RDP Property Management Systems
Guest Itinerary and Concierge


VENDORS & GUEST ITINERARY

overview

Many RDP customers do extensive group business requiring activity scheduling.  Activities can include a conference room rental on Monday morning, lunch in the afternoon, a different conference room in the evening, projector rentals, food service, and much more.  Guest itineraries provide the ability to schedule up to 500 activities for a group and provide the group leader with an itinerary detailing each of them.  

Guest itineraries are also used by the concierge or guest services department.  For example, if a guest requests a dinner reservation, the concierge can schedule the activity and charge the guest a service fee.  A wide variety of activities can be sold by the concierge, including balloon rides, golf, skiing, etc.  

Using the Guest Itinerary module includes:

Creating Vendor Masters

Searching for Vendors

Assigning Activities to Guests and Group Leaders

Fields on Activity Screens 1 & 2

Reading the Guest Itinerary Display

Scanning for "Open" Activities at Checkout

Multiple Activities and Seasonal Pricing for Vendors

Using the Itinerary Module with Golf Packages

Printing Tickets for the Guest.

Printing Complete Guest Itineraries

Printing Activitities by Vendor

Reconciling Tickets from Vendors

Creating Vendor Masters

Every activity on a guest itinerary must be associated with a vendor.  Vendors are defined XE "Vendors: Defining"  using option 
“200” - “Add Vendor Master” from the Vendor Master menu (14).  A completed vendor screen follows:
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Vendor Number

The Vendor number is an eight character alphanumeric field that uniquely identifies each vendor.  Prior to adding activities to a guest or group leader,  the vendor number must be selected.  

· Once a vendor number has been assigned it cannot be changed.  Please select vendor numbers carefully.

Vendor Type (Field #1)

The vendor type is a six character alphanumeric field that categorizes vendors, such as golf, dinner, etc.  Prior to assigning vendor types, first define them using option 090 on the System Manager menu, updating table VT.  

The vendor type is used as a sorting qualifier on vendor reports. For example, a report can be printed showing all golf vendors (i.e. golf courses), or all tee times by date range for each course.  

Property Code ( #2)

Vendors can also be sorted by property code.  To activate the property code feature, please contact RDP support.

Vendor Name and Address (#s 3-12)

The vendor name, address, contact name, and two phone numbers are held in fields 3-12.  The system allows mailing labels and letters to be generated for all vendors, or selected vendors.   Additionally, ticket vouchers may contain address information or any other fields on the vendor master screen.

Start/End Time (#13)

The activity starting and ending times XE "Vendors: Activities" 

 XE "Activity Start & End Times"  are stored in the vendor master and transferred to each new guest activity.  In this example, the starting and ending times for Singletree Golf Course are blank, meaning tee times are entered on a guest by guest basis.  

If a vendor called “Dinner” is created for an activity “Dinner at Our Restaurant” the starting and ending times can be entered as 5:30PM and 10:30PM, respectively, indicating the dining room hours.  These hours then display on the itinerary for every guest with the activity “Dinner in Our Restaurant”.

Auto Repeat (#15), Starting Day (#16), and Repeat on Checkout (#17)

The auto repeat, starting day, and repeat on checkout XE "Activities: Defining"  fields are used together to control activities that are repeated during each day of a guest stay.  In our example, golf at Singletree does not automatically repeat for each day of the guest’s stay, so all three fields are NO or blank.  However, assume breakfast, lunch and dinner are included every day.  Three separate vendors could be created, as follows:

Vendor Name
Activity Description
Starting Time
Ending Time
Auto Repeat
Start Day
Repeat on Checkout

Singletree
Golf at Singletree


NO



Michael’s
Breakfast at Michael’s
6:30 AM
9:30 AM
YES
2
YES

Picasso’s
Lunch at Picasso’s
11:30 AM
2:00 PM
YES
1
NO

Courtney’s
Dinner at Courtney’s
6:00 PM
10:00 PM
YES
1
NO

In the table above, an activity for a guest from the vendor “Singletree”, is a “one time” activity.  Each time this activity is added for a guest the system prompts for the starting time (the tee time).  When a “Breakfast at Michael’s” is added, the system automatically repeats this activity, starting with the day after arrival (start day = 2).  This activity is repeated on the departure day, since breakfast is included on departure.

Lunch and dinner are also set to auto repeat for each day of the reservation.  However, the starting day is “1”.  Lunch and dinner in this example are included on the arrival day, but not the departure day.

A sample guest itinerary using these three vendors for a reservation from 03/1/98 to 03/5/98 appears below:
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Form Code (18)

A ticket voucher can be printed for every activity XE "Vendors: Ticket Vouchers" 

 XE "Ticket Vouchers" 

 XE "Activities: Ticket Vouchers" .  For example, a voucher is printed as “Golf for One at Singletree”. The ticket is given to the guest, who hands it to the starter at the golf course.  The golf course then returns the same ticket to the property for payment.  

The form code on the vendor master controls which ticket form prints for the vendor.  Each vendor can have a different form if required.  In the Singletree example, form code “401” indicates the vendor ticket is printed using form file \RDP\FORMS\FOR401.FOR.  This form is modified with RDP’s Report Writer and includes any data from the vendor, activity, or reservation.

Ticket Quantity Code (19)

The ticket quantity code controls whether one ticket is printed per activity or per person.  This field is set as follows:

Code
Description

A
One Person Per Activity

P
One Ticket Per Person

X
No Ticket Printing for this Vendor

For example, assume four people are staying in two rooms making a foursome at the Singletree golf course.  A setting of “A” prints only one ticket (“Golf for 4 at Singletree), the “P” setting prints four tickets (“Golf for 1 at Singletree”), and  “X” prints no tickets.

Activity Name (20)

The activity name is a 32 character alphanumeric field that transfers from the vendor master to the guest activity, itinerary, and ticket.  Standardize activity names by adding sub-records to table LR using option 090.  Table LR provides an optional look up table for activity names.  Using <F3 - LOOK> from field #20 displays activity choices from table LR.  An activity can either be selected from the table or a new one can be entered.

Remark Fields (21-38)

There are a variety of remark fields available on the vendor master.  These fields can be labeled to reflect the property’s needs using a text editor and modifying file \RDP\FORMS\RDP200V.SCR.  The field sizes are:

Field Name
Size

Remarks 1 & 2
32

Remarks 3 - 10
3

Remarks 15 - 17
20

When utilizing remark fields keep sizes in mind.  For example, field 25 (a three character field) may be labeled “Golf Range”, and a YES or NO entered indicating whether or not a golf course has a driving range.  

Print on Guest’s Itinerary Y/N (39

Field 38, “Print on Guest’s Itinerary” controls whether an activity for this vendor prints XE "Vendors: Itineraries" 

 XE "Guest Itineraries"  on the guest’s itinerary.  Normally this is set to “YES”, however it can be used to post a charge on the guest folio without a corresponding activity printing on the Itinerary, such as a service charge for booking a golf tee time.

Persons Per Ticket (40)

An activity on a guest itinerary prints a ticket for one or more individuals.  For example, the concierge frequently makes dinner reservations as part of the Honeymoon Package component “dinner for two”. This activity has  “persons per ticket” set to 2.  On the other hand, an adult ski lift ticket is set to 1.  The value for “persons per ticket” is transferred from the vendor master to the guest activity record and can be overridden as needed.

Open Item or Balance Forward (41)

This field is not currently active.  Vendor statements will be released in a future version of the Guest Itinerary and Concierge module.

Generate Checks if Balance Due (42)

This field is not currently active.  Vendor statements will be released in a future version of the Guest Itinerary and Concierge module.

Transaction Code (43) and Surcharge (44)

It is possible to automatically apply a surcharge XE "Vendors: Activity Surcharge" 

 XE "Activities: Surcharges"  to the guest or group leader folio when adding or changing an activity on the itinerary.  Field #42 indicates which guest ledger (B2) transaction code to use.  This code is defined in option 182 on the System Manager menu prior to adding it to a vendor master.  This transaction code may be posted in excess to the standard package price.  

For example, if the property sells golf packages to twenty golf courses in the area and the guest decides which course to play, it is likely that certain courses cost  more than others.  In these cases, it is possible to use the surcharge field as an “extra” charge, above and beyond the normal package price.  Another example of using this surcharge field is the concierge who sells a guest tickets to the local baseball game.  In this instance, the concierge would add the activity and the price would automatically transfer from field #42 in the Vendor Master.  The charge can be overridden on an activity by activity basis.

· A surcharge is NOT necessary for “standard” package components, such as breakfast or lift tickets.  The price for standard components is defined in option 186-8, Maintain Variable Packages - Package components from the System Manager menu

Balance Due

This field is currently not active.  An active Balance Due field will be released in a future version of the Guest Itinerary and Concierge module.

· The labels on the vendor screen can be changed to meet your requirements.  For example, the field “Phone-2” can be changed to “FAX Number”, or “Remark-17” to “E-Mail Address”.  To change these fields, exit to the DOS prompt and use a text editor to modify the file \RDP\FORMS\RDP200V.SCR.  Any text on the screen can be edited, but the bracket (“[“ and “]”) characters cannot be moved or their lengths changed.

Searching For vendors

It is possible to search for vendors by name, number, or type. When adding an activity to a reservation, pressing <F3 - LOOK> at the Vendor Name field displays the following look screen.
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Assign activities to guests and group leaders

Once vendors are created, activities can be added to guests and group leaders XE "Activities: Assigning" .  From the Front Desk menu, use option 120 and select the guest.  The “Change Individual/Group Reservations” screen displays:
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Using <F8 - ITINERARY> 

When <F8 - ITINERARY> is pressed, the system does one of the following:

1. Displays all existing activities for this guest XE "Guest Itineraries" . 

2. Displays the following prompt:
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When a new activity is added, the screens on the following page are displayed:

Individual Activity Screen #1
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Individual Activity Screen #2


[image: image7.wmf]The second activity screen displays

the same reservation header.  In

addition, multiple comments may be

added to further describe the activity.


Fields on Activity Screens 1 and 2

Fields from the Vendor Master

The following fields on the activity detail screens come directly from the vendor master.  The field number on the activity detail screen is in parenthesis (certain fields cannot be accessed from the activity detail screen, i.e. - Ticket Form Code).  Refer to the above vendor master section for detailed field explanations.

Vendor Name (1) 
Starting Day (6)
Print on Itinerary (8)

Vendor Number (1) 
Auto Repeat (3)
Ticket Quantity Code (9)

Vendor Type (1 - Page 2) 
Repeat on C/O (4)
Ticket Form Code

Activity Name (2) 
Start/End Time (7) 
Persons Per Ticket (10)

Activity Date ( 5)

A date greater than or equal to the reservation’s arrival date and less than or equal to the reservation’s departure date must be entered for each activity.  Activities are always sorted on the guest itinerary in date/time order.

Activity Sequence XE "Report Writer: Sequence"  Number

A unique sequence number is assigned by the system to every activity record.  This is an eight digit number, and is displayed in the top right hand corner of activity detail screens 1 and 2.  This unique number can be used for reconciliation with vendors to be sure the same vendor invoice is not paid more than once.

Persons Billed, Cost, Total Cost (11 - 13)

A surcharge is optional on each activity.  To activate the surcharge on a given vendor, field (43), Tx code, must contain a valid B2 transaction code.  The system always calculates the total charge as:

(Cost Per Person [Surcharge]) x (Persons billed) =  Total Cost (field 11)

When the new activity is filed to the guest itinerary, the system automatically posts the correct B2 transaction code.  

Changing Surcharges on Activities

The cost per person or number of persons billed can be changed after the activity is filed and the system will recalculate the total cost.  When filing the activity change, RDP automatically corrects the B2 transactions posted to the folio, as follows:

· If the transaction is pre-posted, the system changes the B2 transaction code.  

· If the reservation has been checked-in, and the transaction is real (not pre-posted), the system posts a reversing entry to offset the original transaction and posts another transaction for the correct amount.  The system automatically marks the original transaction and correcting transaction as “non-printing” on the folio.  For example, if the following activity (Golf at Singletree) is changed from billing one person to billing two people, and the surcharge is $15.00 per person, the system posts the reversing entry and the actual charge.
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· If a correction is made for a past date, the correcting entries will be dated the current system date.

Realizing Activity Transactions for Checked-In Guests

When the system date is changed with option 900, the pre-posted flag is removed on all activity-related transactions for the new date on checked-in guests and the folio totals are adjusted accordingly.

Confirmation with Vendor (12-15)

Many properties confirm activities with the vendor XE "Vendors: Confirmations" 

 XE "Confirmations: Vendors" .  For example, a guest makes a reservation on May 1st for arrival on September 6th.  On May 1st a golf activity for September 6th is created.  During August, the property confirms this tee time with the course.  The related fields are:

Field Name
Field Number
Length
Description

Confirmation Number
14
12
Stores the confirmation number from the vendor for this activity

Confirmed With
15
6
Name of vendor employee who confirmed the confirmation.

Confirmed Date
15
8
System automatically inserts the date of the confirmation.

Confirm Note 1
16
18
Note1 about the confirmation (i.e. - “No golf carts available”

Confirm Note 2
17
18
Note2 about the confirmation (i.e. - “arrive early”)

Entered By, Changed By, Confirmed By

At the bottom right of activity detail screen 1, RDP displays the login name of the person who first entered this activity, the person who last changed the activity, and the person who input the confirmation information.  These are system-generated fields that cannot be changed.

Remarks 1-17

Remark fields 1-17 are displayed on the second itinerary detail screen, displayed by pressing <PAGEDOWN> from the first detail screen.  These fields can be re-labeled using a text editor, modifying \RDP\FORMS\RDP200V.SCR.  Field sizes are:

Field Name
Size

Remark 1 & 2
32

Remark 3 -14
3

Remark 15 - 17
20

<F6 - NOTES> on Each Activity

In addition to 17 remark fields, each activity can have a free form note XE "Notes (F6)" .  The note can be up to 4000 characters and 100 lines long.

When an activity is displayed, it is possible to add a “free-form” note by pressing the <F6 - NOTES> key.  In this example, the following note has been added:
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Any time the activity is accessed by pressing <ENTER>, the <F6 - NOTES> key displays in red, alerting the concierge that special care is required for this activity.

File, Exit, Delete, Copy, Transfer, Field Number

When accessing activity records XE "Activities: Deleting" 

 XE "Activities: Changing" , the following options are available:

Option
Description

File
Files the new or changed activity to the guest itinerary.

Exit
Exits the activity without filing.



Delete
Deletes the entire activity and corresponding surcharge transaction code.  If the transaction code has already been exploded through option 900, the system posts an offsetting correction instead of deleting the transaction.



Copy
Allows an activity and its surcharge transaction to be copied from one guest or group leader to another.  For example, if two couples are staying in separate rooms and playing golf in a foursome, an activity record can be created for one guest and copied to the other three.  Any surcharges are also copied.  



Reading the Guest Itinerary Display

To display a guest itinerary, follow these steps:

1. Select the guest using option 120 from the Reservations, Front Desk , or Night Audit menu.

2. With the correct guest highlighted on the “Change Individual/Group Reservations” screen, use 
<F8 - ITINERARY> to display the itinerary screen.  Each line is one activity and the entire screen is the guest’s Itinerary.
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Available Options from Guest Itinerary Screen

The following options are available from the guest itinerary screen above:

Entry
Action

<ESCAPE>
Returns to the previous screen

Scrolling Keys
The highlight bar can be moved from one activity to another with the <ARROW KEYS>, <PAGEUP>, <PAGEDOWN>, <HOME>, and <END>.

<ENTER>
Allows the highlighted activity to be changed, deleted, copied, or transferred.

<INSERT>
Adds a new activity for this guest

<F10 - NO PRINT>
Activities can be toggled to print or not-print on the guest’s itinerary. In the “ITN” column there is a “Y” or “N”, indicating whether or not a given activity is flagged to print on the itinerary.  (The default comes from the Vendor master)



<DELETE>
Used to delete the highlighted activity.  This has the same effect as pressing <ENTER> and then using <D> to delete from the activity detail screen.



Scanning for Open Activities at Checkout

Many properties using the Vendor and Guest Itinerary module for renting or loaning items to guests during their stay, perhaps sports equipment or amenities such as an iron and ironing board.  And, when the guest leaves, the property wants to be sure the loaned item is returned.  RDP has developed "Open" and "Closed" activities specifically for this purpose.

In order to activate this feature set switch #422-8 to YES.  When an activity is added to a reservation, it is automatically marked "Open" in field #18 on Activity Screen #1.
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With switch #422-8 set to YES, the system checks for any open activities as part of the checkout process.  If the system finds an open activity, the following prompt displays.
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Upon seeing the above prompt, the clerk can access the open activity using the <F8 - ITINERARY> key.  To change the activity to closed, highlight the proper activity on the guest itinerary, press <ENTER> to display detail and change field #18 to "Y".


[image: image13.wmf]A "Y" in field #18 indicates a closed activity.


Vendor Properties

In order to activate "open" and "closed" activities for a specific vendor, field #45 on the vendor master record must be set to "Y", seen below.
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Multiple Activities and Seasonal Pricing for Vendors

It is possible to assign multiple activities and seasonal pricing to vendors, helping automate the addition of reservation activities.   With RDP, an activity can be tied to both a component record to allow for seasonal pricing and to an RDP "people classification".  When an activity is added to a reservation, the system finds its seasonal price and multiplies it by the number of people in the assigned classification.

Example:
1. River Rafting is 30.00/Adult in May and 40.00/Adult in June. 

2. A reservation is booked for three adults. 

3. A rafting activity is added for May 31, the activity cost is 30.00, the number of people billed is 3, and the total charge is 90.00. If the rafting activity is added for June 1, the cost is 40.00, the number of people billed is 3, and the total charge is 120.00. 

Defining Activity Batches and Activities in Table VP

Use the following steps for adding activity batches and activities. 

1. From the System Manager menu, choose option "090" - "Update System Tables". 

2. Update table VP. 

3. Add two-character sub-records that define a batch of activities. Enter a generic description in field number one. For example, River Rafting has been added as sub-record "RR". Leave all other fields blank on this first sub-record.
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4. File the new sub-record. 

5. For each activity within the batch, define a sub-record that includes the batch code and a sequence number. Example: "RR0010" for "River Raft – Adult", "RR0020" for "River Raft – Child". 

6. For all sub-records with a batch code and sequence number (i.e. - River Raft - Child), define a component number (field #3), a transaction code (field #4), and a people category (classification - field #5). 
7. The four-character component record in field #2 relates to a Variable Package component defined with Option "186-8" - "Package Component". By defining the component with option 186-8, seasonal price changes are allowed. A sample "River Rafting - Adult" component is seen below.
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If the activity has no cost, define a component FREE and enter this in Table VP for the component number. 
8. Enter the activity's transaction code in field #3 of table VP. Define the transaction code with Option "182-2" - "Add Transaction Code" on the System Manager menu. Leave this field blank if the activity is free. 

9. In field #4, enter the people classification this activity applies to, 1 - 4, or "A" for "All". Use an "A" if the system should add the number of people entered in each classification (for a specific reservation) for billing purposes. People classifications are found in option "186-10" - "Configure People Classifications" on the System Manager menu. Leave this field blank if the activity is free. 

10. Each "batch" (i.e. - River Rafting) should have at least two sub-records, one for the two-character batch code (i.e. - sub-record RR for River Rafting), and one for the six-character activity sub-record (i.e. - sub-record RR0010 for River Rafting - Adult). A sample listing of table VP follows.
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Updating a Vendor Record

If a vendor has multiple activities or the activity price changes seasonally, update field #46 on the vendor record with the two-character batch code defined in Table VP. Use the <F3 - LOOK> key in field #46 for a list of batch code options.

Adding an Activity to a Reservation

Use the following steps for adding a seasonal priced activity to a reservation. 

1. Access the reservation using RDP120. 

2. Use the <F8 - ITINERARY> key to add an activity. 

3. Press <INSERT> to add a new activity. 

4. Select the vendor in field #1. If the vendor has a two-digit table VP activity batch assigned in field #46, the following prompt appears:
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Here, enter the activity date. The default activity date for a future reservation is the reservation's arrival date. For checked-in reservations, the activity date default is set to the current system date. Based on the activity date, the system calculates the price based on the component data, entered in option "186-8" - "Package Component". 

5. After entering the activity date, the system displays those VP activities that correspond to the activity batch entered in field #46 on the Vendor Master. In this river rafting example, the assigned batch is defined as "RR" in table VP. The corresponding activities in table VP are "RR0001" - "River Rafting - Adult" and "RR0002" - "River Rafting - Teen". Therefore the system displays the following activity options.
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Here, enter option 1 for adult rafting and option 2 for teen rafting.  If only one activity exists for a particular batch, the above screen does not display.



6. Next the system calculates the activity price based on the seasonal data entered in option 186-8, the sub-records in the VP table, and the number of people entered on the reservation. For example, assume that adult rafting trips are entered with the following information.

Adult Rafting Sub-Record in Table VP
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Adult Rafting Component - Option 186-8
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Activity Price Calculation
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There are two possible error messages when adding activities:


A.
“Component Not Found” displays if the component in Table VP is not defined with option 186-8.

B.
“Transaction Code Not Found” displays if the transaction code in Table CP is not defined with option 182-2. 

7. After calculating the price, the system returns to the "Auto Repeat" field on the itinerary screen. Here, the user can change the surcharge or people billed fields if necessary. 

Multiple Activities and Seasonal Pricing for Vendors - An Example

With the information outlined above, this section provides an example using the multiple activity feature for vendors.  In this example, input the following activities into the RDP system.

Vendor - Vail Ski Area

Activity
Season A
(Early/Late)
Season B
(Regular)
Season C
(Holiday)

Adult Lift Tickets
$45
$58
$62

Child Lift Tickets
$35
$48
$52

Season Definition

Season A
November 10 - 24, March 15 - April 15

Season B
November 29 - December 23, January 3 - March 14

Season C
November 25 - 28, December 24 - January 2

Create Vendor Seasonal Table

The first step to automating activities for a specific vendor is to create a unique seasonal table.  All unique seasonal tables begin with the letter "Q".  In our example, the Vail Ski Area seasonal calendar is the Q1 table.  In order to add the table, use the following steps.

1. From the System Manager menu, choose option "090" - "Update System Tables".

2. Choose option "U" to "Update System Tables" and enter table number Q1.

3. The system returns the following message:
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4. Press the <ALT> and <C> keys simultaneously to create the new table.

5. Enter a name for the new table.
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6. <ESCAPE> back to the "Enter Table Number" prompt and enter table Q1.  Enter "S" for sub-record.  Add sub-records to the Q1 table using the information provided above.  For example, November's seasonal calendar appears as:
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Complete the Q1 table.














7. Add the Q1 table to the Q0, Enhanced Package Season, table.  The sub-record in table Q0 is Q1.  The description is "Vail Ski Area Seasons".

[image: image26.png]Sun, Mar 1, 1998 Shift || Login Resort ] - U12 ROP Manual
1 ROPOSO T 00111

18

Sub-record Number (ENENN

1 2
12345678901234567890
[Vail Ski frea Season]

C D-Description





For more information regarding seasonal calendars, please see the Maintaining System Tables chapter in the System Administration manual.

Update Table VP

Once the seasonal table is complete, update the Activity Batch table, VP.  The first sub-record added to the VP table is the "Activity Batch".  In this example, the "Activity Batch" is "VS" - "Vail Ski Area Lift Tickets".  Sub-record VP is seen below.
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Fields 2, 3, and 4 are blank in the "Activity Batch" sub-record.  Next, add sub-records to the VP table for the activities sold for Vail Ski Area.  These sub-records use the following naming convention:

"XXYYYY"

Where "XX" is the activity batch number and "YYYY" is the sequence number.  The sequence number determines how the sub-record displays when reservation activities are added.  In our example for the Vail Ski Area, only two activities are added, adult lift tickets and child lift tickets.  The adult lift ticket sub-record is seen below.
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With the sub-record displayed above, a component named "VAAD" must be added as a package component using option 186-8 on the System Manager menu.  With the transaction code entered in field number three, a "VA" transaction code is posted any time an adult lift ticket is added to a reservation.  Field number four, People Category, tells the system to look at the number of adults entered in people classification #1.  (People classifications are entered using option "186-10" - "Configure People Classifications" on the System Manager menu).


The child lift ticket sub-record is displayed below.


[image: image29.wmf]1.

 

Component number "VACH" must be added using option 186-8.

2.

 

The transaction code VC is posted any time a child lift ticket is added to a guest itinerary.

3.

 

The system uses people classification two (children) for determining the number of lift tickets to

post.


Add Transaction Codes

Transaction codes must be added for both adult and child lift tickets.  In our example, transaction codes VA (Adult lifts) and VC (Child Lifts) must be created using option 182 on the System Manager menu.  The adult (VA) transaction code is displayed below.
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Create Components in Option 186

Add components "VAAD" and "VACH" using option 186-8 on the System Manager menu.  Include pricing information for seasons A, B, and C.  The completed components are seen below.
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adult lift ticket component

uses seasonal calendar Q1.

Rates vary by season for adult lift tickets.



[image: image32.wmf]Child lift ticket rates are entered according to seasons defined

in the Q1 table.


Update the Vendor Master

After adding components for adult and child lift tickets using option 186-8 on the System Manager menu, update the vendor master record to include the correct batch code.  The batch code is stored in field number 46 on the vendor master.  Batch codes are stored in table VP, described above.


[image: image33.wmf]Enter the activity batch code in field #46.

With the transaction code field blank, the system uses the

code defined in the VP table for specific activities, VA and

VC in our example.


The transaction code field (#43) is blank in this example.  With field #43 blank, the system uses the transaction code defined in field #3 of table VP.

Adding Activities

After completing the setup tasks outlined above, activities may be added to reservations.  In our example, the Vail Ski area has three seasons in the month of November, A, B, and C.  The Q1 sub-record for November is listed below.
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A given reservation is arriving on November 24th and departing November 30th, spanning three seasons at the ski area.  The RDP itinerary module will automatically calculate adult and child lift tickets for all three, seen below.


[image: image35.wmf]RDP calculates adult and child lift

ticket prices for season A.



[image: image36.wmf]Adding an activity in season C causes

RDP to display season C rates.



[image: image37.wmf]Adding an activity for November 30

th

displays Vail's season B rates.


using the itinerary module with golf packages

The RDP system can be used for tracking golf packages on guest itineraries.  Specifically, the RDP system has the ability to automatically calculate the number of golf rounds available on a reservation, the available courses, course prices, and what constitutes a “standard package round” versus an “extra round” (one not included in the package).  This section includes the following sections specifically regarding the RDP itinerary system and golf packages:

Package Setup

The VY Table

The VZ Table

Adding Golf Components

The "Count as Golfer" Switch

Adding Golf Activities

Activity Screen

Changing Reservations and Scheduled Activities

Package Setup

There are various switches, fields, and tables in the RDP system used to automatically monitor the assignment of golf rounds to reservation itineraries.  The first switch, #421-13, Prompt to count activities as part of packages, “activates” RDP’s ability to cross reference packages and itineraries.  With switch #421-13 set to YES, two new fields are activated as part of the package definition screen, “Golf Days” and “Pkg Activity Grp”.


[image: image38.wmf]The fields “Golf Days” and “

Pkg

Activity 

Grp” can only be accessed

with switch #421-13 set to YES.


In order to cross reference packages to a guest itinerary, RDP uses two fields when defining variable packages:

Field
Description

Golf Days
The number of golf rounds associated with this package.  For example, a daily golf package could have tee times in the morning, early afternoon, and evening. So, for this particular package, the golf days would be set to three.

Package Activity Group


The “package activity group” field accesses RDP table VY in order to list available golf course groupings for a particular package.  For example, there could be “Classic Courses”, “Choice Courses”, and “Platinum Courses”.  

In the setup described in the previous sentence, a code is associated with each golf course grouping.  For example, “CL” for Classic, “CH” for Choice courses, and “PL" for Platinum courses.   These codes are used along with a second RDP table, VZ, in order to calculate surcharges.

When creating a golf package, the components are built along the same lines as normal packages, with the exception of the two fields listed able.  For example, a rate set is still assigned to the package (i.e. - 10% Discount) and components are still built in to the package.  Using the example terminology above, a "Classic" golf package might include the following:

Package Component
Description

Rate Set
The rate set is defined using option 186-4.  The rate set is the room portion of the package.  In our example, the rate set may be 10DC for a 10% discount.

Golf


A component is added to the Classic golf package for the amount of the package allocated to golf.  This component is created using option 186-8.  For example, the package may include $50 for golf.  However, there may be certain courses that cost more that $50 for the guest to play.  For these courses, RDP allows a surcharge to be applied to the guest while making the reservation.  See the following section titled "The VZ Table" for more information.

Breakfast
The breakfast component is also created using option 186-8 and following the standard component rules described in the chapter titled Creating and Maintaining Variable Packages in the System Administrator manual.

The VY Table

Package activity groups are defined in the VY table.  A package activity group is a two-character code that groups golf courses into various classifications.  In our example above, three package activity groups are defined, Classic, Choice, and Platinum.  

These groups are used for defining charges for various golf packages.  For example, a "Classic Golf Package" allows the guest to play those courses in the "Classic" package activity group.  A sample VY table follows.
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The VZ Table

The VZ table stores sub-records for each golf course in each package activity grouping (VY table).  Certain courses may be entered twice if they are offered in more than one course “grouping”.  For example, the Tidewater golf course may be available in both the Classic and Platinum groupings.  In the Classic grouping, the surcharge is $30 and in the Platinum grouping Tidewater may be played for free.  A sample VZ table sub-record follows:


[image: image40.wmf]The sub-record is entered as ZZYYYY.  Where “ZZ” is

the grouping from the VY Package Activity Groups

Definition Table, and “YYYY” is the user-defined

numerical sequence number.  This sequence number

controls the order golf courses display when adding

them to a guest itinerary.  

For example, 0010 displays

before 0020.

The Vendor Number is a unique eight character

alphanumeric field for the selected golf course.

Vendors are added using option 200 on the

Vendor Master menu (14).

The Component Number is a unique four-digit

code used to calculate surcharges for this

course in the particular grouping.  In this

example, playing the “TIDEWTR” course under

the “Classic Golf Package” (CL) finds the course

price by cross-referencing component “CLTW”.

Component “CLTW” is added using option 186

on the System Manager menu, option #8.  If

there is no surcharge to play the course, field #2

is set to “FREE”.

For consistency purposes, RDP recommends

beginning all component codes under the same

package activity group with the same two

letters.  For example, all golf course surcharge

components for "Classic" (CL) golf packages

should begin with the letters "CL".


In addition to sub-records for each course grouping, the VZ table also contains sub-records for “extra” rounds – those not included with the package.  All extra round sub-records begin “EX” and contain a component in field #2.  This component number lists the full price for playing the course.

Adding Golf Components with RDP186

Once the VY and VZ tables are defined, add components using option 186 on the System Manager menu.  From option 186, use #8 to add package components.  A sample package component for the Tidewater course follows:


[image: image41.wmf]Each golf course

can have its own

seasonal calendar.


Each golf course can have its own seasonal calendar, defined in field #8.  The seasonal calendar tells the system what rates are charged every day of the year.  Many courses change rates based on the season, or the weekend.  For more information on adding package components, please see Creating and Maintaining Variable Packages in the RDP System Administration manual.

Included Rounds

A component "FREE" must be added with rates of $0.00 for each season.  This component is used for all package rounds without a surcharge (field #2 in the VZ table set to "FREE").

[image: image42.png]* Package Component *
Tue, Jun 15, 1999 Shift [I' Login Resort Pauley’s Plantation
L 152 i ———"wopide 1 (00113)

Component ) Description oy
Room Type 63! Season Table @]
Tines # ADULT 16! Tax Category )
Times # CHILOREN )l G/L hccount Aol
Times # GOLFER 63! Bucket anl
Times # NON-GOLFER  (6)] Daily/Lump a2

easonal ates

A (1) 6 (20)] M (26) s Gl v 38
B (15) [T Nl T (33)] 7 SRt
£ (1) I (22) 0 (28)] [Ren!
b (7)) 4 23l P (29)] v (35)]
E (18)) k 1 G0l W 36)
F (19)] L (29| B 31 [Rent

File, Exit, Delete, Field nunber B
RN Felp WA Prt BEE RLE Usr Hlp Wil Ina ML Change A1l Rates





Updating Vendor Masters

Once the VZ and VY tables are complete and golf components are added using option 186-8, each vendor master must be updated to include a transaction code that is posted every time a surcharge or extra round is added to a guest itinerary.  This transaction code is posted when the guest checks in.  A sample vendor master for the Tidewater golf course is displayed below.


[image: image43.wmf]In this example, transaction code XA is posted

every time a surcharge or extra round for the

Tidewater golf course is added to a guest

itinerary.


Enter the transaction code that is posted for surcharge and extra rounds in Field #43, Tx (Transaction) Code.  For reconciliation purposes, RDP recommends creating a unique transaction code for each vendor.  With unique transaction codes for each vendor, a unique general ledger account number can be tied to each golf course, allowing revenue to be easily broken out using the 370 - Daily Manager's Report (option 3 - general ledger account number sequence). 

Count as Golfer?

With switch #421-13 set to YES, an additional field for defining people classifications appears in option 186-10.  The new field, “Count as Golfer” determines how many guests are playing golf on a reservation by reservation basis.  All room charge calculations are based on the number of adults, children, teenagers, pets, etc.  However, for determining the number of golfing rounds and the price, the system uses the “Count as Golfer” field.  

For example, two couples are spending the weekend in Myrtle Beach and the wives do not care to play golf.  However, they are splitting a two-bedroom suite.  In this example, the number of adults would be set to four in order to calculate the correct room rate.  However, the number of golfers on the reservation would be two, and all golf surcharges would calculate correctly. 

The “Define People Classifications” screen follows.  This screen is accessed through option 186 on the System Manager menu.


[image: image44.wmf]The “Count as Golfer” column

only displays with switch #421-13

set to YES.


The only People Classification with “Count as Golfer” set to “Y” is #3 – Golfer.  With this configuration, the system bases all per person golf charges based on the number of “golfers”.  Also, the system calculates room charges based on the number of adults and teenagers (the “Y” in the Count in Min/Max field).  The people classifications would appear as follows for the two couples whose wives are not playing golf.
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Adding Golf Activities

Once packages are built using option 186 on the System Manager menu, and reservations are made using RDP100, a guest itinerary can be added using option 120 on the Reservations, Front Desk, or Night Audit menus.  (It is also possible to add an activity using the <F8 - ITINERARY> key from the "Reservation Complete box in RDP100)  From option 120, access the guest reservation by name or reservation number. Next, use the <F8 – ITINERARY> key to add activities, i.e. – golf tee times.  If no activities exist on the reservation, the system prompts:
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 With a YES answer and with switch #421-13 set to YES, RDP prompts for either a normal activity (N) or a golf activity (G).  In order to add a tee-time choose option “G” for a golf activity.  Next, the system displays a [image: image49.wmf]Courses display based on their user defined

sequence number in the VZ table.  In this example,

“ARCADIAN” has the lowest sequence number,

followed by “AZALEA”, “BAYGOLD”, and

“BAYGREEN”.

Courses listed with a price of 0.00 are

FREE with the package purchased.

All courses with a price of 0.00 are listed

as “FREE” in field #2 of the VZ table.

“Golf Activity” box, similar to the following:

The “Golf Activity” box contains the following fields:

Field
Description

Golfers on Reservation
Sum of the “Count as Golfer” field.  The total number of “Golfers” on the reservation.

Res. Golf Days
The total of the “Golf Days” on each package assigned to this reservation.

Rounds Included with this res.
Multiplies the number of golfers by the number of reservation days with a golf package. (Golfers x Res. Days)

Rounds booked at package price
The number of rounds already booked for this reservation, not including “Extra” rounds.

Number of package rounds left
Subtracts the rounds booked from the total number of rounds. 

Total extra rounds booked
Number of rounds booked in addition to the “included” package rounds.  These reservations are marked with an “E” in field #35 on the activity screen.  

New round date (mm/dd/yy)
The date the round will be played.  This date must fall between the reservation’s arrival and departure dates.

If adding an activity and fewer package rounds remain than the number of golfers on the reservation, the number of people billed is set to the package rounds remaining as opposed to the number of golfers.  With this setup, RDP charges the correct amount.  Otherwise, a golf round would be added at the surcharge amount or FREE when an extra round should be charged.
Package Rounds vs. Extra Rounds

Any time the “Number of Package Rounds Left” is greater than zero, a new golf activity is booked as a “Package” round.  The system then uses the first rate plan on the reservation that has “golf days” not equal to zero for displaying available golf courses.  For example, if the reservation has a rate plan of “Original Golf Package” on the first day, and the original golf package has golf days equal to one with an activity table of “SS” for Super Saver courses, the system displays those courses in the VZ table beginning with “SS”.

Any pre-scheduled rate changes MUST use the same package activity table (VY).  For example, if a reservation is on the “Original Golf Package” the first two days and the “Golf ‘til You Drop” package the last two days, both packages MUST use the same activity table, for example “SS” for Super Saver.  RDP does NOT check the activity table when assigning pre-scheduled rate changes – this is the reservationist’s responsibility.

Any time the “Number of Package Rounds Left” is zero or negative, the system flags the new golf activity as an “Extra” round.  Extra rounds are calculated using the sub-records beginning with “EX” in the VZ table.  All “EX” sub-records have a component listed in field #2.  This component is added using option 186-8 on the System Manager menu.  The component lists the full price for playing the course.

Entering a New Round Date

Once the “New Round Date” is entered and the system determines whether the new activity is an extra round or an included round, the available courses display based on the package and the VZ table.  Up to forty-four golf courses appear on each screen.  Use the <PAGEUP> and <PAGEDOWN> buttons to scroll between screens.  The maximum number of courses for any grouping is 200.  Notice, at the bottom of the screen, the text “Select course for golf included in package” alerts the reservationist that the reservation has NOT exceeded the maximum number of rounds.  If the reservation has exceeded the maximum number of rounds the text at the bottom of the screen appears as:

[image: image50.wmf]The text at the bottom of the “Select Course” screen

changes based on included rounds or extra rounds.

Golf courses display based on the user-defined sequence numbers assigned in the VZ table.
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Once a course is selected, the clerk verifies the vendor and completes the “Individual Activity Screen”.

If the price column reads "NOVEND", the vendor number was entered in Table VZ, but there is no vendor master record. If the price column says "NOCOMP", a component was entered in Table VZ, but the component was not defined with Option 186-8.  These messages display in red.

The Individual Activity Screen

The upper right portion of the “Individual Activity” screen displays the number of golfers, the reservation golf days, the total number of rounds available, the package rounds booked, the package rounds left, and the number of extra rounds booked.  
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Prices are displayed based on the VZ table and package components defined using option 186-8.  All prices are per person, with the total cost (#13 above) based on the number of golfers on the reservation 
($15.00 x 2 = $30.00).  The cursor starts at the “Start/End Times” field, since the vendor name, activity name, and activity date are filled in from the previous "choose course" screen.   In addition, the “Persons Billed” field (#11) defaults to the number of golfers on the reservation, the Package/Extra Round field (#35) defaults based on the number of rounds booked, and, for audit purposes, the component number defined in option 186-8 displays below field #35.

Once the new activity is filed, the system returns to the “Normal Activity (N) or Golf Activity (G)” prompt where additional tee times may be added to the guest itinerary.

Changing Reservations and Activities

If a reservation’s arrival and departure dates are changed, any activities and transactions outside of the new dates are automatically deleted from the guest itinerary.  Also, if an activity requires a new vendor or a date change, the original activity must be deleted and a new one added.  If a clerk attempts to change the vendor name on an existing activity, the following warning displays:
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It is possible to add a password to the RDP system to control access to the following activity fields: #people billed, cost, total cost, and the "Pkg/Extra Round" field.  In order to utilize this password; add sub-record PKGACT to the C1 table using option 090 on the System Manager menu.  The password is added in field number 1 – Special Data.

Printing Guest Itineraries 

From the Vendor Master menu, guest itineraries can be printed XE "Guest Itineraries: Printing"  using option “670” - “Itineraries by Arrival Date”, or “671” - “Itinerary - Select by Res Number”.  Option 670 is used to print guest itineraries in a “batch” by arrival date, whereas 671 will print an itinerary for only one guest.  Both of these reports are modifiable using Report Writer and a text editor, changing file \RDP\FORMS\FOR670.FOR.  Both reports read the same form, with different sequences and ranges.  Also, as in the example on the following page, messages can be added to the basic itinerary:


[image: image46.wmf]Customized notes can be added to the itinerary, in order to inform guests of vendor rules or

special offers!


printing Tickets For Guests

In order to print a guest activity ticket XE "Tickets: Printing" 

 XE "Activity Tickets" , use option “650” - “Print Activity Tickets” from the Vendor Master menu.  When selecting this option, enter the guest reservation number and the system uses the vendor master to access the correct form code, ticket quantity code, and persons per ticket in order to create the voucher.  A sample “Bike Rental” follows:
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Each vendor form code can be customized to reflect its use with the Report Writer module.  In the example above, one “generic” ticket is used for all activities.  This ticket details the activity name, the valid date, the number in the party, and the time.  In addition, the sequence number appears for reconciliation purposes.  Any vendor master comment fields can be included, such as Comment-17 - Additional Information.

printing activities by Vendor

Using RDP's report writer, activities can be printed by vendor.  It is possible to create a wide variety of reports showing activities in different formats, including:

1. All activities for the vendor.

2. Activities by date range, such as “all tee times for September 16th”.

3. Confirmed vs. Non Confirmed activities.

4. Total surcharge for all activities.

5. Activities sorted by remark fields (such as “golf tee times where cart = YES).

Reconciling Activity Tickets

Reconcile activity tickets using the unique number assigned to each activity.  The activity number displays in the upper-right hand corner of each activity, seen below.


[image: image48.wmf]RDP assigns a unique number to each

reservation activity.


Often times, vendors bill a property based on tickets collected from guests.  By printing the activity number on the activity ticket, the property can easily reconcile tickets to invoices.   
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[image: image54.wmf]The text at the bottom of the “Select Course” screen

changes based on included rounds or extra rounds.

[image: image55.wmf]Courses display based on their user defined

sequence number in the VZ table.  In this example,

“ARCADIAN” has the lowest sequence number,

followed by “AZALEA”, “BAYGOLD”, and

“BAYGREEN”.

Courses listed with a price of 0.00 are

FREE with the package purchased.

All courses with a price of 0.00 are listed

as “FREE” in field #2 of the VZ table.
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In this example, transaction code XA is posted every time a surcharge or extra round for the Tidewater golf course is added to a guest itinerary.
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Enter the activity batch code in field #46.







With the transaction code field blank, the system uses the code defined in the VP table for specific activities, VA and VC in our example.
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A "Y" in field #18 indicates a closed activity.












_994662501.doc
[image: image1.png][EQUIPHENT LoAN







In order for an activity to be marked "open" or "closed", the vendor must have a "Y" in field #45.
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Adding an activity in season C causes RDP to display season C rates.
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Field #18 on Activity Screen #1 tracks whether the activity is "Open" or "Closed".







The Activity Name (field #2) describes the item(s) loaned to a guest.
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Adding an activity for November 30th displays Vail's season B rates.
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RDP calculates adult and child lift ticket prices for season A.
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The adult lift ticket component uses seasonal calendar Q1.







Rates vary by season for adult lift tickets.
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Child lift ticket rates are entered according to seasons defined in the Q1 table.
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Component number "VACH" must be added using option 186-8.



The transaction code VC is posted any time a child lift ticket is added to a guest itinerary.



The system uses people classification two (children) for determining the number of lift tickets to post.
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The correcting transactions are automatically marked as "No-Print".
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The sub-record is entered as ZZYYYY.  Where “ZZ” is the grouping from the VY Package Activity Groups Definition Table, and “YYYY” is the user-defined numerical sequence number.  This sequence number controls the order golf courses display when adding them to a guest itinerary.  For example, 0010 displays before 0020.  







The Vendor Number is a unique eight character alphanumeric field for the selected golf course.  Vendors are added using option 200 on the Vendor Master menu (14).







The Component Number is a unique four-digit code used to calculate surcharges for this course in the particular grouping.  In this example, playing the “TIDEWTR” course under the “Classic Golf Package” (CL) finds the course price by cross-referencing component “CLTW”.  Component “CLTW” is added using option 186 on the System Manager menu, option #8.  If there is no surcharge to play the course, field #2 is set to “FREE”.







For consistency purposes, RDP recommends beginning all component codes under the same package activity group with the same two letters.  For example, all golf course surcharge components for "Classic" (CL) golf packages should begin with the letters "CL".
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The “Count as Golfer” column only displays with switch #421-13 set to YES.
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RDP assigns a unique number to each reservation activity.
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Each golf course can have its own seasonal calendar.
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The fields “Golf Days” and “Pkg Activity Grp” can only be accessed with switch #421-13 set to YES.
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Lubick/Sonny Reservation #: 311
Arriva 03701798
Departur 03707798
ACTIVITIES
late fctivity Comments Cost
13/01/98 DINNER AT COURTHEY'S 0.00
13/02/98 BREAKFAST AT MICHAELS 0200
13/02/98 GOLF AT SINGLETREE 0200
13/03/98 LUNCH AT PICASSO’S .00

0.00
Please Mote: There will be a $5.00 per person service charge if you change
“any* portion of your package. Vour deposit will be refundable minus $25.00
per person on all cancellations more than 14 days prior to arrival. Less
than 14 days notice results in forfeiture of deposit. The group leader
should make all chandes.






Customized notes can be added to the itinerary, in order to inform guests of vendor rules or special offers!
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Reservation comments 4-6 should be used to define activities, making them convenient for the concierge to view when accessing the itinerary.











Information above the “Individual Activity - Screen 1”  line is transferred directly from the reservation screen.











Add activities iin  “Individual Activity - Screen 1”  including the name, start/end times, ticket information, and cost.
















_963226644.doc
[image: image1.png]





The second activity screen displays the same reservation header.  In addition, multiple comments may be added to further describe the activity.
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Courses display based on their user defined sequence number in the VZ table.  In this example, “ARCADIAN” has the lowest sequence number, followed by “AZALEA”, “BAYGOLD”, and “BAYGREEN”.







Courses listed with a price of 0.00 are FREE with the package purchased.







All courses with a price of 0.00 are listed as “FREE” in field #2 of the VZ table.
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The <F8 - ITINERARY> key accesses all guest itinerary functions.
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The text at the bottom of the “Select Course” screen changes based on included rounds or extra rounds.












