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Front Desk Training Guide

Contents

GOALS

By the end of this session, you will:
° Know the basics of how to work with a reservation
o Know the basic day-to-day steps for managing reservation details

o Know how to locate, preview, and print reports

CHANGES TO RESERVATIONS

Locate the reservation

There are three options for locating a reservation:

o F-keys/Function keys
57-DataCCS ~ RDPWin by Resort Data Processing, Inc. (www.ResortData.com)
‘Slzrt Reservations Day End Housekeeping Work Orders Reporter Stats CRM Owners Masters IRM  Accounting System L

Find~ | [2] F4CustomHelp = | F5NewRes v| G4 F6Amivals [} F7In-House ' [4 F8 Departures 3| Wy

[~] Show Detail [] Hide No-Shows = Display Group | Property | All ~ || | Mass Text

O plions PN

° Find Res F3
° Tape Chart F9

Open the reservation for changes
Modifying a reservation requires opening the reservation.

° While the reservation is opened, the reservation is locked by that user

o Other users are able to view a locked reservation but they are not able to modify the reser-
vation while it is locked

° A dialogue box will inform them when a record is locked
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Lock Error .

| Reservation 282 Locked by ADMIN at station 005309

° To modify a reservation:

¢ Double-click the reservation

® This opens the “All Detail” pane

» Single-click to select, go to the Options panel, select Change Options, select All

Detail
» Use the shortcut Ctrl+Shift+C

The “All Detail” pane is displayed below:

Change Reservation

-Hesﬁ = Adt  Teen CHd Peis
Rate Plan [GRPT | v  Type|1BL 12 B0 Eo B0 &

Rate| 8000  Room[320 OK Property
Arival [Sun 022215 [0]| Nights | 2% Departure |Tue 022415 |

Change Rate Related Fields
| Dates & People | | RoomType || Room# || Rates | | SendEmal | | Send Text |

| | Change |

Guest# 224

Extemal ID |

Share Res# |
MName
Address 1
Address 2
Zip Code |
State

Country

Home Phone

S
Change

Business Phone

Guest Email | Enter an email |
Corfirm To [ confimation
Credit Card Number of Cards: 0

Card Number | Enter or Swipe Card |
Auth. Code
Source of Bus.
Market Code

Exp. Date | | | Change |

L ]

(2 - Returning Group
06 - Association - Group Allow Move
0- Daily Service [v|  Guar | MotGuaranteed [+

VIP | Celebrity

Hskpg Service

| View Folio | | View ltinerary

>

I\liscella'm.lsl Changes Statistics | Texts Pay Schedule
Housekeeping | Pay Codes Tasks Work Orders Agents Room | Ovmer |
Charge Summary Daily Charges Preferences Comments  Notes

Control Rate Plan [ | RatePlan | GRF1 |

Avg. Rate 80.00

Total Rate Ovenide I:l Total Rate 160.00
Other Charges

Tax | TA- 7% Tax Rate [v][20]

Securty Depost

Falio Fitter Total Charge
—

Balance Due

Next Pay Code Change

Transferto Group | TAUCK P 000

Transferto Leader 146|882 | RB |~

0.00
Folio A Balance | IP

Folio B Balance | P | 000
Falio | Balance

Credit Limit 0.00

Refund Amount 0.00

Save & Close || Save | | Close || Help |
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°o Some of the labels on the left side of the screen can be customized

° Drop-downs fields like Source of Business, Market Code, Housekeeping Services, Guar-
anteed, VIP and Comments are customizable

* Values can be added or disabled

Source of Bus. | 01- Returning Guest v
Market Code | 01- F.LT. Transient v 4 Alow Move

Hskpg Service | Select E T Sl uaranteed |
vip | Select
4 PM Hold
8 PM Hold
Manager Ok'd
Not Guaranteed

Guaranteed

° A pair of heads is the browse function

* Provides ability to associate reservation with a different guest master/guest tile,
CRM tile, group master or group leader

5 IJTI TR Tax  Th-T% Tan Rate T
CRMs
Shoms Fln} . L EI Cale | Securty Depost =000
Hame  Hamm s y
L J Fabo Fiter [ ] Tots Crasge 5042
Addesn 1[4 Socoer Lir J
Paymart RSO0
Adess 2 Balarses Dot s
ZpCode (03 | ay [owem ]
| Sigbe | HC - Horss Carling. "
| Cony -
Phone | T12LSEESE | E—
| a.-::m | Camer e P ! !
= r : ! )
| — Tranater o Geosp | Ik 0.00]
| Guvst Bl | bori_Csstodrescridais com “' gy T ey r— EO 000 )
Confem To © [ Confemation Bl & Rinrun e AnA

° Blue links are clickable

+ They may provide additional information such as rate plan requirements, access to
credit card details, package plan break out or applying additional charges such as
cleaning or resort fees
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Change Reservation

Miscellaneous lemlTexts Pay Schedule

s

Restt| 357 Adt Teen Chid Peis Housekeeping | Pay Codes Tasks \ork Orders Agents Room | Owner |
Rate Plan [RACK | v  Type[1B [ Ble B0 B0 B Charge Summary Daily Charges Preferences Comments | Notes
Rate| 10000]  Room[412 0K Property Cortrol Rate Plan [ Rate Plan | RACK
Arival [Sun 030115 [0 Nights | 12 g ‘ Avg. Rate | 100.00
Fote Fciied Fikds Rate Plan Note for RACK s lerride ] Total Rate 10000
Dates & People || Room Type | Rooms | £2d Change Other Charges [ 70.00]
Use this area to let your staff know about specific requirements for rate plans or any
Share Restt | Guess [T | eriomaten. o | AT Tom e 2] —r
Name |Birch/Kenny | Calc | Securty Deposit 0.00
Al | Total Charge [ 177.00]
Address 1 [131 Jefferson Drive et [ 7700
a"rn E
Address 2
Zp Code [12345 | oy Balance Due
State | |A- lowa z
Country
315-265-2625
mw%m T |: Next Pay Code Change
thale mer
. | e ”
Guest Emai | Enter an email ‘ 0.00
. ] nder| |j -
ETE Folio ABalance | IP
CredtCard VISA  Number of Cards: 2 . | . _
. olio B Balance | IP
Card umber toeo ] Folio | Balance 100.00
Auth. Code
Credit Limit 500.00
Source of Bus. .01-Retuming Guest Refund Amour
Market Code | PN - Regular Guest
Hskpg Service | 1- Checkout Only g]
VIP | Celebrity v
& | ViewFolo | | Viewkinerary  Add Activties | SavedClose | Save | | Close || Help |
Credit Card  VISA Number of Cards: 2
L —— Folio B Balan
Card Number | 0000 v Exp.Date | 1222 | Change
Credit Cards
Type | Number | ExpDate | Card Holder Name ZipCode | CID# | Swiped | AuthAmt
p VISA ===0000 12723 Kenny Birch r
MC 5454 1021 | Betty Birch 21658 r

° Check-boxes such as Confirmation or Allow Move enables the option to auto-send con-

firmations or allow the reservation to move rooms.

Confim To | Guest:temi_Csete@resotdatacom [ Corfimation

Credit Card Number of Cards: 0

Card Number | Enteror SwipeCard v Exp. Date Change |
Auth. Code

Source of Bus. | 01 - Returning Guest v

Market Code | 01 - F.LT. Transient v

] Allow Move

o Dates, Room Type, Room # and Rates are managed through special Rate related buttons
located in the upper left hand corner of the reservation.
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Change Reservation

Restt 157 Adit Teen Chid Pets
Rate Plan [RACK | v Type|1B 1§ B0 Eio &
Rate| 10000|  Room|412 OK Propetty = Tower 1 v

Anival | Sun030115 |~ Nights | 13| Departure | Mon 0302115 ||
‘Change Rate Related Fields _ . _ _
Dates & People ~ Room Type | Room# | Rates Send Emal | Send Text |

¢ These changes can trigger a rate change or may affect availability

 [fthere is a rate change the user will be prompted to Keep Old Rates or Use New
Rates

Change tracking

Changes to a reservation can be tracked with the Change Tracking module.

B & Frsionkas Salors - HUESSin by Boort Dot P, rz bemon Szeriatacery

Sud Bernad v Mg bakl draeeqae W Gk Sqedn Sd. (R Ui B Aaamdee Spirs Dapdl erp

A2 I30rdfan Tedr | [§ R Osmnliea FiHwcfa - B reAvek 8 ITie koo |4 CEDaceiam | #  T13 Cicetha
L S sl

[ =

S [ Nelmat Gotn: D Abb - ani 156 - Moom 526 (14: Mreassign - Tuw)

e

g " Haes Taus xdowal || Toze Ak H Chgar: Mear | Tosa | 2 Shessis | ade Cregp Jgeesl CTES “rs " " | Dn D Cragl Mok d ToleD Mokl MM |Mekl| "Alea TiSp
ek ' GkoktE  Ba T4 =R G DEIRE) 1L M| AR 4630 00 QM 453 DD D

ko

T [

TR TR T E R LR 1 im0 e [ il

f‘:;‘" [=] et Hesewabor. Heos 155198 sbiodiid Moot 325 1Moo Ivpec K 150 ko 130T1E |t Tea

o P Jmtnd || Clhoage ey | Faia | Gk e Twip Cheges Bowws  Sretwwos | deveas Sow Homsksing | Tae Code Tals whecOeier Gt | g Gaom | Teew Wi Cheme | S| fwees "as

Viopbory 0 rvmey D3 (el | Daiell W TEsEET

_o;_',h* S Crmrgesd 4-| Thoapudfy = Hurw 4-| Pakvn 4-|h.34- Mg By = Ty | Pla ) Row Sl Samsih = ...o-.a:..,...q-r..'.us-u..'-:;:.;.:sq{
- e— T Cak [ R = Fuaa m B = Fpae L Y ¥ =L o Tl [ 18" Sy = . = DO TR
- |
Traarhr AR TR (a0l idekTE | ATL 1M K AT T [lRE 1 I
i e ¢ [ DVIGII INEN | Cugial Maced | EobolEE | TS 1 et 1 K WK | 100 X 208 I
okl ol

° The Changes tab will hold the Change Tracking logs, and can be accessed from the reser-
vation

° Changes for all reservations can also be found under System > Change Tracking > Ana-
lysis

» Can use multiple variables, such as

LIFE OF ARESERVATION

Every reservation has a set of functions that will most likely be performed on it during the
course of an individual’s stay. This is what we refer to as the “life” of a reservation. This
section will outline these common functions.
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Check-In

To check a reservation in:
° Find the reservation using F3 (Find Res) or F6 (Arrivals)
° From the Options Panel, select Check-In
¢ Inventory check-ins will require that a room be assigned

® This screen is the same as the Available Rooms screen (see Reservations
outline for details)

¢ Verify Room Status as Clean and Occupancy as Vacant
° You can also change the room at this point if desired
° Once aroom is selected, the Check-In screen will prompt to take a payment

* Note that you do not have to do this, and can select None if payment is taken upon

check-out
4 check-ir for BirchyKenry Y
Comments Motes hinerary Falio
Restt | 164| Type | P2 | Mame | Buch/anny [ Groun | [AR  Teen Chid FPels
Arive | Sun | 312015 | M| 2| Depan [ Tue | 222015 | Leader 2 Bl B0 Bo B
Room | 204 | Typn (DD | Snatus [Cloan | Sham fwg Rate| 15700 Pan 6250 |
Room Status: Clean Rale Plan | B350 | Awg Aate 157.00
Qccupancy. Vacant £ Plan Total Rate M
Folio | Balance $258 98 n'm
Tetal Tax [T 21.58
() Mone (8} Paymert () Auhorics CC ) Securty Depoat 2 0.00
) Cash (O Check @ O e ) M O 1::% f-:
s | 25858 Balance [ue Eﬂ:!ll
[ Trarsfer To Group 0.00
Carc o e | Eo o _— e
Cordchier Hamo Feilo A Bal 000
Buth. Cods ﬂ Comecion ¢ Voice Auth Falo B Bal 000
Fok | Balance 258.58
Cresdt Limt 0.00
Card Mumber Ep. Date |/ LYY}
Credt Cand o Swioed
Auth Cade duth, fmowrt |
VIP [~ Allow Move Guar ] Dionit Mass Emai
Cragi Card. Enar the amount of e Fayment sed the cred card infomalion

© Click Check-in
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After a reservation is checked-in, the Continue With screen will appear, allowing you sev-
eral options — such as staying with this reservation, or navigating back to the Arrivals

screen.

Continue With.. *

Check-In Successful
Guest | Margan/Liz |
Res# | 139 | Room | 527 |
Amive | Sun | 3172015 | Days| 1] Depat [Mon [ 3272015
Status | P5; Preassign - Checked In |
Selectwhere to go next:

Continue with the cument reservation <Enbers

Retum | Retumtothe last deplay <Esc>
SendTet | Send Text

Depost | Apply a depost tothe cument reservabon
FindRes | Find ancther reservation <F 3>

Arival | Viewthe Amval it

InHouse | View the inhouse list <F7>

Prirnt Receipt Print receipt for the last payment

If your check-in is late, a prompt will appear asking how to handle charges. Depending on
your property’s late policy, you can either choose to post the missed nights’ charges, or to
change the arrival date and drop the prior nights’ charges.

Late Check-In X
This is a late check-in.

The guest was due to amve Saturday, February 28, 2015 and depart Monday, March 2, 2015

() Checkn this reservation and charge the guest for all past days. The reservation amival date will remain
Saturday, February 28, 2015. The date on all charges prior to Sunday, March 1, 2015 will be changed to
Sunday, March 1, 2015 so that the night audit reports for past days will not be changed.

(@) Change the amival from Saturday, February 28, 2015to Sunday, March 1, 2015. The departure date will remain
Monday, March 2, 2015. All charges priorto Sunday, March 1, 2015 wil be deleted.

() Display this reservation in the change screen to allow dates to be changed manually.

Cortrwe | [ Cancel ]

Once the reservation is checked-in, you can locate it with the F3 (Find Res) or F7 (In-

House) shortcuts.
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Posting Charges

A reservation can have charges added and viewed in multiple locations.

o Folio tab: When a reservation is highlighted, click on the Folio tab to view a breakdown of
the charges currently set towards a reservation

= Curvent Reserviion Res? 343 | PR | Mosgarsliz * Sooen 125 | Roww Tyoe § | V10150 335 | Gu: He

Fes Dwisil | Chasgs Surwessy 080 Cisdi T DalyChowges | lisssn Pieleresoes | Dovresx Mouss  Hmmebesisg | ee Codss Tes ek Ovders GuestFise | ok B | Qe Mo | Cuwoes | 5w
Foles

Toasd Pamrwsris T C Hee Tz Prria

P | [Cawer | Folz Fier |4 « A TEE 71 ane| 165 2| [ twer ot Prar Tta

g | | Change 1 Feia Tuze [A0 < Achal RN ane| x|
Eval Fral Charge

Gwe | R ~ |l - n | Ma Ixw

oW 4 ¥k Desesipben Riee " Gr |Dope| Teo | Told  Te P o | By | WeAe | Zed | B
[[EEs | - | 1 Foking Gaings LT T 1T O 1T I I | EREET

(1773 T I Fakie) Sukyge (T VI T- R T/ VT TR 1] BO0MIED
[T < EAD A Wiy Chy-Feen %I TR0 | LBd LM Jo0 11008 v NI | AACK
[T T L] I Fakiw Geige (LT VIR | T T T ] oM

[T LT 2 Fakis Suckyge (L T T R TT R ¥ 1] SOMIEE
s =3 1 B Sowwic =@ | LM =00 180 amsn & TOUMIEE

[T (=1 1 Eeadnt a1 | LM 1500 pE6 15 T = OOMEE | DOOMaE)
Ans (1719 1 Ercdkimi ETT T | T 7 T e T Ty = meaMiEl | coMiE

» The following fields are the ones that you will most likely take note of on a daily
basis:
® Date: the date that the transaction was posted
® Pre: the flag for if a charge was pre-posted

B (Cd: the code for the transaction (the first two digits indicate the ledger table,
and the latter two indicate the tax code)

® Bkt: the bucket (used to separate transactions for RDP purposes)
® *:the override flag, indicating if a rate has been overridden
® Ty: the folio that the charge will be posted in

° AB,ILM,L

o Used mostly for groups and will cover in depth in that class

° Can be used to separate details for a guest (work, spouse, per-
sonal)

® No Prt: the No Print flag, indicates that a charge will not be included on the
printed receipt

o This is usually set for deleted transactions and corrections

° No Print transactions can be hidden by ticking the “Hide No Prints”
checkbox

® No Prt#: the transaction number of the corresponding correction
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¢ The folio can also be filtered and viewed by the drop-down containing the following

options:

® All: all transactions, posted and pre-posted

® Actual: only posted transactions

® Pre-posted: only pre-posted transactions

° Charge Summary tab: This tab contains the rate plan information, other charges, and bal-
ance dues for a specific reservation

=] Camrent Reservation: Res# 340 | P§ | Morgan/Liz | Room: 125 | Room Type: @ | 312015 fo 322015 | Guar: No
Res Detsil Charge Summary  Folio | Credit Card Daily Charges | linersry Preferences | Comments Notes Housekeeping | Pey Co

Foko Fier | Al «|  Cortrol Rate Plan [ | Fute Plan [RACK |  avg Rae [ 11000]

Charge Totals
Total Rate 110.00
Other Charges 47.00)
ot Ta
Total Charge 166.20)
Payments 0.001
Balance Due 166,20

Cther Charges - Dietail
Cther Charge 1
Otrer Charge 2

2200

Totals

.00

47.00

Balance Dues
To Group 0.00|
To Leadsr 0.001
Folka A | IP 36,50/
Folo B | IP 0.00|
k!
Gt

¢ You can filter the folio by All, Actual, and Pre-Posted here as well

° Post Charge: From either the Post Charge button in the Folio tab or the Options panel,

charges can be posted to an account

B3 o Chavge
Comeeris  Mokes  Enevary  Fobo

Page 12 of 29

Fes# [ 20| Type | PY | Hawe | Morpaniliz | Goup [ TR Teen irid  Fels
Mo [5on | 3172005 | M| 1] Depat [Men | o008 | Lasder [ [z Bl Bl Bl B
Foam (125 Topa |0 s Dhsar Shar | oo Fadu| 71000 Pan [RALK
O Tebadl  How Cluspes Mew Tolal  Coodl Lk Crodt Lok Ik i
o 50| xm) | [ | E] x5
Chasge Duse Trercacson Code Descaplon Fice: Guadly I Pl Fuls Type Dreride
Son V01115 [ | Sebect | 000 100 O [Defma v
Post 1 & Clean P L Bekd Package te Lt |
Mew Charges to be Saved

o Pre Code | Desonpbos frce Ony (Chage Tex? Tawl |Totz
»| @OWNS EZI3  Har Service o0 100 IS 000 150 2§
T ¥

| Sevels | Save Lis 8 Clse
Falio

Crag 8 colemn feader hens o gmo

Daw | P ¥ C4 ¥ B Desciiptan Frice |=| Gry | Chaige  Tax | Telal | Ty F'qup:'n|m|m-ﬁﬂ‘ Segt ';; =
meEis | ¢ R 7 Fakng Garage W00 10e 000 @00 W | I | DoOMEs7

[E2ES T B 2 Ferking Serchenge 100 | 100 100 o000 o | 00004353 |
IS . R Highlly Chg - Aoes Wbl 1003 106 100 7I00 17 W {04367 | A

LN * Em 2 Perking Gerage 10,00 100 000 000 ooa | 0004354 «|

L Dy Febe | | Cowm | beo



¢ Select from the drop-down or just type in the code if you know it
¢ The description will auto-fill

® You can edit the description and add information as needed
¢ Enterinthe price

® A default amount can be set on the transaction code
¢ Enterin the quantity
¢ Indicate the folio type (which folio to post the charges to)
¢ Two options for posting:

® Post1 & Close

° No chance to review, so use with caution
® Addto List

o Useful if you're posting multiple transactions or want to preview
before saving

o Save List will apply the transactions to the folio

Change: If an error is made in a posted charge, the charge can be fixed through the
Change option, found in the Folio tab.
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E heaeevene Changes
Comments  Motes  Rinerary
Restf | 340| Type | P& | Name |Moganiliz | Group [ Al Tewn O Fes
aovn [Sun | 312008 | was [ 1] Depart [Mon [ 323008 | Leader z Ble Bo o 5
IReam | 125 | Type |G | Seatus |Clean Share AvgRate| 110,50 | Plan [RACK

Foko Fiker Fobo Type 2] Hide ¥ Prvr®
|C‘I1mgt| Tmlll:_ M Primt |.9I | |A v'l [ St Rt Flan Tolal
r| e Pre ¥ Cd vmn| Description |P|ine‘||]‘r'.-|l'_“hnrgt|Tu|Tﬂnl|Tv nagp,";g|m Hqu\‘| et
r | oeess - mn 7 | Parking Gerage 0 100 000 000 000 & DODA357
r naans -] i | Parong Surchangs 1.00 100 100 000 100 | DODO4363
r 0a=ns g2 R | Hightly Chg. - Room % %2 TR 10 T T nim W MR35
r | oamns Erre 2 | Parking Gerzge 000 | 100 000 006 000 | DOG04354
O oS a2 2 | Parking Surcharge 100 | 100 100 000 100 | DOO04355
r | oaons 8213 1 | Bar Service =00 | 100 500 150 %50 A DOG04356

6700 020 16620




» The change options are as follows:

® Change
A Change Transsction X
Dacrpbion _-‘d’r Do Flew CASH
Pres | ESHE| __. Code |B100
Extered Cont |H. 'Iﬂ- el i
- Dute | 1072015
Totsl Tax 0.00
Tootal Cost 1501
Fobe Type |Indadusl Foka |
Folo Typs Orvemde  *

| Save | |Ciose | | Heb

° On posted charges, you can modify description, price, and folio
° On pre-posted charges, you can only modify the folio

° |n some cases, changing a transaction will “reverse” the original
and create a new transaction

» Old transactions will be flagged as No Print
® Transfer
° Charges can be moved to another current or past reservation
° Cannot send to a future reservation
® Delete
° Reverses off a posted transaction and both are marked as No Print

o [fthe reservation is still due to arrive, it will completely remove the
transaction

® No Print
o Flags transactions to not print on the folio
° Net of selected transaction(s) must be zero
 Ifacreditcard is on file, two more options will be available:
® Print Receipt
° You can double click the transaction to print as well
® Refund
o Refunds a specific transaction, not merely an amount

° Print, Preview, or Email Folio: If a receipt is required, either for accounting purposes or
because a guest requested it, the options to print, preview, and email a folio are located in
the Folio tab
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Ed Frint Guest Folin - B Frint Lesuer Moo duticns x
Print Fohia Far F'IIr\tFi]III}Fm
(e annn.'m
Rastt 5 ﬂl_‘_‘ L’_‘_f
e 5u1 :.f1m15 Days Deart [Won | 222015 Tha | 2262015 Depert [ 5 J-fl.-'J'I:I'IE
Sanm |PE: Preassion - Crecked In Shaens | PE: Preaasign - Checkad In
Select a folio option  Charges  Balance Select a group leader folio oplion
) Cues Foio | | 50 650 Perssnal Febea [ Chasnges)
O Gusst Folia & | 000 | oo 18 Leader's peronal oo anky
OB Fulio B I I 1 Premsonal ik for sach grous memter ine page fasdh
I} Pamonal ichc for sach group memtes jpage fend)
Dptons for ALL Chamges
{73 Ome Foio wth Al Charmges e e
3 B Fikon with A (7 Dt for o mesmbenrs dne page Seech
12 Dt Fror sl mesrmtenn s fmcl)
Fobs Fller | Actual w 1 Total tor each masmbier fone ek per e
Copes |1 5 Frrt Oose || Heip Copies 1 & Prrd Chsn | Helo

¢ Select Folio (A, B, I, M, L)
® |f you select All Folios, can do as one report, or separate pages by Folio
Type
Payments/Refunds/Transfers

Similarly, payments and refunds can be taken in several locations.

o Deposit/Payment: The option to take a payment or authorize a credit card on a reservation
can be made via the Options pane.
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Pa].TrrEﬂtfoer:lrgan.l‘l.iz k4
Comments Motes [tnerary Folio
Res# | 340] Type | P6 | Name | Moman/liz | Gow | [A Teen CHd e
Anive [Sun | 312005 | Ms| 1] Depat [Mon | 322005 | Leader 2 o S0 SN0 &
Aoam 125 | Type @ | Stetuss | Clean | Share Mg Rate|  110.00 | Plan [RACK |
Folio | Balance $26.50 Raie Plar | RACK | Avg Rate 110,00
S——— i Plan Total Rate 0.00
=t Q) Nore @ Payment () Asthonze CC Total Tax [TA 100
. ) Cash (O Check @ O Wire (O Misc Secusity Depost 2 0.00
Amourt | 26.50| ot | Total Charge 53.00
_ _ Paymerls %50
Card ] Mumber | B a Balance Dus 2650
Cardhoder Name Timmbe T G 0.00
Auh.Code | | 1] Comsction / Voice Auth Transber To Leader 0.00
Folio A Balance 0.00
Folio B Balance 0.00
Card Nuber | Bp.Date | || MY Folio | Balance | %50
Crecdt Card  Enter ar Swipe Card b Sweoad Credit Limit 26.50|
Auth_ Cade Buth, Amount |
| Process | Skip Cose | Hep |

Credit Card: Erier the amount of the Payment and the credit card information

» The static payment options are as follows: Cash, Check, Credit

* Wire and Misc can be defined though the C1PAY5 and C1PAY®6 switches

* If entering a card manually, always get the CID and zip code

o Refund: Refunding payments can be made via the Options pane

My Mqllu*',' 1 s Rate Pl | RACK | Awg Rate 100
O Plars [dsl Ble 1]
O Charoee =00
Mo ) Petrnd Totsi Tax [TA] 150
1) Cash () Oreck 80 ) Waew ) e Sty Dugucall J 1]
Anourt | %% | Total Charge %%
it Faymerts x5
SRR e [ Bsrce e 000
Cartol e Taarve o & retungd amount of 2650 Ras Do eetrred. Cortings with Taarater 15 Groap 000
At Code [ nefunat Tansler Toleaer 000
Eals & Balacw 1]
E ey B e 1]
| 1 = Teks | Ralamce noo

Cand Mussbar —
Crncit Card ! cr | Crwdt Lot x9

* Note that a refund cannot exceed the payments made currently on the reservation

vation to another via the Options pane.
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Transter from MargandLiz *
Comments  Motes  Minerary  Folio

Resd | 340 Type | 6 | Name |Margan/liz |  Gow | [A  Teen Chd Pets
Arve | Sun | 37172015 | Ma| 1| Dopat [Mon | 32205 |  Leader 2 Blo Bllo Bo B
Room [125 | Tvwe [0 Iau!ﬁ,_l_‘_lsu_ fowg Fate| 110,00 ] Plan [RACK |
Max Transfer $26 50 Rate Plan [ RACK | g Rate 110,00
A O Pian Total Bt T
....................... ] mm wm
poout [ %50 Re [ |Q [Fed | Total Tax [TA 3100
Guest | Faom Res Sacurity Deposd 2 000
[Aid | Total Chamge 5300
Paymerts 26.50
fialance Cus 2650
Transter Ta Group 000
Transfer To Leader CLD0
Folin A Balance 0.00
Folo B Balarce 0.00
Card Blumber | |Em,m .I_ (MIMYY) Fala | Bdarce 2650
Credt Cad  Enberor Swipe Card | Swond Crecht Lt | 26.50)
Ath Code | | Ath. Amourd

Transier: Enber the amount and select a reservabion

Bill Charges To

To move transaction charge amounts from one reservation to another, utilize this via the
Options pane.

Bill To Reservation X
Name | Morgan/Liz | Morgan /Liz
Reservation Type | P6: Preassign - Checked In |P5: Preassign - Checked In
Move Folio Balance From | Foko | v|
Folio | balance prior to biling 26.50 -150.10
Bilng Amourt | 2650 | Bill Entire Balance | %50
Folio | balance after biling 0.00 123,60
(Save | Cose | Heb |
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° Commonly used for groups, but can be used to move balance from one reservation to
another

°o Cannot be sent to future reservations

° |If back-to-back reservations, simply check-in the new one first, then can Bill Charges To

Check-out

When a reservation leaves, they are checked out via the Options pane.

Ed Check-out far Cleaver Ward s
Comments Motes [ltinerary Folio
Resit | 292] Type | PG | Name |Cieaver/Viard | Gow [ JAdt Teen Chid Pas
Peive | Thu | 22672005 | Ms| 3| Depat |Sun | 3772015 | Leader| 291 2 B0 Blo B0 &
Room |225 | Type |K | Sestus [Net Ready (Dity) | Share Avg Rate| 23200 | Plan [B260
Folio | Balance $200.00 Rate Plan | B260 | Awg Fate 2200
il Plan Total Aate £56.00
Cther Charges 200.00
Total Tax |TA 4873
O Cash O Check @ Lot Card O Wire O Misc T 5
Total Charge 54473
Payments 74473
Card an| | [ _|@ Balance Dus 200.00
Carcholder Name Trarsfer To Group 000
Auth, Cade :}0 Comection / Vaice Auth Transfer To Leader 251 0.00
Falo A Balance L1111
Faba B Balance 0.00
Card Murber | | Bp.Date | 1 pamon) Folo | Balance | 200.00]
Cred Card » Swiped Credt Limé | 0.00
Auth. Code Auth Amount | |

Fala . .
Preview | Pint  Emad u«mmm? | Process Payment | Check-Out weth Balance i | Cose | Hebp

Credit Card. Enter the amount of the Payment and the credit card information

o Listed below are the notable sections on this screen:
1. Folio Balance: This is an easy indication of the remaining balance on a folio upon check-out
¢ This section auto-updates upon receiving payment
« Will change to say “No Money Due” if the balance is zero
2. Folio Options: On this screen, you can also preview, print, or email the folio

¢ Charges can be added from this screen as well

Page 18 of 29




3. Process and Check-Out: If a balance is present on a reservation, the Process Payment but-
ton will be selectable

* You can also opt not to take a payment upon check-out and select the Check-Out
with Balance button

° This option can be password protected
° There can also be an automatic prompt to print a folio upon checkout

o Similar to a late check-in, an early check-out will prompt the user for options

Early Check-Cut *

This iz an early check-oul . The guest is due to Depart on Thursday, April 30, 2015. Please
choose from one of the following oplions below and click ‘Continue”. Click "Cancel’ to stop the
check-oul process.

() Check-out this reservation and charge the guest for all future days, The Departure date will be changed to

today's date. The date on all charges sfter today's date wil be changed to today and all revenue: will show
on today's night audit

(@) Chech-out this reservation and de MOT charge the gueat for future days. The Departure date wil be
changed o today's date Al charges afler 112015 will be deleted.

() Display this reservation in the change screen to allow dates ta be changed manualy.

| Contrwe  Cancel Help |

e Charge for all future dates
® Departure date is changed to today’s date, and all revenue shows today
» Don’t charge for future dates
® Departure date is changed to today’s date, and future revenue is removed
® |f not charging for future dates, the system will prompt to:
° Post aroom charge for just tonight (late departure fee)

° Include in tonight’s statistics

FRONT DESK OPTIONS

The Options sidebar contains multiple other ways of working with reservations. Listed
below are the options covered in this session:

Change Options

This serves as another way to make changes to a reservation. You can choose from the
options shown below:
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O phons

[ChangeOptions  » ]| Ajpetail  Curl-ShiftsC
Confirmation

Add F N Room & Dates Ctr+D
Sharewith v Folio

Folio » Activity

Activities L3 Motes

Group b .

Add Work Order u Group Reservations

o All Detail will bring up the same screen as double-clicking on a reservation.
° Room & Dates allows you to change the room type/number and dates of a reservation
« Utilize the Availability button to ensure no conflicts or overbooking

¢ There will likely be a rate change; you will either have to keep the old rate or
change to the new one.

Ed change Room/Dates w
Comments Motes [Itinerary Folio

Res#t 80| Type | P6 | Name |Dolenz/Mickey | Group [MONKEES | [A®t Teen Chid FPets
prive [Tue [ 22472015 | M| 6| Depat [Mon | 322015 | Leader| 78] [2 |0 0 0
Room (103 | Type (K | Status |Clean | Share AwgRate|  105.33 | Plan [GRP1

This reservation has activities. F the dates are changed, the dates on the activities will be adusted accordingly. Please check the
activibes after the change = made to make sure they are comect.

Hi'inmhiﬂnl_ﬂ

Amval | Tue 022415 |~ Nights | B2 Departure | Mon 030275 |+]

Foom Type | K- King v Block | MONKEES
| Yield Mgmt Availabity
Room Type Info
SMK  VEW  BAL  HDC  JAC
A felan [Slan [Sllan Blar [V
Room | 103 v [ Remove Ao Move

| Avallable Fooms | | Tape Chart

Detai | | Roomé# info | | Roomi! Web Info

| Save 8 Close | | Close  Hep

o Folio displays the Change/Reverse Charges panel

o Activity displays the Change Activity panel
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» This will be covered in depth in the Activities training session

° Notes displays the Notes panel, where you can add or edit existing notes on a reservation

o Group Reservations allows you to make changes to a group reservation

» This will be covered in depth in the Groups training session

Confirmations

This option allows you to email or print a confirmation to a reservation after it has been cre-
ated in the system.

° You can access these confirmations from one of the following options:
» The Options pane

» Right-click a reservation and select Email or Print Confirmation
Folio
This option in the sidebar is simply another place to make changes to the folio. (See
above sections for more details.)
Activities
Additional activities, such as ski passes and golfing, can be scheduled and added to a
folio for specific days through RDP. This will be covered in depth in the Activities training
session.
Group
RDP offers a group check-in and check-out functionality for smaller groups. This will be
covered in depth in the Groups training session.

Add Work Order

Certain work orders — such as replacing a broken fixture — can be attached to a room and
managed through the Options pane. This will be covered in depth in the Work Order train-
ing session.
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Add Task

Tasks — such as delivering a requested item to a guest — can be attached to a reservation
and managed through the Options pane. This will be covered in depth in the Work Order
training session.

Mass Check-in

This option allows for the check-in of multiple reservations at once.

Check-in All Arriving Guests
| TY | Res# Name Room Type  Room Amive | Depart | Reservation Stat.
" | F1 333 Conway/Tim MRPRK  SPACEDDE 030115 030315
W P2 164 Birch/Kenny oD 204 03NS 030315
v P4 274 Blues/lake KA BOS 03ins 030215
# (P4 278 Blues/Elwood KA o7 03101115 030215
" P4 33 Allen/Tim NRPRK ~ SPACEDDd 030115 030315
I | P4 2n Short/Martin DD 208 03013 030315 | Room Not Ready
|4 162 Crystal/Billy oo 030115 030315 | Room Number Not Assigne
L 163 Burnett/Carol oD 030115 030315 | Room Number Not Assigne
¢ P4 168 Eastwood/Clint K 2 03mins 030315
I+ |P4 158 AlbeniTim oD 120 030115 030315
L] 158 Comway/Tim )} 030115 030315 | Room Number Mot Assigne
¥ P4 143 Phesffes/Michelle oD w7 030115 030315
r (4 138 Kirk/James T. oo 030115 030515 | Room Mumber Mot Assigne
r (P4 | 270 Reed/Sieve K 424 03NS 030515 | Room Net Ready
[~ P4 n Laskanic/Curtis K 425 0ains 030515 |Room Not Ready
W P4 272 Drwens/Jayharwk K 524 0301115 030515
¥ P4 %1 eisins vl oD m 03N5 030515
W P4 2682 Castilla’inmy K 122 03NS 030515
¢ P4 263 Bichetie/Dante K 124 03015 030515
(P4 264 Burks/Ellis K 7] 030115 030515 | Room Neot Ready
I~ | P4 . Twialker/Larmy K 224 030115 020515 | Room Mot Ready
- |P4 | 265 MecCracken/Qunten K 225 03NS 030515 |Room Not Ready
¥ | P4 %7 Reed!Jeff K o 03015 030515 N
< »
Members Checked Out [Process | Close | Heb
0%

° Generally, this option is not used, and should be disabled as a result

° You cannot check someone in if their room is not ready!

Telephone Options

This requires the RG (Phone Actuator) module.
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n Telephone Interface Cptions 4
Comments Motes [linerary Folio

Fest | 80| Type | PG | Mame | Dobenz/Mickey | Geoup [MONKEES | [ Teen Gl Pes
Aiive [Tue | 2242015 ] Ms[ 6] Depst [Mon] 322015 | Lesder| 78] |2 v [0 wfo o
Foam 103 | Type [K | Status | lean | Share Awg Rate| 10533 | Plan [GRP1 |

Message Waitng lamp Telephone use

) TumON _

OT".'OFF resinct

Wakeip Cal Da Mot Distush

I:}Sdl 0700 s AM Tum ON

Dc-'lﬂd Tum DFF

ssage 1o Roo 2 char a
Test Rsam: 103
The Monkees P

Smiaal o ||

° This allows for some phone console options directly through RDP
¢ Can be helpful if you are not stationed near the console
¢ These options depend on the phone switch

e However, this can also add another layer of failure potential

Key Card Options
This requires the RY (Key Card Interface) module.

Request or Venfy Key Cards

Res#t B0 | Type | PE | Mame |Dolenz/Mickey | Group MONKEES | [Adt  Teen Chid Fews
Amwe [Tue | 2/24/2015 | Ms| 6] Depat [Mon | 2272015 | Leader| 78] (2 [0 [0 o
Room | 103 | Type K | Statue [Clean | share g Rate| 10533 | Plan [GRP1
Sekct arcquesttpe | [T v]
Reques Type | Additional Keys
Encoder | Select an Encoder )
Keys Requested |~ 1[3]
Keys Made 0 Sane
Resuit
| Cose || Heb |

° This allows you to activate room key cards through RDP

¢ Can help with streamlining the check-in process
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Global Post

Like mass check-in, this is another rarely used option, and it requires special training for
proper use. If you do not frequently use this option, it should be disabled.

Mass Check-out

This option allows you to check-out every reservation set to depart on a specific day.

Mass Check-Out

30272015

X

Yes

No

° Generally, this option is not used, and should be disabled as a result

UnCheck-Out

This option allows you to undo the check-out of a reservation.

UnCheck-Out Reservation

X

Guest | Anderson/Hamy

J

Current Reservation

Res# | 288 |Room 123

|

Anive | Tue | 2/24/2015 | Days|

5| Depatt | Sun | 3/1/2015

Status | P8: Preassign - Checked-Out

|

Il.hd\ec:k{htl Close | Help

° |nstances when this could be used are as follows:

 [f areservation was mistakenly checked-out

* If a guest comes back and wants to extend

B |nthis case, it’s usually just easiest to make a new reservation
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Convert Res Type

If you need to change the type of reservation — for example, from a preassigned to an
inventory — this option allows you to do so.

M I 1

1
|:: ert fles Type  » Preassign to Inventory
Cancel : )
; P t | k
Un-C. rﬂs.ﬂgn o Sp-n_:m
Special to Preassign =
P i Multipl =
Reports I reassign to Multiple
. Inventory to Multiple r
Confirmations
Front Desk Multiple to Preassign r
Night Audit Cormp to Preassign or Inventory ;
Res Comp Preassign to Comp Inventory
=R e

o This is used if you have mistakenly created a reservation in the wrong type

o Reservation types can be found under the F4 Custom Help shortcut

Cancel/Un-Cancel

In the event that someone decides to cancel their reservation, this option allows you to
cancel a reservation that has not yet been checked in. Similarly, if a reservation has been
incorrectly cancelled, or a correction needs to be made, a cancelled reservation can be
un-cancelled as well. This will be covered in depth in the Reservations training session.

Text communication

When configured, this option allows you to send status updates to guests as text mes-
sages.
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& 7ot Messaging Canfiguration ::-c

et Sastings |
Mobie Fisdd (41672 () Mone (2 Fhore 1 (8 Phane 2 Mobie Type | MOBILE |i
[ Diefmak basting camerio Mone
Teod Meg (FME) Prinider.  Email To Tesd
Text Message Sellings
fctive  Master | Seaf | Meme | O e M4 Foe o0 BedCC g e
] 00 | Te ot ]
[T CAM W0 |TextCRMT | CRMT m
I~ Group W00 TesdG1 Groupl r
[ Guest 0 | TexGHT Guest I
I~ IRM MO TexiFM M i
T FRes W TeciBeal | TextPesd '
[T Res 00 | TexiResi I
[T Vendar M0 Textvl ‘Vendor -
|mi Wilvendor 300 TasdffOW1 | WD andon] mf

Test TAT
Test foe Enail Bady

Add | Chenge | Delte | SmvedCose  Sawe  |Oose | Hep

o This requires the “mobile number” and “carrier” fields in the reservation details to be filled
out

° The system can also auto text when room is ready if Guest Waiting is enabled
¢ The Waiting button must be checked on reservation
¢ Room status must be changed to Clean by RDPWin

® This does not work through the maid interface

PRINTING REPORTS

Access reports

To access RDP’s reports, go to Reporter > Reports and select the appropriate folder.
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o Alternatively, the left side panel contains a Reports shortcut menu

¢ The options within correspond to the current screen

Reports =)
Confirmations
Front Desk
Hight Audit

Change Tracking
Deenial Tracking

Select report

Once you've found the folder that holds the report you need, select the report by either
single- or double-clicking.
o Single-clicking will bring up the report description in the Reports Description panel

° Double-clicking will open the report preview and allow you to view the report

Parameters

Some reports will contain parameters — such as a date range or a reservation number. An
example is shown below:
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Enter Parameter Values ®
Arrival Date Range - Format: "12/31/1599 AmvaRange
~ Start of Range: End of Range:

I... 2 | L]
Enter a Valee: Enter a Vahoe:
[2/28f2015 2| |[3r12015 s
[] tncude this value [ ] Mo lower vakse [+ tndude this valie [ ] Mo upper vake
| ok | cencal |

o |f areport requires parameters, they will likely need to be filled in

« Default options can be configured and selected

| Gruest Arrival Report - Runge

Sirted By Lait Nawis
Arival Dae Fagi: X080008 - #00008

—

e

Teh Jurbd Yo B D Tos  Beas e G M S Dwigh-00  Camsial [T L]
P BpOEN WREFFE  §RACECR KRl [N H
* oo =0 Tk Tand ¥ X
*” 5 m FOUSIES RS Tapa ¥ ¥
= m i FLUSIEY  CEPL Tand r ¥
= 3 124 FLUEIEY AL TA0d YW
" oo ol o Tand ¥ H
™ h = Thkk PA0E emple ¥ H
EY EA = Thkk lang ek r K
L K m BOCKS  GRTI Tana T H
u oo BACK EEE] K
| e P b 1 Toom Mecize 120%

Seury Copar: Tokder | Lo [anize e Lo i

° The report preview screen allows you to:
1. Export the report
2. Printthe report
3. Refresh the data in the report
® This usually requires you to re-enter the parameters

4. Move through the pages of the report

Page 28 of 29



5. Findtextin the report

6. Zoom in or out of the report
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