal Entry

| [ Browse...

O Gustormer Document without details
© Customer Document detailed

—{ Default Customer Accounts ———, Detault Contra Account Codes ———

Account Code for Guest invoices: GUESTS A dation: [1000/000 |

Account Code for Third Party invoices: TOLIROP Discount: | [ ‘
ET&J( T Tourism Levy: |/
Default Tax Type: 1 Commission: |/

Tax Type for Accommation > 28 Nights: 1 Extias: |_f’7

f—‘ Periods

Nb of Periods: [§ v P1: [mma ~| - [30/04 ]

P2 [01/05 v | - [30/05]
P3: jg_mw v - 3_11,0@
P4: 0109 & | - 3140
PS5 [01/11 v - 3172
P 6: (0101 v | - [28702]

| General “ Establist

" Invuice” Co ion | Ba':k"‘i” Statistics ”E}ﬂ" Computed Fields | Internet }! Cleanuf |

[ coner |
Lupsoe [ Cnce |

It contains the following information:

Label | Meaning

GENERAL

Startup Passwo

This field has become redundant, since passwortdbe&aet in th
Users setup function

Report: Passwor

This field has become redundant, since accessecanthn the Usel
setup function

E-mail Serve

Indicates which type cprogram is used to send em¢ Microsoft
Outlook, Outlook Express/Windows Mail or Mozilla Tiderbird.
Select the appropriate program.

Guesthouse Manager
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Locatior

In case of using Outlook Expré/Windows Mai as email server, tF
location of this program on the computer must lacited. This can
be done by entering the drive, path and programenarthis field or
by using theBrowse... button.

Normally, the Outlook Express program can be foaintthe
following location: c:\Program Files\Outlook Exps&®simn.exe

Telecom Syste

Indicates which type of telecom system is used. proagrams ar
available: MAN3000, TOPAZ and TNG

Select the appropriate program to enable the pbgstb import the
data concerning the telephone calls made by thstgue

Locatior

The location of te file containing the telephone calls must
specified. This can be done by entering the dpe¢h and file name
in this field or by using thBrowse... button.

Normally, the data file for MAN300O is the followgn C:\Program
Files\Man3000\Live_Exp_name_set.txt

For TNG, this should be set to C;\Program filegta\tng\export\

Restaurant Softwa

Indicates which tyg of restaurant system is used and needs
linked. Only 1 program is currently available: Potiie

Select the appropriate program to enable the pbgstb import the
data concerning the restaurant meals from the guest

Calendar Optior

Status Ccors: Each possible status of a bookiiCan have its ow

color. To color can be changed by clicking the esponding box. A
new window will be opened to allow selecting a eliént color.

Split Morning/Evening: By default, each day on datendar is
represented by 2 boxes, 1 for the morning(checkand 1 for the
afternoon (check In). If this option is turned thfen each day on thg
calendar is then represented by only 1 box.

Outstanding Based On: With this option, you cae&elhen a
unpaid booking becomes outstanding. This can loé the checkout
date or the invoice date

Multi-Usel

This function is n longer availabl and should be set to ‘N

Database Locatic

The location of the database can be moved to erdiif location (e¢
To a network server).

By default the location is ‘c:\hotel\data\hotel.db.

If the location is changed, the contents of folctéinotel\data must
then be moved to this new location. If this newalomn is on a
network, the users requires full access to thideol

Multi Databas

Indicates if more than 1 database is L
This is used in case that more than 1 establishimenanaged on th
same computer. Each establishment requires a $efiaemnse

4]

Automatic User Logofl

Indicates if the program must logoff when program is idle for i
certain period (to be specified in the followinglfl).

After Idle Foi

Indicates the number of minutes the program mugtibeo logoff
automatically.

ESTABLISHMENT

Business Nan

Contains the name of the business under whiis generally knowt
(thus not necessarily the company name).
The Business Name is used for printing on the tepor

Addres:

Address of the establishme

Zip

Zip code of the establishme

City

City of the establishmel

Country

Country of the establiskent

Phont

Phone number of the establishm

Fax

Fax number of the establishm

Guesthouse Manager
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Email

Email address of the establishir

Vat

Vat number of the establishm

Vat %

Default Vat rate used for accommodation and supgies

Apply Tourism Lew

This information indicates whether a tourism levy has topgiad
or this.

The tourism levy is a % of the net accommodationam (thus
minus discounts and direct commissions), to be pwithe client.
The tourism levy is shown on the invoice as antamtil
supplement.

Tourism Levy Rat

The tourism levy % to be applied. The current Saf@urism levy
is 1%.
This information has no meaning if no Tourism Lésapplied.

On

The tourism levy can be calculated on the net actodation
amount Including or Excluding Vat. This option degds on the rules
of the local Tourism Levy implementation body

Included In the
Accommodation Rat¢

This option indicates if the tourism levy is alrgadcluded in the
> accommodation price or not.

If it is already included, then no additional sugmpknt for the tourim
levy will be generated on the invoice/confirmation

INVOICE

Automatic Invoice
Numbering

If this option is set, then at checkout date oftibeking, the
program will automatically generate the invoice tamfor the
booking

Prompt For new Invoic
number

If the automatic Invoice Numbering is set, thethif option is se!
the program will prompt for confirmation of the néwoice
number.

Last Used Invoice N

The last used invoice number for printing invoic
This number is also set automatically by the progeach time a
new invoice number is used when printing an invoice

Repeat Header ¢
Multiple pages|

If this option is set, then the invoice headingeigeated on all pag
of the invoice.

Guest Invoice Ema
templatel

The email model to be used for generating the goesice by email
(this feature works only with the Outlook Expresgfdbws Mail
email server)

Third Party Invoice
Email template

The email model to be used for generating the théndy in\oice by
email. This can be the same as the Guest invoiaeMthis feature
works only with the Outlook Express/Windows Mail @hserver)

E-mail Invoice as
Attachment

The invoice can be embedded into the email or eaanbattache
document of the email. In this case the attacheci¢e will be the
same layout as if it is printed.

Attachment forme

Format of the attached invoice

Attachment File Nan

Name of the file of the attached invc

Send Email immediate

This option is only available the selected email program is |
Outlook

If this option is set, then the email will be loddato the Outbox and
will be sent the next time MS Outlook will send éina

If this option is not set, then the email will lmaded into the Inbox,
the user will have to open the email and clickSlead button to
Send the email.

Guest Invoice Layol

Button to view or edit the layout of the guest iive

Third Party Invoice
Layout

Button to view or edit the layout of the Third Bairivoice

Use layou

Use 1 stndard layout or a different layout per room or lggiguag

Guesthouse Manager
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CONFIRMATION

Guest Confirmatiol
Email Template

The email model to be used for generating the gradirmation by
email (this feature works only with the OutlookfEess/Windows
Mail email server)

Third Party Confirmatiol
Email Template

The email model to be used for generating the TRady
confirmation by email (this feature works only lwihe Outlook
Express/Windows Mail email server)

Guest Check in Ema
Template

The email model tbe used for generating the guest check i
email (this feature works only with the OutlookfEgss/Windows
Mail email server)

E-mail Confirmation a
Attachment

The confirmation can be embedded into the emaiborbe ai
attached document of the email. In this case tlaelad
confirmation will be the same layout as if it isrped.

E-mail Check in a:

TheCheck ir can be embedded into the email or can be an at:

Attachment

document of the email. In this case the attacheztiCmwill be the
same layout as if it is printed.

Attachment forme

Format of the attached confirmation

Attachment File Nan

Name of the file of the attached confirma:

Send Email immediate

This option is only available if the selected enpadgram is Mz
Outlook

If this option is set, then the email will be loddato the Outbox and
will be sent the next time MS Outlook will send elma

If this option is not set, then the email will lmadled into the Inbox,
the user will have to open the email and click$leed button to
Send the email.

Guest Confirmatiol
Layout

Button to view or edit the layout of the guest ¢onétion

Third Party Confirmatior
Layout

Button to view or edit the layout of the Third Bacbnfirmation

Guest Check in Layo

Button to view oledit the layout of tt Guest Check i

Show Tourism Lev

If this option is set, then the Tourism Levy(if dippble) is alsc
printed on the confirmation sheet

Use layou

Use 1 standard layout or a different layout penrtaw per languag

BACKUP

Backup Timinc

A timing can be set for automatically backing up tatabas
Each time the program is started, it will chedk timing and if
necessary, a window will pop up to start the baghiqzedure.
Following options are available:

No: Backup procedure will never start automatically.

At Startup : Backup procedure will start each time the progiam
started.

At Closing: Backup procedure will start each time the progrsm
closed.

Weekly: Backup procedure will start after 7 days aftprevious
successful backup.

Monthly : Backup procedure will start after 30 days aftprevious
successful backup

Backup Locatio

This is the location where the backup file of tla¢atbase is kept.
can be any available writeable drive and patthercomputer. And
can be done by entering the drive and path infigdid or by using

Guesthouse Manager
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theBrowse... button.

Last Backu

Date of last successful execution of the backupgmtor

STATISTICS

Guests Label statistic
code 1

This is the label of the first statistical codediin the Guest:
information.

Guests Label statistic
code 2

This is the label of the second statistical codexlun the Guesi
information.

Guests Label statistic
code 3

This is the label of the third statistical codedisethe Guest
information.

Third Party Labe
statistical code 1

This is the label of the first statistical codedigethe Third Part:
L information.

Third Party Labe
statistical code 2

This is the label of the third statistical codedisethe Third Part:
» information.

Third Part Label
statistical code 3

This is the label of the third statistical codedisethe Third Part:
3 information.

INPUT

Default rate typ

Default rate type to be used for a new boo

Expiry Date

Default calculation of the expiry date of a book(tlgs value can b
overwritten in a booking)

Cancel when expir¢

Indicator to cancel expired bookings by defaulis(fralue can b
overwritten in a booking)

Set Automaticall

Indicator whether or not an expiry date must baersatnew bookin

Third party madatory

Indicator whether or not a third party must beefilin when enterin
a new booking

Limited Check in dat¢

Indicator whether or not a limited number of chatkates art
allowed.

Select the allowed check in dates by clicking theesponding days
in the calendar

Rates— Labels for #
Persons

Label for the number of persons when setting updkes

By default they are setto 1, 2, 3, 4, ....but tbay be set to differen
values like ‘2A’ meaning 2 adults, or ‘2A+1C’ meagi2 adults + 1
child, ...

Guest— Country
Mandatory

Indicator whether or not a country must be filladhhen entering
new guest.

Third Party— Country
Mandatory

Indicator whether or not a country must be filladnhen entering
new third party.

COMPUTED FIELDS

Deposi Amount

Set the calculation of the deposit amount of a bapkT his
information can be used in setting up the layouhef
confirmation/invoice

Deposit Due Dal

Set the calculation of the deposit due date ofakimg. This
information can be used in setting up the layouhef
confirmation/invoice

Balance Due Da

Set the calculation of the balance due date ofokibhg. This
information can be used in setting up the layouhef

confirmation/invoice

INTERNET — GHM Webpage

SeeWebsitelnstallationGuide for more details (can be found in Start memthe desktop und:
All Programs — Guesthouse Manager — Website Instaltion Guide
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INTERNET — GHM Mobile

Mobile Sync Availabl

This option must be set if the user wants to maideeaf the Mobile
calendar (visit our websiteww.guesthousemanager.netaccess
the calendar)

Svynchrinize Bookinc

This option is set automatically by the program antticates if the
bookings must be synchronized with the mobile aden

Synchronize Roon

This option is set automatically by the program endlicates if the
room must be synchronized with the mobile calendar

INTERNET —IN1

Se¢IN1 Interface Guide for more details (can be found in Start memthe desktop und All

Programs — Guesthouse

Manager — IN1 Interface Guide

INTERNET — RAZOR

SeeRAZOR interfac Guide for more details (can be found in Start memthe desktop undt
All Programs — Guesthouse Manager — RAZOR Interfacésuide

CLEANUP

Cancelled bookings Ider
than x days

Counts/Removes all cancelled bookings older tharséhecter
number of days

Checkec out bookinc
older than x days

Counts/Removes all checked out bookings older tharselecte:
5 number of days

Guests without bookin

Counts/Removes i guests without bookings. This only occurs a
1 of the above has been cleaned up or when bookiegdeleted

Analyze

Calculated the number of items to be deleted depgrah the
chosen option above.

Cleanu

Deletes the items on the chosen optiorve.

PASTEL

Export File Nam

File name and folder of the generated expor
Click Browse to select an existing folder.
To Build an export file, Go to Tools — Export Invoces to Pastel

Last Export Dat

Date the last time invoices where expd to Paste

For Periol | Beginning of the period the last time invoices vehexported t
Pastel
To | End of the period the last time invoices where etqubto Past:

Pastel Import form:

There are several ways to import invoices in P:
Journal Entry (without details)

Customer Document without Details

Customer Document with details

Customer Account Coc
for guest invoices

DefaultPastel customer account code used for the guesitas,
5 unless a Pastel customer code is specified indtals of this guest.
This code must exist in Pastel.

Customer Account fc
Third Party Invoices

Pastel customer account code used for the Thiry invoices,
unless a Pastel customer code is specified indtalsl of this Third
Party

This code must exist in Pastel.

This code can be same as for guest invoices.

DefaultContra Accoun

Accommodatior Pastel General Ledger account code used as ¢

Codes

account for the accommodation part of the invoitdse import type
in Pastel is detailed, otherwise this account ¢sdessed for the
whole invoice.

Discount: Pastel General Ledger account code usedrdra accoun
for the discount part of the invoices (only if fingport type in Pastel

is detailed)
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Tourim Levy. Pastel General Ledger account code used as (
account for the Tourism Levy part of the invoicesly if the import
type in Pastel is detailed)

Commission: Pastel General Ledger account codeassedntra
account for the commission part of the invoicedy(dfithe import
type in Pastel is detailed)

Extras: Pastel General Ledger account code useohéiss account
for the Extras part of the invoices, unless one sygeified for the
specific supplement in Standard Supplements (drtheiimport type
in Pastel is detailed)

These codes must exist in Pastel.

Default Tax Typ | Pastel tax type for the invoic
This code must exist in Pastel.

Tax Type for| Pastel tax type for the invoices with an accommioddbnger thar
accommodation longer28 days.

than 28 days This code must exist in Pastel.

Nb Period | Number of accounting periods as set up in F, normally 6 or 1.

P1, P2, P3 | Definition of the different periods as set up irstes

To close the window, Clickipdate at the bottom of the window to confirm the changed return to the
previous screen. Thgancel button will undo the changes and will also retiorthe previous screen.
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2. WORKING IN GUESTHOUSE MANAGER

2.1. Bookings

There are two ways to manage the bookings or mgubie_Reservations Calendar window or by using
the list of bookings window

2.1.1. Reservations Calendar window

This window is automatically opened when the progia started. It shows a calendar starting from
yesterday until the next 30 days, and all the rodefged in the system.

Each room/day is represented by 2 blocks, therfimtesenting the occupation of the room in theningr
and the second representing the occupation obtt@ in the evening. Thus a booking representsaat le
2 consecutive blocks, an evening block on the thetguest checks in and a morning block the next da
Each booking begins and ends with a vertical btadh.

& Guesthouse Managerc (Full) licensed to GHM lodge {eric)
File Edit Setup Reports Tools FTP POSTURL Hateler Window Help

| 2 QR | & &

@ Room Occupation

Resetl 4| 4[o80511 | MW

.iPBSILLIS =
|
EEE

o |1 (O I -“
NN NN E

Click an empty box to enter a new booking

Click a booking to Open the details

Click and drag booking to move it to another room or date

Move Mouse pointer over a booking to quickview the major details

Move Mouse pointer over a room to quickview the major details

’ .-;,‘ start s S~ EDOheéE v < Inbox ... WR B diidat,.. o getting. ..

The color of the boxes shows the status of a bgpfgee also in the data window of a booking). By
default the colors are set to the following

» Green means that the room is available

» Orange means that the room is reserved but natoydirmed(status R)
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Red means that the room is reserved and confirstatlié B)

Yellow means that the guests have checked in éstatu

Blue means that the guests have checked out (Satus

Grey means that the guests have checked out batithstill an amount outstanding (Status OO)
White means that the room is closed for mainteng&taus X)

YVVYVVY

The color of a booking status can always be chaigtte_Options window or by clicking the
corresponding box above the calendar.

When a room is occupied (any of the above mentiaodmts except green), the first characters of the
guest’s name is shown followed by an asteriskéfetis a remark in the booking

There are 3 ways to scroll through the calendar:
1. Enter a date in the input field above the calentia calendar will then be positioned on
that date.

2. Click 4 to scroll 1 day forward in the calendar, cl 4 {0 scroll 1 day backward in the
calendar.

3. CIickh to scroll 7 days forward in the calendar, clﬂ to scroll 7 days backward in the
calendar.

4. Click * , @ month calendar will be opened: By clicking a dathat calendar, the month
calendar will close again and the bookings calemdldbe positioned on that date.

|16/03/2008 :

4| Machzoos b
SuMoTuweTh Fr Sa

1
234858 78
31011121314 15
(161718192021 22
23 24 25 26 27 28 29
30 31

5. Click Be5et| set the calendar back to the current date.

To print the calendar, clic

By moving the mouse pointer over an existing bogkanyellow sticker will pop up showing the
most relevant information of the booking

Ref: 7134 of 17.09.2008

Guest: HALL

Third Party: WEBSITE

Period: 26.01.2009 - 20.01.2009

Mights: 4 {4 Rate Perods)

Persons: 2

Final Accomm. Price: R 108000 X4=R
4,320.00

Femaris: king - poolroom
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To enter a new booking, click a green block. A deitadow will be opened to enter the booking info.
To access or edit an existing booking, click onthefblocks representing the booking, a same data
window will be opened to update the info. See fartior more details about this window.

A booking can be moved by cliking the booking anaigdiing it (holding down the mouse button) to its
new location.

2.1.2.  List of Bookings window

The window contains a list of all bookings, sortsdthe check in date of the guest. It allows yodeéine
new and delete or change information of existingkiiags.

How to access:

To open the window, clickile — Open— Bookingsin the application menu or clicE in the upper
toolbar.

® Bookings g@@
Filter in Z

In Dut Guest Room Status || Ref No. Date In¥ Mb Third Party TP In¥ Mb =
! [ =]

[03032005 03032003 |MARKOWIEK  [ROOMSLILLOM  |Reserved 473 jo40l2003 | [ [ ===
[25.022009 [01.03.2009 MARKOWIAK  [ROOM 3 LILLIUM [Reserved far2 Jogotzooa [ s ] [
[19.02.2009 [25.02.2009 |DE AWK |ROOM S LILLIUM |Reserved frar lo4o1zoog | e MWEBSITE ONS GENDT | e
19.022003 [25.02.2009 |DE AWK [ROOM BAMARYLUS  [Reserved [F470 04012009 | e MEBSITE ONS GENOT | e
[07.022003 [11.02.2009 |DE RIK [ROOM 2 TULIFA |Feserved g9 jo4.ozoog | e MWEBSITE ONS GENDT | s
|07.02.2003 [11.02.2009 |DE RIK [ROOM 1IRRIS [Reserved 453 04012009 [ e MEBSITE ONS GENDT | e
|24.01.2009 [25.01.2009 [SOMGHURST  [ROOM 5ROSE [Cancelled Fa67 030tzo09 [ e LANGVERWACHT |
|09.01.2009  [11.01.2009 HOHN |[ROOM 2 TULIPA |Reserved 455 02012009 [ e | e
[09.01.2003 [11.01.2009 WOHN |ROOM 5 ROSE |Reserved 7485 jzotzong. | e | | —s
|09.01.2003  [17.01.2009 HOHN [ROOM 11RRIS [Reserved 454 2.m.2009 [ e ] [
|0B.01.2009 |09.01.2009 WOHM |ROOM 1 IRRIS |Booked  fra83 ozotzoog | mee | -
|1.02.2009  |06.03.2009 HOCHMANS [ROOM SAMARYLUS  [Bocked  [F482 02012009 [ s | =
[0201.2003 [08.01.2009 [OLLINGTON [ROOM € HM fin g1 jorotzoos [ e MWEBSITE ONS GENDT [ e
[07.01 2008 [0307.2009 [SCHMID [ROOM 4 SUNFLOWER [Dut fag0 jmotzoog | 2646 [PORTFOLID BB [
|07.01.2009  [09.01.2009 [GAYATHRICHAN JROOM 2 TULIPA [Reserved frasa faoizzooe | JPORTFOLID - WEB SITE |

31122008 [07.01.2009 |PORTFOLID [ROOM 11RRIS [Caricelied fFasa [Bovzzooe | |PORTFOLIO -WEE SITE |

[07.08.2005 [08.08.2009 [SAFARINDW [ROOM 3 A-DENDRUM [Cancelled fra57 Podzzooe | |SAFARINDW [

[07 062005 0082009 [SAFARINDW  [ROOM 6 HM [Cancelled frasa Boizzioe [ e [SAFARINDW [
[3012.2008 [01.01.2009 DOHANSSON [ROOM 2 TULIPA [Out frass [ao12zo08 | 2643 [STELLENBOSCH TOURI| s
|2201.2009 {27.01.2003 WEMNY |ROOM 5 ROSE [Cancelled a4 29122008 | e | R
[16.07.2003 [17.07.2009 PWOODCOCK [ROOM SAMARYLUS  [Reserved 7453 29122008 | e |SAVENUES.COM T A
[16.07.2003 [17.07.2009 M/OODCOCK, |ROOM 7 GLADIOLUS  [Reserved 452 29122008 [ e |SAVENUES.COM I
12072009 [17.07.2009 MWOODCOCK IROOM E HM [Reserved 7451 129122008 [ s ISAVENUES.COM I
|26.02.2009 [01.03.2009 |THERON [ROOM € HM [Caricelled Fas0 fee12z008 | e PASSEY =
[27.02.2003 |22.02.2009 [THERON jROOM 5 ROSE [Booked 7449 28122008 | s |PASSEY J—
27122008 (23122008 [SINGO |ROOM 5 ROSE [0t Faas l2z1zzooe | 2637 |PORTFOLIO B&B I

By default the window is empty.

Fill in a filter value (eg. An invoice number, baog ref, ...) to view a limited list of bookings twr search

a specific booking, then Clul_‘ to build the list of bookings.

To change the sequence of the list, click on thellaf the desired column and the list will be edrby
that column, ascending. Click the same label agaid,the list will be sorted descending.

To define a new booking, cIi in the lower toolbar, the Booking Data windowIvaié opened to
enter the new info.
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To edit an existing booking, double-click the rdwowing the booking to be updated, the Booking Data
window will be opened to update the info.

To delete an existing booking, cI in the toolbar, the info will be removed aftec@nfirmation. In
addition all supplements already entered for tbigking will be removed.

2.1.3. Booking Data window

This window shows all details of a booking. Isfit up into 2 sections:
Booking Info: Contains all the details of the booking
Payment Info: Contains all the details of the invoice(s) of Hwoking
Forms Info: Contains additional info to be printed on thefaomation/invoice for this
booking
Costs Contains a list of cost items for this booking
Reminders: Contains the reminders for this booking

To switch from one section to the other: Click ba tlesired Tab LabeBpoking Info', Payment Info,
‘Forms Info’, ‘Costs’ or ‘Reminders’) at the bottom of the window just above the déferfunction
buttons

@ Booking

Ref:| 5338 Date:[1I70511  User Jeic | Main booking of Group
Guest: [ADAMS ~] (New)| Period
Guestret| ( In: [03.07.11 - out: [B507.11 =or [~ Ne Accommodalion]
Status:| " Reserved

(: " Remarks:
© Qut
" Cancelled Internal Hemalks:l
" Cloged
" Wwaiting List
M Banm Infa |
- Room Info = -
Digcount
ROOM 3R-DEMDRUM  ~| Persons: |2 Rate Type: |BiB
I = | | Rate Type:| il %[ 0.00—= Or Amt:] 100.00[ T Per Night
Initial Price:| 300.00 [z& =] “ Total
| Lock: [ Final Price: 900,00 X 2 - 1,600.00 - 100.00 Desc: |
I Third Parv Info |
~ Third Party Info -
TP: - [New)l Ref:| Commission %: | 0.00=- Origin: | >
Payment of...
A dation: ] Suppl ts: ] Tourism Levy:D]
\

Browse... | Open |

Payment Info | Extra Info | Forms Info | Costs | Reminders

Update Guest Details Supplements Confirmation Sheet || Check-in Form
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Vat: | 14.00 % %

Guest Invoice -

Tourism Levy: %

Invoice Nb: [0 | Date: | | Total Invoice Amount:l R 12.766.98
[ Type Cur Amount | Date [ Melﬁ)d Dest:lielion I

Depozsit  w | |ZAR » 9,733.20 23.02.2011 Bank Transfer -

Deposit | |24R » 2.969.40 10.03.2011 Bank Transfer -

Delete Outstanding:l R 64.38

Booking Info

fo i Forms Info " Costs" Reminders
Check-in Form

(® Booking

Ref: 5338

Guest: [ADAMS ] New| Period
Guestret| ( 03071 0w [iE071T < 0r [ No AccummudationJ

Status: | Reserved

i Remarks:

ot

" Cancelled Internal Hemalks:l

" Closed

* Waiting for: | " Same Room Type {* Same Room " Any Room

Date: [17.05.11

User: Jeric [ Main booking of Group

T Boanm Infa |
- Room Info
ROOM 3R-DENDRUM  ~|  Persons: |2 Rate Type: |BLE
=] Rate Type T | %[ 0.00= 0r Amt:] 100.00[ € Per Night
Initial Price: 500.00 [Z8 =] & Total
Lock: [ Final Price: 900.00 X 2 = 1,800.00 - 100.00 Desc: |
[ Third Partv Info |
= Third Party Info -
TP: v New)| Ref:| Commission %: | 0.00= Origin: | 3|
Payment of...
A dati :D Suppl D T ourism Lev_v:D]

Document Link: |

Browse... | Onen

Booking Info

Update

Payment Info

Guest Details Supplements Confinmation Sheet || Check-in Form

Extra Info | Forms Info | Costs | Reminders

Guesthouse Manager

Cancel | Third Party Details Link
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— | Expenditure for this Booking |————

Description

taxi A340 % 2
auto 10248 - 5%

10.415.60

Booking Info | Payment Info | Farms Info

Check-in Form

Update Guest Details Supplements Confirmation Sheet

Cancel Third Party Detail Link Invoice

® Booking

[ Reminders for this Booking |

Description l Status Remind Time

Order flowers |

Booking Info | Payment Info | Forms Info | Costs  Reminders

Check-in Form

Guest Details Supplements Confirmation Sheet
Third Party Details Link J—

Guesthouse Manager Getting Started



It contains the following information:

Label | Meaning

Booking Info
Ref | Booking reference number. sequential which is generat
automatically and cannot be updated.
Date | Date the booking was ente
Usel | Person who entered the book
Set a specific color for this booking on the cakw
Click the box to select a color, right-click thexto reset the color
Gues | Name of the gue
Select one from the list or enter a new guest inkiclg the(New)
button. For more information about entering a gusestGuests
Guest Re | A reference code from the gur
This information will can be printed on the confation and the
invoice
Period
In | Date of Check i
By default it is the corresponding date of the grekack that has
been clicked to enter a new booking, however taisalways be
modified
ut | Date of Check ol

By default it is the day following the check in dahowever this can
always be modified

No Accommodatio

Booking without accommaodatis

Thick this option if this booking does not involaay
accommodation

Use this option if you need to invoice a client sthing without
accommodation

Status

Status of the bookin

By default the status is set to Reserved , howthwieican always be
set to another status

R-Reserved: Booking is not confirmed yet

B-Booked: Booking is confirmed (e.g. by paying avance
deposit)

I-In: The guest checked in

O-Out: The guest checked out

C-Canceled: The booking has been canceled

X-Closed: This room is nor available for bookings

W-Waiting List: The booking is kept on a waitingtluntil the room
/room type becomes available

Expiry

Expiry Date of the bookir

As long as the booking is not confirmed yet (St&®lsan expiry
date can be set. When the expiry date is reach&uhdmw will pop
up to inform that this booking has been expired

Cancel When Expire

Cancel the booking automaticaif the expiry date has been reacl
and the booking is still not confirmed

Remark

Any free format text about this booki

Waiting Fol

Waiting list optiot
Select the type of room option that must becomdablea

Room Info

Roon

Room of the bookir

By default this is set to the corresponding room of the green
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block that has been clicked to enter a new booking, however

this can always be modified by selecting a room from the list.

Notes:

» The program will validate is the room is availafstam the check
in date until the check out date

» When a different room is selected, the program aldb
recalculate the Initial room price (see further).

To avoid that this booking is moved later to anotioen

Indicates the number of people occupyingroom. This is

necessary to calculate the Initial room price anaohly applicable if

a rates per person structure has been defineddaobm

By default this is set to ‘Double’ but this can alyg be modified by

selecting another option.

Notes:

» When this option is set or changed, the programredalculate
the Initial room price (see next).

Rate Typ

Rate type to be used to calculate the Initial rquoite

By default the rate type is set to the default g@ekin the
corresponding room type or, if none specifiedh global default
room types specified in the Input Options

Initial Price

Initial room price

By default this is calculated by the program, thig can always be

modified. (only if the user has ‘Administrator’ ass rights)

Notes:

» The calculation is based on the rates definedi®reom and
valid on the check in date and the number of persaeupying
the room.

» Itis sometimes necessary to set another room,@égedn case
of specials or promotions, occupation with childiremvhich
case a special rate policy is applicable,...But &keys care of
the next note.

This possibility is only available for Admstrators.

» Each time the check in date, room or number ofgrerghanges
the program will recalculate the initial price abthus may
occur that a initial room price entered by the wgidirbe
overwritten.

» When the program calculates a price different ftbenone that
already is filled in, the program will ask first éa@cept the new
price

Initial Price Calculation E

& Room price haz been changed.

* Click e to accept new price; B360
*Click Ma ta keep ald pnce: B:399.50

Click Yesto accept the new calculated price, Chtkto keep the
old price.

Currenc

Currency in which the price is expressed. By défdnd currenc
will be same as the currency set for the appliedroate.

Another currency can be selected from the list,noié that the price
will not be converted to the new currency. It habé calculated

manually and filled in the ‘Initial Price’ field.
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Discount ¥

Discount percentage to be applied on the Initiahrgorice
Enter a % or click the Up or Down button to selaue.

Or Amoun

Discount amount to be applied on the initial roamcgand
calculated depending on the Per Night/Total setting

Discount Descriptio

Description for the discount as shown on the Camdifon/Invoice
If not filled in, a default description will be sivo on the
Confirmation/Invoice

Final Price¢ | Initial room price minus the discou

Automatically calculated by the program and carm@thanged
Multiple Room: | This option is only available when a new bookingrigere:
Use this option if a group booking is entered.
After clicking the Update button, a window will skido select the
other rooms for this group booking
Third Party Info
TP | Third party from who this booking comes fr
Select one from the list or enter a new third pastyglicking the
(New) button. For more information about entering a neindtparty,
see_Third Parties
TP Rel| A reference code from the third pa
This information will be printed on the Third Padgnfirmation and
the third party invoice
Commissiol | Commission % offered to the third party. By defdhis is the
commission set for the selected third party, buatloaoverwritten
for this specific booking
Origin | Origin from where the third party has receivedhbeking

Select one from the list of existing third parties.
Can be used in case the third party is an inboowddperator who
works for a overseas tour operator. The origith thén be the
overseas tour operator.

Payment o| Indication whether the accommodation will be pey the third Part

Accommodation or by the guest.

If the accommodation will be paid by the third gathe
confirmation sheet will made in name of the thiedtp. In additional
it will be possible to print a third party invoice.

Payment of Suppleme!

Indication wheter the supplements will be paid by the third Part
by the guest. However it is possible to set thisel of each
supplement separately.

This is only possible if the accommodation willfed by the third

party.

Payment of Tourisr
Levy

Indication vhether the tourism levy, if applicable (see parans]
will be paid by the third Party or by the guest.
This is only possible if the accommodation willfed by the third

party.

Document Lin|

A document can be attached to this booking. Thisbeaan type of
document (jpg, pdf, Word, spreadsheet, etc)

A document can be selected by clicking Brewsebutton.

The document can be opened by clicking@pen button

Invoice Info

Vat

Applied vat rate for this bookii

Tourism Lew

Applied tourism levy fr this bookint

Guest Invoice N

Invoice humber to be applied on the invoice fordghes
The number is generated automatically under coofrtiie user
when an invoice needs to be made and does notthdeeentered

Guesthouse Manager

Getting Started

48



here
If necessary it can be overwritten if an incormeamber has been
generated.

Guest Invoice Da

Invoice date to be applied on the invoice for theg

The date is generated automatically at the sanmedirthe invoice
number.

If necessary it can be overwritten if an incormdate has been
generated.

Guest Invoice Payme
Type

Type of payment received from the guest: ‘DepasitBalance

Guest Invoice Payme
Currency

Currency of the paymel
A currency can be chosen from the list

Guest Invoice Payme
Amount

Amount of paymenreceivec
A method can be chosen from the list

Guest Invoice Payme
Method

Method of paymenr
A method can be chosen from the list

Guest Invoice Payme
Date

Date of paymen

This date is filled in automatically by the programd is set to the
current date at moment of the advance amountéslfih. It can be
overwritten at any time.

Third Party Invoice N

Invoice hnumber to be applied on the invoice fortthied party, if
applicable

The number is generated automatically under coofrtiie user
when an invoice needs to be made and does notthdeeentered
here.

If necessary it can be overwritten if an incormeamber has been
generated.

Third Party Invoice Da

Invoice date to be applied on the invoice for thiedtparty, if
applicable

The date is generated automatically at the sanmedinthe invoice
number.

If necessary it can be overwritten if an incormeamber has been
generated.

Third Party Paymer
Type

Type of payment received from the Third Party: ‘Dsii or
‘Balance’

Third PartyPaymen
Currency

Currency of the paymel
A currency can be chosen from the list

Third Party Paymer
Amount

Amount of payment receive
A method can be chosen from the list

Third Party Paymer
Method

Method of paymer
A method can be chosen from the list

Third Party Paymer
Date

Date of paymen

This date is filled in automatically by the programd is set to the
current date at moment of the advance amountes fih. It can be
overwritten at any time.

FORMS INFO

Confirmation Remarl

Remarks thacan be printed on the confirmation st
Use [remarks] field in the confirmation sheet latytmuprint this
information

Invoice Remark

Remarks that can be printed on the inv
Use [remarks] field in the invoice sheet layouptmt this
information

Guest Chec-in Remark

Remarks that can be printed on the Guest C-in form
Use [remarks] field in the Guest Check-in layouptimt this
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| informatior

COSTS

Descriptior | description to identify this ite

Cos | Amount of the co:

REMINDERS

Descriptitn | MessageDescription to identify the remin

Statu: | Status of the reminderWaiting’, ‘ Oper’, ‘ Finished.

Remind Timi | Time when the message must -up a first time. After this time
will pop up again every 30 minutes until tf&top Reminding
button is clicked on the pop up window.

To close the window, Click Update at the bottom of the window to confirm the changes and
return to the previous screen. The Cancel button will undo the changes and will also return to
the previous screen.

Other available buttons

Guest Detail

Third Party Details
Supplements

Link

Main Booking
Park/Unpark

Guest Check-in Form
Confirmation Sheet
Invoice

VVVVVYVYVVY

2.1.4. Guest Details

By clicking this button, the guest details are displayed and can be modified.

=

2.1.5. Lin

By clicking this button several bookings can be linked together so that they are shown on a
same invoice.

By definition, a booking is an occupation of a number of consecutive days in one room by a
guest. Thus in case of a family that occupies more than one room, several bookings need to be

made. Also in case of a group, several bookings must be made for each room occupied.
Once all bookings are entered, they can be linked together by using this function.
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The upper part of the window contains the main booking. The lower part contains a list of
possible bookings that can be linked. The linked bookings are highlighted.

To link a booking to the main booking, click the booking to be linked in the lower window, it
becomes highlighted, thus linked.

To cancel a link click on the highlighted booking and the link will be removed.

To change the sequence of the list, click on thellaf the desired column and the list will be edrby
that column, ascending. Click the same label agaid,the list will be sorted descending.
To close the window, Click Update at the bottom of the window to confirm the changes and

return to the previous screen. The Cancel button will undo the changes and will also return to
the previous screen.

2.1.6. Supplements

By clicking this button, the supplements of the booking can be managed.

2.1.7. Main Booking

By clicking this button, the main booking of this group booking will be displayed.

2.1.8. Park/Unpark

When bookings must be moved between different rooms, it is sometimes difficult, especially
when no empty room is available.
By clicking this button, the booking will be removed from the calendar on placed on a ‘parking

bay'. A P box will appear then on the calendar window.
The other booking(s) can then be moved to the appropriate room(s).

By clicking the P box, a window will be opened showing all bookings on parking.
Doubleclick the booking to open it, move it to the appropriate room and then click the ‘Unpark’
button to put it back onto the Calendar.
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2.1.9. Confirmation Sheet

By clicking this button, a confirmation sheet is generated.
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The window shows all details of the confirmation sheet of the booking(s). There are two types of
confirmation sheet, one applicable for the guest, and one applicable for the third party(only
available if a third party is given in the booking)

By default, the confirmation sheet for the guest is displayed except if the accommodation is paid
by the third party, in that case the confirmation sheet for the third party is displayed.

The layout of the confirmation sheet depends on how it has been defined in the set up of the
languages.

The amounts on the confirmation sheet are expressed in the local currency. However the
amounts can be converted to any other currency by selecting any other currency.

To close the window, Click Ok at the bottom of the window.

To print or to fax the confirmation sheet, click Print. The program will open the Printer Selection
window to select the printer of fax driver.

To e-mail the confirmation sheet, click E-mail. The program will create a new mail and insert it
in the email server program as indicated in the Parameters containing all information from the
confirmation sheet.

To display the confirmation for the guest, click Guest Confirmation

To display the confirmation for the guest, click Third Party Confirmation

To change an applied exchange rate, click on the list of applied exchange rates.
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2.1.10. Invoice

By clicking this button, an invoice will be generated.
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By default, the guest invoice is generated. To generate the third party invoice click the third
Party Invoice at the bottom of the window.
The window shows all details of the guest invoice of the booking(s).

The layout of the invoice depends on how it has been defined in the set up of the_languages.

The amounts on the invoice are expressed in the local currency. However the amounts can be
converted to any other currency by selecting any other currency.

To close the window, Click Ok at the bottom of the window.
To summarise the supplements on the invoice, Click ‘Details Off ' at the bottom of the window.
To print the invoice, click Print .

Notes about invoice numbering:
» A booking can generate two invoices, one for the guest and one for the third party if
the third party pays for the accommodation of the guest.
» As long as there is no number for the invoice a warning window will be shown to warn
that there is no invoice number yet on the invoice
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2.1.11.

VVYVY 'V

Invoice

Invoice number is miszing on Guest Invoicel
You can either

i Pro forma Invoice Generate Invoice ‘ Cancel |

As long as the invoice is not complete and not handed over to the guest or third party
there is nothing wrong and Continue can be clicked on the Warning window. The
program will generate a temporary invoice without an invoice number.

When the invoice is complete and ready to be handed over to the guest or third party,
an invoice number must be determined. This can be done by clicking the Set Invoice
Number button. Another window will popup to suggest an invoice number

Last Used invoice Humhber 2437

Apply invoice Humber 2438
Ok | Cancel ‘

The suggested invoice number is the invoice number that has been set the last time
plus one.

This number can be overwritten with another number.
Once a number has been set, the invoice will be generated with that number.
If necessary the invoice number can still be modified in the Booking data window.

Waiting List

When you enter a booking and the room is not available during this period, then you can put this
booking on a waiting list, until the room becomes available.

If you want to put a booking on a waiting list, then set the status code of the booking to ‘Waiting

List’
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Status: | Rezerved
" Booked
" n

" Out

" Cancelled

and select the option what room must become available befor it can be removed from the
waiting list

Waiting for: | ¢ Same Room Type * Same Room " Any Room

Once a booking is on a waiting list, a button will blink in the upper left corner of the

calendar.

A booking on waiting list is shown on the calendar as a empty frame:

I
[ IR

i B A

and is not accessible from the calendar.

By clicking button, the waiting list bookings window will be opened. This window will also
open automatically once a room becomes available for a booking on waiting list:

W Reservations on Waiting List

Yellow-marked reservations are bookable

Doubleclick a reservation to change the details

Ref No. | Room | In | Out | Guest | Waiting For .. | Rooms available
] |ROOKM 3 R-DENDRUM (02,0711 |05.07.11 laDaMS [This: room ROOM 3 R-DEMDRLUIM

Close

This window shows all bookings on waiting list.
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Bookings that are bookable are marked in yellow and the available room(s) to book are
mentioned.

To remove a booking from waiting list, doubleclick the booking to open its details, change the
room to the available room(if necessary) and change the ‘Waiting List’ status to ‘Reserved’ or
‘Booked'.
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