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Getting Started with Business Sensor

Welcome to the Business Sensor Hotel Management system. Our step-by-step guide will
demonstrate how effortless it is to manage accommodation, inventory, sales, and transactions
alongside your business operations. Keeping your business organized has never been easier

with Business Sensor ERP Hotel Management.
System Requirements for Business Sensor ERP

Note: Need to check your computer’s specs? Click here.

Operating System

e Windows 11, 64-bit, natively installed

e Windows 10, all 64-bit editions, natively installed
o Windows Server 2022, Standard and Essentials

e Windows Server 2019, Standard and Essentials

« Windows Server 2016, Standard and Essentials

Database Server

e Microsoft SQL Server 2017
e Microsoft SQL Server 2019

Hardware and operating system requirements

Processor 1.6 GHz minimum

RAM (client or 8 GB minimum

workstation)

RAM (Server) 16 GB minimum

Disk Space 2.5GB of disk space (additional required for data file
backup).
Note: For the best performance, store your Business
Sensor data file on a solid-state drive (SSD)
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https://support.microsoft.com/en-us/windows/which-version-of-windows-operating-system-am-i-running-628bec99-476a-2c13-5296-9dd081cdd808

Minimum system requirements
The minimum requirement is a core i3 CPU (Client or workstation)
Software Requirement

Access the software required for Business Sensor ERP installation here
Note: You need to register before downloading all the installation files, the registration process
is below.

e Microsoft SQL Server: Microsoft database software allows you to manage your
database.

e Microsoft .Net Framework: Enables you to accomplish a range of common
programming tasks, including string management, data collection, database
connectivity, and file access.

e Crystal Report: allows a developer to create reports and dashboards from a variety of
data sources with a minimum of code to write

e Business Sensor: This includes a Complete Accounting Package, BS Point of Sales,

Hotel Reservation Management, etc.

Server Installation: The following software are required for Business-Sensor ERP.

1) Microsoft SQL Server
2) Crystal Report

3) Business Sensor

Client Installation: The following software is required for client-side installation

e Crystal Report
e Business Sensor

Note: Download all the software needed here
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https://www.businesssensor.com/Product/Downloads
https://www.businesssensor.com/Product/Downloads

Register and Configure Business Sensor Hotel Management Software

Please note that for all downloads, you should visit our website and click on the download
button to access the Management Studio file. Follow these steps to register and download the

software

Step 1.
Click the “Download Page” button.

C QO B htips//www.businesssensor.com/Product/Downloads B nox @ 9
Database Cloud system, enables management of Multiple stations into a single database without the need of heavy internet :
bandwidth nor VPN. Just use any available internet connection and you are good to go

5 DISTRIBUTION MANAGEMENT SYSTEM

Multi-Store based inventory system, Unlimited units of measure setup per inventory item, Works with cloud database for stress 8 Files Available 6 Files Available

free integration of multiple stations WITHOUT using VPN

¢ EXAMS AND RECORDS

Makes Exams and Record management as easy as ever. Has a windows based module that connects with a cloud account. The g Files Available 4 Files Available
web portal can complete student self management

7 Hotel Reservation ERP with Inventory, Accounting and KeyCard Lock Integration & Download Page... Jll & Download Page..
8 Files Available 6 Files Available

Benefits of using a hotel management ERP system with integrated accounting and inventory
management modules:

lined C ions: A hotel \t ERP system with integrated accounting and inventory management modules
can help streamline operations by providing a centralized platform for managing all aspects of hotel operations. This
includes i ions, room inventory levels, and financial transactions. By eliminating the need for
separate systems and manual processes, hotels can save time and reduce errors.

Improved Financial Management: With integrated accounting modules, hotel management ERP systems can provide real
time visibility into financial transactions and revenue streams. This can help hotel managers make informed decisions
regarding pricing, promotions, and inventory management. Additionally, the system can automate financial processes such
as billing, accounts payable, and accounts receivable, reducing the risk of errors and improving cash flow.

Step 2.

Choose 'Register as a new user' to create an account, or enter your log in credentials.

Remember me?

0g In
Register as a new user )

Forgot your password?
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https://www.businesssensor.com/Product/Downloads

Step 3.

Complete the form with the necessary information and then click the 'Signup' button.

Login Detail

Email

Password

Confirm password

Organization/Contact Person’s Detail

OrganizationName

Contact Person

Contact person’s Designation
Contact person’s Phone

Organization Address

City
State/Province
Country

Profile Picture

What is 9 MINUS 5

Step 4.

Port Harcourt

Nigeria

Ed Choose File... < Remove

Once you have successfully signed up, click on the download link.

e demol- Your Account Detail

Device Licenses
L
Business Sensor ERP License
. 3

Licenses: 0
Upgrade Insurance

Subscriptions : 0

Organization Profile

Profile for demo1

O

Email Reporting Service
Daily E

eporting Service S

Subscriptions : 0

Cloud Comprehensive Report

Cloud Comprehensive

Report Sub.

Subscriptions : 0

Wallet Balance

Account Wallet Balance Deposites
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Step S.

Afterward, click the 'Download Page' button to access the installation files for Business Sensor
Hotel Management Software.

c B 1ox @

ngle database without the need of heavy internet ALt e

bandwidth nor VPN. Just use any available internet connection and you are good to go

5 DISTRIBUTION MANAGEMENT SYSTEM & Download Page... J§l & Download Page...
Mutti-Store based inventory system, Unlimited units of measure setup per inventory item, Works with cloud database for stress & Files Available 6 Files Available

free integration of multiple stations WITHOUT using VPN

Makes Exams and Record management as easy as ever. Has a windows based module that connects with a cloud account. The ¢ Files Available 4 Files Available
web portal can complete student self management

7 Hotel Reservation ERP with Inventory, Accounting and KeyCard Lock Integration & Download Page... fll & Download Page..

8 Files Available 6 Files Available
Benefits of using a hotel management ERP system with integrated accounting and inventory’
management modules:

lined Operations: A hotel 1t ERP system with integrated accounting and inventory management modules
can help streamline operations by providing a centralized platform for managing all aspects of hotel operations. This
includes managing reservations, room assignments, inventory levels, and financial transactions. By eliminating the need for
separate systems and manual processes, hotels can save time and reduce errors.

Improved Financial Management: With integrated accounting modules, hotel management ERP systems can provide real
time visibility into financial transactions and revenue streams. This can help hotel managers make informed decisions
regarding pricing, p and inventory it. Addi lly, the system can automate financial processes such
as billing, accounts payable, and accounts receivable, reducing the risk of errors and improving cash flow.

Step 6.
Click all the 'Download' buttons to download all the installation files needed to get Business

Sensor Hotel Management Software up and running and then install them.
siness Sensor EF X | =+
s://www.businesssensor.com/Product/Downloads?productid=6&productName=BS%20POINT%200F%20SALES&mode=Server#

sor CRRuntime_32bit_13 0 23 Crystal Report Runtirr

4 BusinessSensor CRRuntime_64bit_13_0_23 rystal Report Runtime 1 919MB  13Jun, 2021 [T
File
5 Crystal Report Runtime 16 Crystal Report Runtime 16 741MB 13 Jun, 2021
Dot Net Framework 4.0 Microsoft 40 13 Jun, 2

nstallation file download

Microsoft® SQL Server® 2012 Express With Tools 32bit Microsoft® S0

[
{
£

-, ftSQL Server Studio 19.1

m th,

ata store for
"

top appl

®
&
s’
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Install and Configure SQL 2019 Management Studio

Step 1.
Double-click the downloaded SQL Server file.
Note: The downloaded file may be in the default download folder on your PC or your choice

folder

]_ Home  Share  View  Applicalion Toals

Qi
j-% =L e ;% x iIl = ‘F:']Nmnlem- ;i A open~ ﬁk\snd FEC
— = Copy path  fleyeest — Tmm 22 Select none
9 pntoQuick Copy Paste Move Copy Delste Rename  New Properties
i Frsteshotas " . = L gHstoy 7 invert selection E
clipboard Organize New Open Select
&« 5 v 4 &> ThisPC > Downloads v G P Search Downloads
7 BIZCAPTOR Name Date modified Type Size
7 Business Sensar 5.23.03  Alang time ago (2)
T VIOMAGES E Password 123 5/5/2020 837 PM Text Document 1KB
» @ OneDrive #5 SOLDPRADV_2019_x64.ENU 6142022 433 PM Application 808554 KB
~ [l This PC  Earfier this year (10)
> il Desitop 2 BKRosebuddb?7-01-20222023 8 1714 5.3 (1) 1772023 6:42 P File folder
> § Documents
8 %1 geapidil Application extens 385 KB
> & Downloads
01- WinRAR ZIP archiv 2
s @wsc B BRosebuddb?7-01-20222023 B 17.14.53 WinRARZP archive 11922 KB
> I Pictures 3 BXRosebuddb27-01-20222023 B 17.14.5.3 (1) 8/17/2023 639 PM WinRARZParchive 35204 KB
> i Videos B BIEJELFSViAeITioonDA 745068 To6304db98efGe3260281.  £/21/2023 11:19PM Microsoft Word D.. 1,160 KB
» e Local Disk (€
% ‘technical support coursera 8/22/2023 401 PM Rich Text Format 4KB

> Sl Network
58items  1item selected T8IMB

Note: If your computer requests for “User Account Control” authentication, click Yes
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Step 2.
Click the OK button to select the default directory to save the extracted file.

A A Bl A vl
‘SR-E L Manage
Wome  Shwe  View  Apphcation Tools
i & cn 2 x = = 3 Now tem = | Miopen~ Hseecs
W Copy path ) Easy access ~ Ean Select none
Pin to Quick Paste ve Copy Delete Rename  New Proper
Copy SRR i enan, | e O | Drte e | New. PI Tostony invert selection
Organce New open select
P 42 4 > ThisPC > Downloads > v > it Dow
BIZCAPTOR Name Date modified Type Size

Business Sensor 5.23.03 A long time ago (2)

VICIMAGES Password 123 5/5/2020 837 PM o sme 1
*: @ OvaDvive #8 SQUEXPRADV_2019_x64_ENU B0AS54 K8
~ Il This PC Eartier this year (10
Choose Diectory For Exracted Fles
& Desiaop BKROsebuddb27-01-20222023 8_17_14.53 (1) £40 G4\Dowrloads\SGLEXPRADV_2019_x64_ENLY
& Documents " =
+ geapi
> 4 Downioads o)  coee Bomse
© Music B BKRosebuddb27-01-20222023_8_17_14 53 RSSO e 11,922 K8
PN Pictures B BKRosebuddb27-01-20222023_8_17_14 53 (1) B/17/2023 639 PM WInRAR ZIP archive
> [ videos &) bIgjEL DA_; 8/21/2023 11:19 PM ™ 1t Word D 1,160 K
%= Local Disk (C) ™
) technical support coursera 023 401 PM Rich Text Format axe
> W Network — L
tl 59items 1item selected 789 MB [=]
AW AL R, S S B =~
T ooy
ome  Share  View  Apphcation Tool o
« - 3 New tem - » B - Select alt
u & Cat = x -I Ree = W Open + ct al
p W Copy path 1) Easy access ~ [ Select none
Quck Copy Paste e More Copy | Delte Rename  New PrOpertes ~ isory | vt seiecion
cipboard organce new open Select
€ v ™ & > ThisPC > Downicads > v C Seard
BIZCAPTOR Name pe e

Business Sensor 5.23.03 A long time ago (2

VICIMAGES

Password 123 5 ——_—
@ OneD:
e #8 SQLOPRADY_2019_x64 ENU Microsoft SQL Server 2019 Express Advanced x
~ B This PC Earlier this year (10)
il Destop BKRosebuddb27-01-20222023 8_17_14.¢
s e Prepanng: C:\Users P ELITEBOOK 840 G4\Dowrio...\SQL_ENGINE_CORE_SHARED. MSI
> @ Documents X
S an |
T 8] geapi [ cance |
© vusic B BKRosebuddb27-01-20222023 8 171453 BN77202s ST WINKAK £ BrcTive 11,922 K8
P8 Pictures B BKRosebuddb27-01-20222023 8_17_14.5_3 (1) 8/17/2023 6:39 PM WinRAR ZIP archive 35,204 KB
B videos &% bIEELX DA_ 21/202 M

> %= Local Disk (C)

&3 technical support coursera

> W Network
60items 1 item selected 789 MB =|lo

Step 4.
Select the first option: “New SQL Server stand-alone installation or add features to an

existing installation” Click Next for a new installation to begin.

A
& SQL Server installation Center = o X
Home  Share  View  Ad
Planning : i« server 5t ptures 10 an existi I °
stalation 3 Launch a wizard to install SQL Server 2019 in a non-clustered environment or to add
features to an existing SQL Server 2019 instance.
@ ek
Install SQL Server Reporting Services
Launch s download page that provides  link to install SQL Server Reporting Services.
Resources An internet connection is required to install SSRS.
Options. Install SQL Server Management Tools
BIZCAPTOR Launch a download page that provides 2 link to install SQL Server Management
Studio, SQL Server command-line utilities (SQLCMD and BCP), SQL Server PowerShell
Business Sensor 5.23.03 provider, SQL Server Profiler and Database Tuning Advisor. An intemet connection is
2 VICIMAGES required to install these tooks.
@ OneDrive Lz install SQL Serves Data Tools
Launch a download page that provides a link to install SQL Server Data Tools (SSOT).
~ Bl This PC SSOT provides Visual Studio integration including project system support for Microsoft
Azure SQL Database, the SQL Server Database Engine, Reporting Services, Analysis
il Desiaop Services and Integration Services. An internet connection is required to install SSOT.
1 Documents
¥ Upgrade from a previous version of SQL Server
> ¥ Downloads
= 0 Launch 2 wizard to upgrade a previous version of SQL Server to SQL Server 2019,
© Music Click here to first view Upgrade Documentation
8 Pictures
& videos
= Local Disk (C)
W Network
Microsoft SQL Server 2019
60items 1 item selected 789 MB




Step S.
Check the

I accept the license terms” box and click Next

IS ot A o= pmeettman| b feea g bl ‘ AaBchDd‘ AaBbccDd AaBbDC( AaBbCcL A D AaBbCcDd AaBbCcD  Adk
AL e - . a TR N imim mee o btle Em..,  Em
T SQL Server 2019 Setup - X
*| License Terms SR
To install SQL Server 2019, you must accept the Microsoft Software License Terms. l
|
License Terms
MICROSOFT SOFTWARE LICENSE TERMS
Global Rules |
Microsoft Update MICROSOFT SQL SERVER 2019 EXPRESS
LIS Updafa These license terms are an agreement between you and Microsoft Corporation (or one of
Install Setup Files its affiliates). They apply to the software named above, which includes the media on which
Install Rules you received it, if any. The terms also apply to any Microsoft services or software updates
Feature Selection (except to the extent such services or updates are accompanied by new or additional
Feature Rules terms, in which case those different terms apply prospectively and do not alter your or

Step 6.

Microsoft's rights relating to pre-updated software or services). IF YOU COMPLY WITH
'THESE LICENSE TERMS, YOU HAVE THE RIGHTS BELOW FOR EACH SERVER YOU
PROPERLY LICENSE. BY USING THE SOFTWARE, YOU ACCEPT THESE TERMS. IF YOU
St DO NOT ACCEPT THEM, DO NOT USE THE SOFTWARE. INSTEAD, RETURN IT TO THE
RETAIILER ENR A REFIIND NR FRENIT If vau rannat ahtain o rafund thara rantact

L 9
Copy  Print

Feature Configuration Rules

Installation Progress

@ | accept the license terms and  Privacy Statement

SQL Server its i ion about your i ion experience, as well as other usage and
performance data, to Microsoft to help improve the product. To learn more about data processing and
privacy controls, and to turn off the collection of this information after installation, see the
documentation.

Cancel

Amz Ten Wy

\;r\ (Ctrl) -

In the "Product Update" page, Click Next to proceed to the next page

T | A A |[Aav

% X, X

& ‘ F= T oaE SR =S Es | 24 | AaBbCcDd | AaBbCcDd AQBDC( AaBbCcL AAd D AaBbCcDd AaBbCcDc
& L Ahe a | I i A - o B e e e A - e ~ “btle Em.
T SQL Server 2019 Setup - X
| Microsoft Update A
Use Microsoft Update to check for important updates u
|
Licence Jerm= Microsoft Update offers security and other important updates for Windows and other Microsoft
Global Rules software, including SQL Server 2019. Updates are delivered using Automatic Updates, or you can visit
Microsoft Update the Microsoft Update website.
Product Updates ["] Use Microsoft Update to check for updates (recommended) I
Install Setup Files
Mi e FA
Install Rules
Feature Selection Mi Privacy A

Feature Rules
Feature Configuration Rules
Installation Progress

Complete

Cancel

Nmae




Step 7.

In the "Install Rules" Page,

click on the Next button.

4 saL Server 2019 Setup

Install Rules

Setup rules identify potential problems that might occur while running Setup. Failures must be corrected before Setup

can continue.

License Terms Operation completed. Passed: 3. Failed 0. Waming 1. Skipped 0.
Microsoft Update
Product Updates Hide details << Re-run
Install Setup Files View detailed report
Install Rules
Feature Selection Result Rule Status
Feature Rules [¢] Consistency validation for SQL Server registry keys Passed
Instance Configuration (<] Computer domain controller Passed
Java Install Location A\ |Windows Firewall Waming
Server Configuration [©] SQL 2019 minimum CTP for Upgrade and Side by Side Support | Passed
Database Engine Configuration
Consent to install Microsoft R ...
Consent to install Python
Feature Configuration Rules
Installation Progress
Complete
1
< Back Next > Cancel J
Step 8.
.
In the Feature Selection page, make sure you select:
a) Database Engine Services
b) SQL Replication
I A 1 a RS EESt % = = s ~ btle En
T sQL Server 2019 Setup = X
© . Feature Selection &
Select the Express features to install. ®
'
License Terms
[ ] Looking for Reporting Services? Download it from the web
Global Rules
Microsoft Update Features: Feature description:
EIECec Uraes The configuration and operation of each
Install Setup Files [ Database Engine Services instance feature of a SQL Server instance is ~
Install Rules B SQL Server Replication isolated from other SQL Server instances. SQL
Feature Selection ["] Machine Learning Services and Language Prerequisites for selected features:
R
Feature Rules s Already installed:
[] Python .
Instance Configuration (v Windows PowerShell 3.0 or higher
Server Configuration ["] Full-Text and Semantic Extractions for Se: - Microsoft Vi.sual Lo+ 2017 Redistributable
Database Engine Confi ["] PolyBase Query Service for External Data Dk Spece Rech Bements
Festixe Configiation Rules o r"g-ﬁva connector for HDFS data sources Dri‘{le ::I 1314 MB required, 398039 MB =
available -

Installation Progress

Complete

Select All Unselect All

Instance root directory:

C:\Program Files\Microsoft SQL Server\

Shared feature directory:

Shared feature directory (x86):

C:\Program Files\Microsoft SQL Server\

C:\Program Files (x86)\Microsoft SQL Server\
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¢) Client Tools Connectivity

d) Client Tools Backwards compatibility and Client tools SDK.

e) LocalDB
Click on the Next button.

T S0L Server 2019 Setup

Feature Selection

License Terms

Global Rules
™! Product Updates
Install Setup Files
k-

Install Rules

Feature Selection

Feature Rules

Instance Configuration

Server Configuration

iy Database Engine Configuration
1e|  Feature Configuration Rules
Installation Progress

Complete

Select the Express features to install.

0 Looking for Reporting Services?

Features:

[ Full-Text and Semantic Extractions for Se:
[ PolyBase Query Service for External Data
[[]Java connector for HDFS data sources
Shared Features
Client Tools Connectivity
Client Tocls Backwards Compatibility
Client Tools SDK
SOL Client Connectivity SDK
LocalDB
Redistributable Features

< >

Download it from the web

Feature description:

The configuration and cperation of each
instance feature of a SOL Server instance is
isolated from other SOL Server instances, SOL

Prerequisites for selected features:

Already installed:
Windows PowerShell 3.0 or higher
i.. Microsoft Visual C++ 2017 Redistributable

Disk Space Requirements

Drive C: 1497 MB required, 341508 MB
available

Select All Unselect All

Instance root directory:

C:\Program Files\Microsoft 5QL Server

Shared feature directory:

Shared feature directory (x86):

c\Program Files\Microsoft SQOL Server\

c\Program Files (x26)\Microsoft SOL Server',

< Back Next > Cancel

Step 9.

In the Instance Configuration page, check the Named Instance and click the Next button.

e -
% SQL Server 2019 Setup

Instance Configuration

a o

- O X

Specify the name and instance ID for the instance of SQL Server. Instance ID becomes part of the installation path.

License Terms

Global Rules

Microsoft Update

Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Instance Configuration
Server Configuration
Database Engine Configuration
Feature Configuration Rules
Installation Progress

Complete

Q Defaultinstance

“h

MNamed instance: ~ MSSOLSERVER
Instance ID: MSSQLSERVER
SQL Server directory:  C:\Program Files\Microsoft SQL Server\MSSQL15.MSSQLSERVER

Installed instances:

Instance Name Instance ID Features

Edition Version

< Back Next > Cancel
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Step 10.

In the Server Configuration page, click next to load the next page.

= ahe
e X2 A
T SQL Server 2019 Setup

©++, Server Configuration

ol

- | | ARavuLLLY

Specify the service accounts and collation configuration.

License Terms

Global Rules

Microsoft Update

Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Instance Configuration
Server Configuration
Database Engine Configuration
Feature Configuration Rules
Installation Progress

Complete

Step 11.

Service Accounts  Collation

Microsoft recommends that you use a separate account for each SQL Server service.

Service Account Name Password

SQL Server Database Engine NT Service\MSSQLSERVER

SQL Server Browser INT AUTHORIT\LOCAL ...

Startup Type
Automatic ~

Disabled v

() Grant Perform Volume Maintenance Task privilege to SQL Server Database Engine Service

This privilege enables instant file initialization by avoiding zeroing of data pages. This may lead
to information disclosure by allowing deleted content to be accessed.

Click here for details

< Back Next > Cancel

AALUULLLU QDL AAUULLL J A4 L AGLULLLU  AubuLLL

~ “btle Em.

In the Database Engine Configuration page, either check "Mixed Mode (SQL Server

authentication and Windows authentication)" and provide the password for the SQL Server

system administrator account or check "Windows authentication mode" and configure your

SQL Server Management Studio later (Check the configuration after the installation). Click the

Next button after your option.

T SQL Server 2019 Setup

Database Engine Configuration

Specify Database Engine authentication security mode, administrators, data directories, TempDB, Max degree of
parallelism, Memory limits, and Filestream settings.

License Terms

Global Rules

Microsoft Update

Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Instance Configuration
Server Configuration
Database Engine Configuration
Feature Configuration Rules
Installation Progress

Complete

Server Configuration Data Directories TempDB Memory User Instances FILESTREAM

Specify the authentication mode and admini for the Datsbase Engine.

Authentication Mode
O Windows authentication mode

7 Mixed Mode (SQL Server authentication and Windows authentication)
Specify the password for the SQL Server system administrator (sa) account.
Enter password:

Confirm password:

Specify SQL Server administrators

CADLAP3\HP ELITEBOOK 840 G4 (HP ELITEBOOK 840 G4) SQL Server administrators have

unrestricted access to the Database
Engine.

Add Current User Add... Remove

<oac =
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Step 12: Wait for the installation progress to start.

T SOL Server 2019 Setup - [m] X

Installation Progress

License Terms

Global Rules

Microsoft Update Producing intermediate status logs.
Product Updates

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Instance Configuration

Server Configuration

Database Engine Configuration
Feature Configuration Rules
Installation Progress
Complete

Next > Cancel J

Step 13: Note: If the message about the restarting of your server appears, click OK button.

T saL Server 2019 Setup - o x

Installation Progress

License Terms

Microsoft Update Install_sql_diag_Cpu64_Action : WriteRegistryValues. Writing system registry values Key: [1], Name: [2],
Product Updates Value: [3]

Install Setup Files

Install Rules

Feature Selection

Feature Rules

Instance Configuration

Server Configuration

Database Engine Configuration
Feature Configuration Rules
Installation Progress
Complete

Next > Cancel !
= =
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Step 14. Finally, on the "Complete" page, click on the Close button to exit the application.

L L] — e
|| % saL Server 2019 Setup - [ul X

License Terms Information about the Setup operation or possible next steps:

Complete
Your SQL Server 2019 installation completed successfully with product updates.
ﬁ Global Rules

Microsoft Update Feature status
S Database Engine Services Succeeded
P (@ 5L Server Replication Succeeded
Install Setup Files @ SQL Browser Succeeded
| Install Rules @ SQL Writer Succeeded
ug Feature Selection @ Client Tools Backwards Comp i Si ded
(4 Clizmt Tanle €DK Surreadad

Feature Rules
Instance Configuration

Server Configuration Details:

>

Database Engine Configuration Install successful.
Feature Configuration Rules
Installation Progress

Complete

Summary log file has been saved to the following location:

C:\Program Files\Microsoft SQL Server\150\Setup Bootstrap\Logh20231007 220010
\Summary CADLAP3 20221007 220010.txt

gl 151 =Ei° N

SQL Server Configuration Management

This is done immediately the SQL server is successfully installed. The following steps
illustrates the configuration: Note: No need to download another SQOL file, Access the already
downloaded SQL Server file and follow the steps stated:

Step 1.

Double click the setup file or right click and click Open.

= __

% Runas aoministrator

J B Manage Downloads = o X
ma
B e vee ven  sophator = (]
N o» BOL X =
R -
opy o Move Copy  Deiete Rename @ Sanwith Microson Defender
(8] paste shenca SR . 2 Share
s
Give access to
This PC » Downloads. Bl Open with WinRAR
Bl Add 10 archive
i Oesirop » o B Ada 10 “SQLEXPRADV_2019_xt4_ENU.rar
SR 5 © Introduction 10 QuickBookS B c0ress ang emit
B Documents » © tsetup a6e492 Bl Compress to “SQLEXPRADY._2019_x64_ENU.rar” and email
P8 Pictures » B edrac fites.
Git-2420-64-bit B ot
BSMANUALS i
W node-v18.17.1-x64 Bl Extract 1o “SQUEXPRADY_2019_x64 ENUL"
CONFIGURATION
- P o taskbar
pee W node-v205.1-x64
ERSONAL & Scan With Smadav
4 revamp # technical support coursera. Restore previous versons
v | 7 @ OneDrive B2 BIELXPSViARITitoeyDA T4 Send to
3 v Wi B BKRosebudab27-01-20222 - M
2 Destop Copy
B BXRosetuddb27-01-20222 Paste
{3 Docoments
& Dosdonts ¥ geapi.an Create shortcut
© Music BKROsebuddb27-01-20228  Delete
Renam
P Pictures Along time ago =
0 videos Properties
Y #8 SQUEXPRADV_2019_x64 61 M
S Local Disk (C
Password 123
| 1 item sesected 769 M 20
asweenag v — PE— i
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Note: If your computer requests for “User Account Control” authentication, click Yes

Show more details

Yes

Step 2.
After the user account control authentication, the installation page will be displayed, then select

Install SQL Server Management Tools.

P e -

bET) T SQL Server Installation Center = a X
| Planning B New SQL Server stand-alone installation or add features to an existing installation
Installation Launch a wizard to install SQL Server 2019 in a non-clustered environment or to add

- features to an existing SQL Server 2019 instance.
Jap, Maintenance

Tools
Launch a download page that provides a link to install SQL Server Reporting Services.
. Resources An internet connection is required to install SSRS.

Install SQL Server Reporting Services

Options Install SQL Server Management Tools

Launch a download page that provides a link to install SQL Server Management
Studio, SQL Server command-line utilities (SQLCMD and BCP), SQL Server PowerShell

4 —e
. required to install these tools.

Lﬁ Install SQL Server Data Tools
? Launch a download page that provides a link to install SQL Server Data Tools (SSDT).

SSDT provides Visual Studio integration including project system support for Microsoft
Azure SQL Database, the SQL Server Database Engine, Reporting Services, Analysis
Services and Integration Services. An internet connection is required to install SSDT.

£

Upgrade from a previous version of SQL Server

Launch a wizard to upgrade a previous version of SQL Server to SQL Server 2019.

s
ﬁsi Click here to first view Upgrade Documentation
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Step 3.
You will be directed to an online platform where you need to download the appropriate tool
for the studio. Please select Download SSMS. Note, make sure you are connected to the

internet for the proper downloading.

[ | 5% Download SQL Server Managen: X | ==

C & /learn.microsoft.com/en
Version
SQL Server 2022 v

% Filter by title

L e Gy S (53

Download SSMS
Release notes
> Overview
> Quickstarts
> Tutorials
> Concepts
> How-to
> References
> Resources
> SqlPackage
> SQL Server Profiler
> Visual Studio native helpers
> Extended Features
> Visual Studio Code
> Tutorials
> SQL Server on Linux
> SQL on Azure
> Azure Arc

El Download PDF

edfrom=MSDN

Leam / SQL / SQL Server / 4

Download SQL Server Management
Studio (SSMS)

Article - 11/14/2023 « 49 contributors & Feedback

In this article

Download SSMS |

What's new
Previous versions

Show 8 more

Applies to: @ QL Server @ Azure SQL Database @ Azure SQL Managed Instance @ Azure
Synapse Analytics @ SQL analytics endpoint in Microsoft Fabric @ Warehouse in Microsoft
Fabric

SQL Server Management Studio (SSMS) is an integrated environment for managing any SQL
infrastructure, from SQL Server to Azure SQL Database. SSMS provides tools to configure, monitor,
and administer instances of SQL Server and databases. Use SSMS to deploy, monitor, and upgrade
the data-tier components used by your applications and build queries and scripts.

Use SSMS to query, design, and manage your databases and data warehouses, wherever they are
on your local computer or in the cloud.

Eov cuctomor nonding o croce nlotnrm comnanion kn SSME éor managing SQL and other Azure

Step 4.

Click on Free Download for SQL Server Management Studio (SSMS) 19.2. Then the download

will start.

[ BT Download SQL Server Managerr

<« C B
Version
SQL Server 2022

x|+

hitps/learnmicrosoft.com/en-u

W Filter by title

o Ve v g A ey

Download SSMS

Release notes

sms,

l0ad-sql-server-management-studio-sst rver-ver168redirectedfrom=MSDN#download.

® 8 &

Additional resources

@ Training
Leamning path
SQL Server upgrades - Training

Running the latest version of SQL Server provides
you with numerous performance and functionality
benefits while also extending the support of your

Certification
Microsoft Certified: Azure Database Administrator
Associate - Certifications

The Azure database administrator implements and
manages the operational aspects of doud-native
and hybrid data platform solutions built on SQL.

1 Documentation
Create a New Registered Server - SQL Server
Management Studio (SSMS)

An overview of how to create a new registered
server in SQL Server Management Studio.

Lesson 1: Connecting to the Database Engine - SQL
Server

Lesson 1: Connecting to the Database Engine
Connect to Server (Database Engine) - SQL Server
Management Studio (SSMS)

Connect to Server (Database Engine)

m = @ &

Downloads

Download SSMS

L Free Download for SQL Server Management Studio (SSMS) 19.2¢

f5SMS 19.2 is the latest general availability (GA) version. If you have a preview version ¢ >°¢ ™"

5-Selup-ENU.exe
5 SSMS-Selup-ENL

IAVB O SITME

T T T e foTe T ST

19.2 upgrades it to 19.2.

T e S S S T T T TS TS

* Release number: 19.2

> Overview o Build number: 19.2.56.2

> Quickstarts * Release date: November 13, 2023

> Tutorials

\ Concepts By using SQL Server Management Studio, you agree to its license terms and privacy statement . If
G you have comments or suggestions or want to report issues, the best way to contact the SSMS

team is at SQL Server user feedback ¢ .
> References

. The SSMS 19.x installation doesn't upgrade or replace SSMS versions 18 or earlier. SSMS 19
b installs alongside previous versions, so both versions are available. However, if you have an earlier
> SglPackage " % = i . v -
9 preview version of SSMS 19 installed, uninstall it before installing SSMS 19.2. You can see if you
> SQL Server Profiler
have a preview version by going to the Help > About window.
> Visual Studio native helpers

S If a computer contains side-by-side installations of SSMS, verify you start the correct version for
) ) your specific needs. The latest version is labeled Microsoft SQL Server Management Studio v19.2
> Visual Studio Code

> Tutorials
Important
> SQL Server on Linux (Olmpo
> SQL on Azure with SQL Server Studio (SSMS) 18.7, Azure Data Studio is

automatically installed alongside SSMS. Users of SQL Server Management Studio are now
able to benefit from the innovations and features in Azure Data Studio. Azure Data Studiois a
cross-platform and open-source desktop tool for your environments, whether in the cloud,

An-nramicac ar hhrid

> Azure Arc v

=l Download PDF

Learning path
SQL Server upgrades - Training

Running the latest version of SQL Server provides
you vith numerous performance and functionality
benefits while also extending the support of your.

Certification
Microsoft Certified: Azure Database Administrator
Associate - Certifications

The Azure database administrator implements and
manages the operational aspects of cloud-native
and hybrid data platform solutions built on SQI..

I Documentation

Create a New Registered Server - SQL Server
Management Studio (SSMS)

An overview of how to create a new registered

server in SQU Server Management Studio.

Lesson 1: Connecting to the Database Engine - SQL
Server

Lesson 1: Connecting to the Database Engine
Connect to Server (Database Engine) - SQL Server
Management Studio (SSMS)

Connect Lo Server (Database Engine)
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Step S.

After the download, access the SSMS downloaded, then right click on the file and click open

to start the installation.

access —_

Clipboard

€ 3> v A

~ 3¢ Quick access
@l Desktop
4 Downloads
& Documents
PR Pictures
~ BSMANUALS

» %%

CONFIGURATION
. PERSONAL
revamp
> @ OneDrive
~ [ This PC
> @l Desktop
> & Documents
> & Downloads
> @ Music
> IR Pictures

« P Edaa
113items  1item selected 646 MB

2 G Accessibility: Investigate

Note: If your computer requests for

w- w- = Toraer

Organize

L > ThisPC > Downloads

Name

v Yesterday (3)

(8] 20231119_204354
_i SSMS-Setup-ENU

SQLEXPRADV_2019_x64_ENU

v Last week (3)

3] INVENTORY ITEM SETUP updated
@ Buisness sensor All Report Reservart/

"M BSSetup5_11_15_2023

Earlier this month (16)

@) CONSENT LETTER TO MARRIAGE CC

@ How To Create Reservation Space
[8) WhatsApp Image 2023-11-06 at 6.4¢
] IMG-20231108-WA0016

[d) IMG-20231108-WA0010

Microsoft

ey

New Open Select
Open

% Run as administrator

&/ Editwith Notepad++
Troubleshoot compatibility
Pin to Start

@ Scan with Microsoft Defender...

12 Share

Give access to
2 Open with WinRAR
B3 Add to archive...
1 Add to "SSMS-Setup-ENU.rar"
B3 compress and email...
Compress to "SSMS-Setup-ENU.rar" and email
B extract files...
B2 5xact Here
B3 Extract to “SSMS-Setup-ENU\"
Pin to taskbar
& Scan With Smadav
Restore previous versions

Send to

Cut

Copy

Create shortcut
Delete

Rename

Properties

Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

letails

Yes

58 PM

49 PM

27 PM

14PM

114 PM

11 PM

09 PM

26 PM

0PM

39PM

43 AM

Search Downloads

Type

IPG File

Application

File folder

Microsoft Word 97

Microsoft Word 97...

Windows Installer

Microsoft Word D.

Microsoft Word D.

JPEG File
JPG File
PG File

Size

1,124 KB

662,390 KB

1.519KB

9,667 KB

136,102 KB

8KB

20,599 KB

22KB

69 KB

132 KR

=

“User Account Control” authentication, click Yes
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Step 6.

Click on Install button to start the installation process.

i RELEASE 19.2
@% Microsoft SQL Server Management Studio
"% with Azure Data Studio

Welcome. Click "Install" to begin.

Location:

C:\Program Files (x86)\Microsoft SQL Server Management Studio 19\

By clicking the "Install” button, | acknowledge that | accept the Privacy Statement and
the License Terms for SQL Server Management Studio and Azure Data Studio

SQL Server Management Studio transmits information about your installation experience, as well as other
usage and performance data, to Microsoft to help improve the product. To learn more about data processing
and privacy controls, and to turn off the collection of this information after installation, see the

Install Close

documentation

Step 7.

After the installation is complete, please click the 'Close' button to exit.

—

RELEASE 19.2

G% Microsoft SQL Server Management Studio
"™ with Azure Data Studio

Setup Completed

All specified components have been installed successfully.
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The next steps are the configuration process

Step 1.

Click on the Start button and type “configuration manager”. From the list displayed, click on

“SQL Server 2019 Configuration Manager”.

[ jol |configuration

o Apps Documents Web Settings Folders Photos [

Best match

I System Configuration
= App

CONFIGURATION
File folder >

g

System Configuration
App

Last modified: 11/20/2023, 10:51 AM

re

7. Apps @ Open

B Control Panel N 8 Run as administrator
Open file location

. SQL Server 2019 Configuration
E Manager Pin to Start

<> Pin to taskbar

. Bang & Olufsen Audio Control

>
Panel
Search the web
configuration - See more search S
results
D sal confiauration manaaer 2019 >

Step 2.

After opening it, navigate to SQL Server Services and click. On the right side of the screen,
ensure that the Start Mode for SQL Server (MSSQLSERVER) is set to automatic. If not,
right-click on the Start Mode column and select properties

& Sal Server Configuration Manager
File Action View Help

e AR NERE CROROXG
3 SQL Server Configuration Manager (Local) Name State Start Mode Log On As Process ID Service Type
8 savserver services 703, SQL Server (MSSQLSERVER) Stopped Manual NT Service\MSSQLS.. 0 SQL Server
4. sQserver Network Configuration (32bit) #5QL Server Browser Running ) = ‘UTHORITWLOC.. 4644
2. SQLNative Client 110 Configuration (326 [Ha)SQL Server Agent (MSSQLSERVER)  Stopped c Star UTHORITMNET.. 0 QL Agent
~ § saL server Network Configuration
& Protocols for MSSQLSERVER
£ sqL Native Client 11.0 Configuration
o
Help
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Step 3.

Click on Service tab and navigate to Start Mode, in front of Start Mode is Disabled our aim is
to enable it, click on it and select Automatic. It means this service will start automatically.

Note: Do the same for SOL Server Browser, and make sure it’s start mode is automatic.

& sal Server Configuration Manage
File Action View Help
Mes = 6= H

48 5QL Server Configuration Manager (Local) || Name SQL Server (MSSQLSERVER) Properties ?
B sqLserver Services oSl Server (MSSQLSER)
4. saL server Network Configuration (32bit) #95L server Browser Aways On Y Group: startup Advanced
Service FILESTREAM

2 5L Native Client 11.0 Configuration (32b ERysat server Agent s

~ 4. sal server Network Configuration

B Protocols for MSSQLSERVER o
2 sqLNative Client 11.0 Configuration 1
0
ype
Autorati -
State Automatic
Disabled
) Manual
Start Mode

The start mode of this service.

als. o
LOC.. 4644
NET.. 0

Step 4.

Click on that small arrow by the side of SQL Server Network Configuration and navigate to

Protocols for MSSQLSERVER and click. Right click on Shared Memory under status and

click Enable, Right click on Named Pipes also and click Enable and also TCP/IP.

e Fﬁ Sql Server Configuration Manager

File Action View Help

e« 7 B H

t

X

@ SQL Server Configuration Manager (Local) Protocol Name Status
H saL server services '@ shared Memory  Disal
i SQL Server Network Configuration (32bit) ¥~ Named Pipes Disal Enable

8 sqL Native Client 11.0 Configuration (32b

« B sQL Server Network Configuration
2 Protocols for MSSQLSERVER Properties
2 sqL Native Client 11.0 Configuration

¥cep Enakt

Help
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Note: A Warning dialog box will appear, click OK button and close the configuration button.
You may be required to restart the computer, then restart.

File Action View Help
= 7 E=H

'@ SQL Server Configuration Manager (Local)

Protocol Name Status
B sal server services ¥ Shared Memory  Disabled
ﬂ SQL Server Network Cnnfig?ratiu? (32bit) ¥ Named Pipes Enabled
v % saL Natwe Client 11.0 Configuration (32b = TcPap Enabled
«%:. Client Protacols
Q Aliases
v ‘ﬂ‘ SQL Server Network Configuration
B+ Protocols for MSSQLSERVER
‘é‘ SQL Native Client 11.0 Configuration
Warning X

[ Any changes made will be saved; however, they will not take effect
/ until the service is stopped and restarted.

How to change the Authentication Mode to Mixed Mode in SQL Server 2019

Changing the Authentication Mode to Mixed Mode (SQL Server authentication and Windows

authentication)

Step 1.

Tap the keyboard's window button, type SQL server management studio, and click to open.

. WA~ E] === O H~ TNormal | 1NoSpac.. Heading1 Heading2  Title Subtitle  Subtle Em.. Emp
ont ] Paragraph &l Styles
i 4 b 7
8]
! [ 0O sql serverl Management Studio Management Studio 19 ]
o .
- » Apps Documents Web Settings Folders Photos » @
w
- Best match
A n
SQL Server Management Studio
l -.’>; Management Studio 19 L S{
App
SQL Server Management Studio
Apps Management Studio 19
App
S SQL Server Profiler 19 >
= SQL Server 2019 Configuration s O open
Manager
T B8 Runas administrator
-3 SQL Server 2019 Error and Usage
] Reporting > B Open file location
3R Unpin from Start
SQL Server 2019 Import and Export 5
“ Data (64-bit) S Pin to taskbar
W Uninstall

Search the web

£ sql server - See more search results >

ilable
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Note: If your computer requests for “User Account Control” authentication, click Yes

-
L Microsoft

Verified publisher: Microsoft Corporation
File origin: Hard drive on this computer

Show more details

Yes

Step 2.

Click the connect button. Note: Make sure you select the appropriate server s name

..‘&-" Microsoft SQL Server Management Studio (Administrator)
File Edit View Tools Window Help
FO 8- 0P Brevaey QR RS |9 -¢ @] |5 D meEE-

‘ ‘ Execute

Object Explorer > I x

Connect~ *

gﬂ Connect to Server

SQL Server

Server type: Database Engine

Server name:

Authentication: Windows Authentication

User name CADLAP3\HP ELITEBOOK 840 G4
Password

Remember password

Gancel Optons >>
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Step 3.

Right-click on the server’s name and select Properties

L‘; Microsoft SQL Server Management Studio (Administrator)
File Edit View Tools Window Help
B-0-G P Brewaey BS R &R |2 -

| ‘ Execute

Object Explorer v 1 x
Connect~ ¥ ¥

Databases
Security Disconnect
Server Objects Register..
Replication e @
PolyBase = -
Management Activity Monitor
XEvent Profiler Start

Stop

Pause

Resume

Restart

Policies »

Facets

Start PowerShell

Azure Data Studio  »
Reports »
Refresh

Properties

Step 4.
Click on Security and navigate to “SQL Server and Window Authentication more”, and check

it. And then click the OK button

4 Microsoft SQL Server Management Studio (Administrator)
File Edit View Tools Window Help

4 * B B =
~O B 0L BrNevaey RS2 AP -¢-l@l -|s =P =

‘ | b Exeare B Senver Properties - CADLAP3 - o X
Object Explorer v B Xx Select a page T Script v @ Help

PRy # General
Comect~ ¥ ¥ & £ Memory
5 @ CADLAP3 (SQL Server 15.0.2000 - # Processors
Sacurty Server authentication
Databases

% Connections

Security £ Database Sefiings () Windows Authentication mode
Server Objects £ Advanced O SQL Server and Windows Authentication mode
Replication £ Permissions

PolyB,
o ymase Login auditing
Management
[ XEvent Profiler O Nore

O Failed logins only

() Successful logins only

() Both failed and successful logins
Server proxy account

[_] Enable server proxy account

o m——
Server
CADLAP3 s
Connection:
CADLAP3IHP ELITEBOOK 840 G4 [ Enable C2 audit tracing

¥ View connection properties [ Cross database ownership chaining

Progress

Ready
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Step 5.

When a message pops up concerning the SQL server restarting, Click on OK.

File Edit View Tools Window Help
cO (B0 By RS RR| -C @ -] =P r-1=
| | > Exeate B Sever Froperties - CADLAP3
Object Explorer v X Select a page o ~ @ Help
P # General
Comnect~ ¥ ¥ [V % Memory
= @ CADLAP3 (SQL Server 15.0.2000 - CADLAP3\HP ELITE # Processors
Databases P
Security % Database Settings
Server Objects # Advanced
Replication # Pemissions
PolyBase
Management
El Xevent Profiler

Microsoft SQL Server Management Studio X

Some of your configuration changes wil not take effect unti SQL Server is restarted. —

EEYe

Options

¥¥ View connection properties

Progress

Executing

oK

You have successfully changed to the mixed mode.
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Install Business Sensor Hotel Management Software

Steps for installing Business Sensor Hotel Management Software

Step 1.

Double-click on the Business Sensor setup file (BSSetup) for installation.

4 | [ == = | Downloads
r cut ) New tem = -] open - Efselect o
" d ¥l Copy pati PN J 7 £asy access * & Edt Select none
pinto Quick Copy  Paste Move Copy  Delete Rename  New Properties
access [£] paste s EEal S e T istory Y invert selection
clipboard Organize New open select
2 ~ 4 & » ThisPC > Downloads ~
v o Quick access Vesterday (1)
i Desktop » BSSetup5_10_15_2023 Date modified: 10/18/2023 10:09 AM
N o N #5% Type: Windows Installer Package Size: 132 MB
& Dowmloa:
& Documents o 7 lastweek(3)
1A Pictures # [ POSMANUAL() Date modifiec: 10/13/2023 6:07 PM
™ Authors: MGR Size: 347 MB
30DaysOfS
BIZCAPTOR £ POS MANUAL medified: 10/13/2023 10:14 AM
T Authors: MGR 347 MB
PERSONAL . @
o, image Type: PNG File
VICIMAGES =t ensicns: 400 % 300 Size: 120 KB
> @ OneDrive Earlier this month (11)
~ M This PC = 20231007 _215326
» @l Desktop Size: 754 KB
» [& Documents ¥ image (7)
» & Downloads Dimensions: 480 x 270
> @ Music 3 eck 10/5/2023 1:35 PM
> R Pictures
Connect to API's using WordPress, without ... 7 neight: 720 o: 10/4/2023 11:11 PM
’ Vﬂ Videos [ Length: 00:05:23 ! 1280
» 'S Local Disk (C)
2 Date modified: 10/4/2023 425 PM
> Sl Network Size: 242 KB
Step 2.
Click on the Next button to start the installation
Organize New Open Select
This PC > Downloads
Yesterday (1 .
v Vesterday (1) " Business Sensor 5.23.03 - [m] x
» BSSetup5_10_15_2023 B 10/18/2023 10:09
*28 1oc Windows Installer Package ~ Welcome to the Business Sensor 5.23.03 Setup al
- L&' N
» Wizard =)
~ Last week (3) -
»
AN .
» E POS MANUAL (1) The installer will guide you through the steps required to install Business Sensor 5.23.03 on your 10/13/2023 6:07 P
Authors: MGR computer.
ﬁ POS MANUAL 10/13/2023 10:14
Authors: MGR
& image (8)
~ Earlier this month (11)
20231007 215326 WARNING: This computer program i protected by copyright law and international reaties.
- Unauthotized duplication or distibution of this program, or any parion of it may resultin severe civil

or criminal penalties, and will be prosecuted to the maximum extent possible under the law.

m image (7)

3 - P m— 10/5/2023 1:35 PN
Connect to API's using WordPress, without ... Frame height: 720 Date modified: 10/4/2023 11:11 P
Length: 00:05:23 Frame width: 1280 Size: 11.1 MB
2 Date modified: 10/4/2023 425 P\
Size: 242 KB
J_] Normalhead1 Date modified: 10/4/2023 4:25 PN
L3 Cizer JR1 KR
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Step 3.
Check “Everyone” and click the Next button to proceed or the Back button if you have any

corrections.
" Business Sensor 5.23.03 - *
Select Installation Folder
The installer will install Business Sensor 5.23.03 to the following folder.
Toinstall in this falder, click "MNext". To install to a different folder, enter it below or click "Browse".
Eolder:
CAProgram Files (x86),CADConsultingLTD'Business Sensor 5.23.03 Browse...
Disk Cast...
Install Business Sensor 5.23.03 for yourself. or for anyone who uses this computer:
OEveryone
Justme
< Back MNext > l Cancel
Step 4.

On the Confirm installation page, click on the Next button to start the installation.

"M Business Sensor 5.23.03 = X

Confirm Installation

The installer is ready to install Business Sensor 5.23.03 on your computer,

Click "Mext" to start the installation.

<« Back MNext > l Cancel
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Step 5.
After the installation, click the “Close” button to exit the installation page.

" Business Sensor 5.23.03 - X

Installation Interrupted

The installation was interrupted before Business Sensor 5.23.03 could be installed. You need to
restart the installer to try again.

< Back Close l Cancel

29|Page



How to license Business Sensor Hotel Management System

Access our video tutorial on how to obtain a Business Sensor Hotel Management System ERP
license here. Alternatively, follow the steps below.
Step 1.
Launch the Business Sensor you installed. And if a message (User Account Control) pops up,
please Click Yes.
i
Copiwe G Ope
m Open file location
N a2 u Add to archive...
[@ ﬂ Add to "Business Sensor 5.23.03.rar"

i 4 n Compress and email...

e u Compress to “Business Sensor 5.23.03.rar" and email

Troubleshoot compatibility

Pin to taskbar

Restore previous versions

Send to

Cut

Copy

Create shortcut

Delete

Rename

Properties

Step 2.
The Business Sensor Database setup dialog page pops up, then, select the Server Name from
the list (i.e., the name you supplied when you were installing SQL Server). Select the “Create

New Company” and select the desired instance.

[¥) My Database File Reside On This Machine
Select Server Name: |L45| SQLEXPRESS2019 (ocal) | refresh @)
Organization HOTEL ROSEBUD (Rosebuddb27-01-2022) v (Test Connection g'\l

Or Attach An MdfFile )

/

MSSQL2012
MSSQL2014
MSSQL2017

@ Always Display This P,
(Cancel E3)

McAfee
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https://www.youtube.com/watch?v=hM4iw-eockw

Step 3.

A dialog box appears asking about your assurance, just click on the “Yes” button to continue.

BusinessSensor Database Setup

Server Information

My Database File Reside On This Machine

Select Server Name: |25 SQUEXPRESS2019 (ocal) o] ( refresn @)
Organization DEMO BUSINESS SENSOR (BusinessSensor7) (v (Test Connection |&])

(Z: createNewCompany v ) (&  Or Attach AnMdfFile )

9 Always Display This You want to create a new organization?

@ o)

! Are you sure you want to create a new organization data?

ERTELS

No |

Step 4.
Fill the organization information correctly. Select the location for your database from “Select

Data Folder Directory” and Click on the OK button to continue.
ROVIGE 1S

Organization Profile

Organization Name
Prefered Friendly Name

Address

Gty

sell State/Region

o Country B
Phone

Email

7

3 Database File Location
i

=~

C:\DATA BIZCAPTOR A

Data Folder Location:

Cl Set Data Folder Directory

ic= Q-

ERSONAL Adobg %
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The organization’s name will be displayed in the “Organization” field, then, click on

the OK button to start your Business Sensor software.

[¥) My Database File Reside On This Machine

Select Server Name: [L45| SQUE®RESS2019 (ocal) [ (Refresn @)

Organization DDEMO BUSINESS SENSOR w] (Test Connection (2))

(4, cCresteNewCompany v ) (&  OrAttach AnMdfFile )

Q Always Display This Page On Start

Step 5.
The next step is the licensing process. Please copy the computer key and log in to our website

here.

Application Name: BusinessSensor

Application Version: 5
Application Mode:  Hotel Reservation ERP with Inventory, Accounting ... | *|
Organization Name: DEMO BUSINESS SENSOR
Your Computer Key  5CG8064Z9X
Select A Licensing Path
() Get License Directly From businesssensor.com (You must be online)
(® 1 have my License and I want to enter it Manually

If you dont have a key code yet, Send 'Your Computer Key' to Cad Consulting Limited with your
Prefered Organization Name and prefered 'Application Mode'. You can reach CAD Consulting
Limited through support@cadconsultingltd.com. Title your mail with 'Request For Key Code'
Input Key Code
Key Code:
Transaction ID: | Verify Key

This copy of BusinessSensor is licensed to DEMO BUSINESS SENSOR
Mode Version: Silver
Capacity Version: 11 to 30 Rooms

Q- g
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http://businesssensor.com/

Next, navigate to the 'Products' link and click it. This will display a list of all available products.

Select the product for which you wish to obtain a license.

ure | businesssensor.com

Step 7.

Aty oWt @

Hotel Reservation
System

Complete Multi-Store
Accounting Inventory System

To obtain a license for your desired product, choose the type by clicking on 'Buy’ or 'Free Trial,'

and then proceed with the registration.

businesssensor.com/Product/ProductHome/2

Plan

1-15 Rooms

16-30 Rooms

31 - 50 Rooms

51 - 75 Rooms

6 - 100 Rooms

101 - 200 Rooms

201 - 300 Rooms

301 - 400 Rooms

401 - 500 Rooms

Unlimited Rooms

E
andard old B

#378,180:12

*560,180:18 #1,722,82054

H760,180-24 1,911,528

Hg51,180-30 2, 104,820-66

#1,142,18036 2 205 82072

#3,670,18084 #,677,820:84

#3,052,18096 #3,059,82096

#3,434,181.08 H3,441,821-08

#3816,181-20 #3 823,821-20

t4 198 18132 H4 205 821-32
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Step 8.
Fill the information, and press Signup

Login here if you have already signed up

The Password field is required.

[ Remember me?

Forgot your password?

Signup here as a new visitor

OrganizationName

[ Testing reg1

[ Testing reg1

[ 12345678590

Note: Provide other information in the form below, then click on Signup
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Step 9.

Supply the package information, like package version, and package capacity, and select the

acquisition mode. Fill in other information and click Proceed

Obtain Distribution Systems ERP License

Account Name

Email

Application Name

Application Version

Product Module

Testing regl

innoyeraphael @businesssensor.com

BusinessSensor

5

Distribution Systems ERP

Package Version License Price v
Package Capacity 30 Users v
Acquisition Mode 45 Days Evaluation trial w

Quantity 1
Rate 0
Total Volume Discount €0
Amount €0
Proceed

Step 10.

Provide the PCKey you copied in step 6, enter the PCKey, supply the Device Name, and click
the 'Generate' button. The free 45-day trial license key, along with the transaction ID, will be
generated. Copy both the key and the transaction ID and then enter them in the opened Business

Sensor software.

www.businesssensor.com says

Copied the text: PCKey: "5CG306479X"
Transld: "23833"
KeyCode: "XWYZ - XNYM - SWSY - RMQW - GGWIJ - KQJM - GKXN -

LMGX"

e Testing regl/Device Licenses

DISTRIBUTION MANAGEMENT SYSTEM: License Frice, su users Irial License
DISTRIBUTION MANAGEMENT SYSTEM, Version 5
Version: License Price
Capacity:30 Users
45 Days Evaluation trial - Expires on 05/Dec/2023(44 day(s) left)

Product Module :
Package And Capacity :

License Detail :

o License Date : 21/0ct2023
No. Of License Units : 1
Licenses Used Up : 1

45 Days Evaluation trial
FXGR - TORA -auww [T

1 devices used up

License Type :
Installation Key :

Manage Licenses
PC Key Device Name Transld License Code Action

5CG8084Z9X BusSenlap 23833  XWYZ - XNYM - SWSY - RMQW - QGWWJ - KQUM - GKXN-LMGX [ )

Device name couid be any name you choose to identify your device, eg ‘Melborn server’, or ‘lkeja Shop’

DISTRIBUTION MANAGEMENT SYSTEM: License Price, 30 Users Trial License

=

DISTRIBUTION MANAGEMENT SYSTEM, Version 5

Versinn® lirense Prica

Product Module :

# Account Home

Parkana And Canarity -
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This is how it will look like, click Verify Key, and then Click OK.

Biss
Mwneomadt

jonName:  BusinessS
Application Version: 5
ApplicatonMode:  Hotel Reservation ERP with Inventory, Accounting ... |
Organization Name:  DEMO BUSINESS SENSOR
Your Computer Key  5CG8064Z9X
Select A Licensing Path
() Get License Directly From businesssensor.com (You must be online)

If you dont have a key code yet, Send "Your Computer Key' to Cad Consulting Limited with your
Prefered Organization Name and prefered "Application Mode'. You can reach CAD Consulting
Limited through support@cadconsultingltd.com. Title your mail with 'Request For Key Code'

Input Key Code
Key Code: |NWQQ - NHPH - RNYY - YSKQ - YSLL - ZIXL - HXSH - MKZP
Transaction ID: 123852 Verify Key

This copy of BusinessSensor is licensed to DEMO BUSINESS SENSOR
Mode Version: Silver
Capacity Version: 11 to 30 Rooms

@)

Congratulations, you have successfully licensed your computer system
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Set up your company

This is the process of setting up your business and the associated information within your
business. To create a business in Business Sensor software, follow these steps:

Step 1.

After completing the licensing process, you will be directed to a page where you should click

on 'Create New Company

Server Information

[¥] My Database File Reside On This Machine

Select Server MName: E SOLEXPRESS2019 (local) B ( Refresh Gy
Organization MW DEMO (BusinessSensor<) B ( Test Connection g )
€. CreateNew Company v } (@  or Attach An MdfFile )

MSS0L2012
Q Always Display This P MSSOL20T4
@ o) |saay =

Step 2.
Fill out the Organization profile as depicted below. Afterward, click 'Set Data Folder
Directory' to specify the location for your data, and finally, click the 'OK' button.

Organization Profile

Organization Name  BUSINESS SENSOR SOFTWARE

Prefered Friendly Mame | BS SOFTWARE

13 Sandwalk Crt i
Address -
v
City Winnipeg
State/Region Manitoba
Country Canada E
Phone +1431 3348583
Emiail info@businesssensor.com|
Database File Location
C:\DATA\DEMO i
Data Folder Location: —
¥

Set Data Folder Directory

=
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Step 3.
Click Ok button to launch the software

Q My Database File Reside On This Machine

Select Server Name: E SQLEXPRESS2019 (local) E { Refresh g
COrganization BUSINESS SENSOR. SOFTWARE E { Test Connection g )

€10 Create New Company v ) (&  Or Attach An MdfFile )

Q Always Display This Page On Start

Step 4.

Please type the “administrator” as the user Name, and type any password of your choice.

s

i Manual Login (MSR Login is OFf)

Userlame: Administrator

PassWord: *|

gz Chan gePassword (fou can also login with Magnetic Card)
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Step S.

This interface is the home page of the software; the next step is to upload our organization logo

to the software and other information. Click on Company.

n Inventory

Account Report

Company

7]
=
===
Department

Step 6.

Please fill in the required information. To upload your logo, right-click on the logo's space and

select 'Load.' Then, browse your computer to locate your saved logo and click to upload it.

Reservation Inventory AccountReport

Company Names EUSINESS SENSOR SOFTWARE | Terminal Name | Logo1

Specdialization [ [Tax D [ |
Address Address2 (optional)
13 Sandwalk Crt i B l
Wide Logo Website Addr. | ]
N
Emel nfo@businesssensar com ] cut
logo2 | ¢,
Fax [ | 24
B Past
No image data 8 Teste
X Delete
[ Load
B Save
city | Winnipeg |state [Manitoba |
Country | Canada [*]phone  [+1431 3348583 |
5ub Companies
‘ Jsbnmmym
3 BUSINESS SENSOR SOFTWARE BTN Winnipeg,Manitoba, Canada
®

Finally click on Save button to save all the information provided.
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This interface offers guidance on configuring room categories and assigning room numbers.

Access video tutorial on how to create reservation space here. To create new room categories

How To Create Reservation Space

and allocate room numbers, follow these provided steps.

Step 1.

Go to Reservation menu and select House Keeping, navigate to Reservation Space Listing

and click.

Reservation and Complete Accounting System - For KENBREAD LTD - Logged in as Administrator

i

B el

i

Step 2.

Under Reservation Item Listing Tab, click on 'Add New.'

In the display dropdown menu, Click on "Reservation."

Reservation Item Listing - Reservation and Complete Accounting System - For KENBREAD LTD - Logged in as Administrg

Front Office Asset Management Reservation

O = =
s} T = @
=Y = @
Room Status CheckIn Advance  Tramsaction GuestIn Guest Inhouse Guest Bil Rooms  Group House Interdepartmental Consume Inventory |Reservation Time Setup Other
Chart Guest Booking¥ | Mamager House Listing Bydate Group Statement | Keeping ™  Supply/Service Per Room Report ¥ Links ¥
Guest Operations ‘Accomodation And Maintenance Reports And Time Setup

Inventory Account Report

| |

ﬁ || < Refresh __@ print List ([ Print Group List [ Export To Excel [5 Per-Group Export ~ | 1 53
o o s
Inventory Reservation Item Listing
Company &
Senvice
& Drag a column olumn
5 Non Inventory — -
[ [su cal Item Name P Item Type | Quantity on H:
Department Fees
Reservation
Oy Decount
About Charges
Tax
Compesite Item
Windows
—
Exit
Lists
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https://www.youtube.com/watch?v=A04p1XpH5XQ

Step 3.
e Enter the room category name in the "Item Name" field.
e Specify the item category. If the desired category is not available, you can add a new

one by clicking the dropdown field and selecting "Add New."

Reservation Item rvation and Complete Accounting System - For KENBREAD LTD - Logged in as Administrator
. ! price Modes
[ oungmeral_[rate Tiae InReguir 85 [Use In Advanceeo._|
=1
Company 2N m m
® Drag a column header here to aroup by that| In Actve [ oGl e, i Coteongy Code,
) s Desert FOOD AND BERVEAGE 34345
Active jes Description
epament [ E T — : G o msts o
Income Account KITCHEN UTENSIL SEC... 008
w Main Tax - DRINKS 78787
Other Tax 1CT EQUIPMENT ALL ICT EQUIPMENT
About Erroier e e =
R I =401 10 SHEPING | LEANG AID SUEPING
@ Late Check Out Start (Min)
Late Check Out Amount
Windows — |
Rooms Under This Reservati
—
[ space Name TR Status Fioor [BuldngNo [ LocksDK |
Exit i ® |
[T Adanew | y

Step 4.
e Please complete the form with the following fields: ‘Item Category Name', and 'Item
Category Code.' And other fields you want.

e Then click Save and exit the form.

sems ) Save |5l Save Add (4 Find - Menu~
Ttem Name [vip execuTIvE
Bar Code |

(|11 kof Save k) Save Add @5 Find~ Menu~ -

|
|/ Mitem Category Hame REseRvaTON ]
gnﬂm T | [} || [Parent tem Category: [ ml Clos
_‘mmwe =] tem Category Code =B |
Sales Description | %
5539 Income Account | 211 e a - Cost
LT [ 2] Default Income Account | RESERVATION u
Other Tax [ | || P —— \ Goads Sold Cost Acc [ ¥
Prefix For Space Name R (2| New Inventory Asset Account | 52|
Late Check Out Start (Min) | of | fl= : T Ear—
Late Check Out Amount | 0.00]| - — e
Rooms Under This Reservation Type Grant Permiss: 2y
| [spaceame [Type | clean Up Interval | cleanup Time Unit Status [T select all Roles.
5 | [Role Groups.

[]| Administrator

Collect Service Charge (] Al
SVC Rate(%) | | o} feaer
SVCIncome Account | e

Last Managed By [ administrator IE

ElR=r

For rate, use direct figure f type 25 for §25), oruse

jith %, sign for percentage fe.g. 5%). Also set waskend days in preference.
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Step 5.
Select the income account from the "Income Account" field.

H

be { B>

i
3
i
i

I

- Main Tax [Futinome 4 [Acco, e I
w FOOD Income. 22-1010000
ONecux LateCheckout Char

oo Prefix For Space Name ST‘E._—"%—

F Late Chedk Out Start (Min) | Seaurity Deposite Income

@ Late Check Out Amount | Uncategorized Income
& - s

T 3 [lockisActve [Flowr |BuidngMo |LodksDK |

Ext x| 4 L] | ¥

Step 6.
e Select the applicable tax from both the "Main Tax" and "Other Tax" fields.
e Additionally, input a prefix for the space name (an initial that will precede the room
number, e.g., RM or ROOM).
e Enter the maximum allowable minutes before the late checkout starts counting in the
"Late  Checkout Time" field.
e Ifapplicable, input the late checkout amount in the "Late Checkout Amount" field.

Room Status CheckIn Advance | Tr
Chart  Guest Booking ~

- Il < Refresh (& Add New~ .
Company %[tﬁm Category.

Price Modes

8!
[Biling Interval [ Rate | use InRegular Bo... [Use InAdvanceBoo. | |

w [ [ | =

E |

Drax o oroun by that|In Active d
G SN Active Sales Descripti =
O [ [magie _Jgescevs B =
Income Account [LATE cHECKOUT CHARGE 2|
6? Main Tax )
|
OtherTax |
oot Other Tax. [ 2]
Prefix For Space Name [am &2
@ ot= Check OUt Start ()] | o]
ate Check Out Amount. || | 0.00
Windows
Rooms Reservation Type
v
| [space Name [Tyee | clean Up Interval | dleanup Time unit Status Floor |Buiding o [LocksDk I
Extt - | ® ‘

Step 7.
e In the "Rooms under This Reservation Type" section, identify the room numbers
under the "Space Name" column.
e Choose the appropriate room type.
e Specify the clean-up time interval.

e On the “status” column, vacant status is the default.
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e Repeat the same procedure t

L save

o configure the other room numbers for this room type.

Account Report

Inventory.

|k Save Add (3 Find r Menu~

Ttem Hame

Bar Code

Item Category

Other Tax

Prefix For Space Name
Late Check Out Start (Min)

Late Check Out Amount

Biling Tme Intervai Plans | | Price Modes |
| Biling Interval [ Use In Reguar Bo.
+

Luary

 Use In Advance Boo... |

| =

[Rat=

&

O

LATE CHECKOUT CHARGE

"M

8| - | E E EE

Step 8.

Rooms Under This Reservation Type

Set up service charge and the discount if needed.

To set the Service Charge (SVC)
discount, and extra deposit:

to apply service charges.

rate, SVC income Account, discount account, weekend

Check the "Collect Service Charge" option.
Input the percentage rate for the service charge in the "SVC Rate (%)" field if you wish

Click the dropdown button and select the service charge income account from the "SVC

Income Account" field. Click for more information about Account set-up.

[®

Late Check Out Amount

Check the "Allow Discount" box if needed.
Select the discount account from the "Discount Posting Account" field.
Input the weekend discount rate.

Specify the extra deposit amount if it's required.

Lt Lt UL st e

0.00 ‘

Windows

Raoms Under This Reservation Type

&

[space Name

[Tyee [ clean up Interval | cleanup Time unit [ stats [ Fioor [uiding e [LocksDx |

Exit LAS VEGAS

.
:

30 Minute Vacant

Rool 6

ollect Service Charge

0]

SVC Rate(%)

Income Account

k\nwﬂ ..... it V_VI
i ing Accous

7 | ek End Discount Rate:

Last Managed By

|Extra Deposite Amount__|
type 25for §25), o1 o £ refe L

Admiristrator

S

.
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Step 9.
Billing Time interval Plans
This section is used to indicate timing, and rate in which this measure is implemented

(Advanced Booking or Regular Booking).

E H Usts  Ad i Asset
&
Company
o Save [l Seve Add 0 Find - Menu~ -
—
8,
a0 Trem iame s |
Department 1
o Bar Code [ Biling Interval Rate. Use In Reguiar Bo.. | Use In Advance Boo.
Item Category [ 7
G E In Active O 4 |BilingInterval ] [
About T
o Sales Description [ Minute
Hourly
Income Account [ Dayly
‘ Weekly
Main Tax
Windows M"”“”"
Other Tax [ Yearly
i
Prefix For Space Name R
] 4
Exit 8 Late Check Out Start (Min) | 0
Late Check Out Amount | 0.00
Rooms Under This Reservation Type.
Space Name Type Clean Up Interval Cleanup Time Urit Status Floor BuidngNo | LodkSDK
# ®

Step 10

After reviewing your entries, select "Save" or "Save Add" to add another, and then click "Exit."

Item Name Luseury hotel

@ Bar Code [

Item Category. [FOOD AND BERVEAGE
pan

[ price Modes
Biling Interval Rate Use In Regular Bo... | Use In Advance Boo...

> N5,000.00

* L] Ll ®

In Active O

]
(GIEE | sales Description ‘

Income Account [LATE creCKOUT CraRGE
Main Tax [
@ E Other Tax: [

Prefix For Space Name R

ENEEE EH

a Late Check Out Start (M) |

I

Note: To view your new entry, refresh the Reservation Item Listing interface

Drog a cobsen header here o gruss by ot cokammy

SH | In Active Iem Hame Income Account 1
LiLd

s 2 2] CLEANING AND SWEEPING LADUNGRY SERVICE Servee NEDD.00. ALL DRY CLEANING SERVICES HERE Uncategerized Income L
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Reservation Time Setup

Reservation time setup" refers to configuring specific timing parameters for reservations. It

involves establishing rules for when reservations can be made, their validity periods, and other

time-related policies, used in hospitality management. Follow these steps to set the time up.

Step 1.

Navigate to Reservation menu, locate time setup and click.

Step 2.

:
— —
= < = | = <
o =2 5 =280 8 * 2 = = BpS
Room Status CheckIn Advance Transaction Guestln Guest Inhouse Guest BllRooms Growp House  Interdepartmentsl Consume Inventory Reservabon Time Setup Other
Chart  Guest Booking = Manager House Listng Bydste Group Statement Keepng *  Supply/Service. Per Room Report = Links
Bogking Guest Operabons ‘Accomodabon And Mantenance ‘Reports And Time Setup
C— e
Setup Chedan And Checkout Time
7N
i*1
oo
L X
Deparment
About
-
LB
Windows

In the first cycle (Record [1 of 2]): In the 'If Guest Arrival Time Is...', between 12:00:00

AM And 5:59:59 AM. Set “Then Checkout time...” to the standard checkout time in the

hotel, select Will Be 12 noon of same day. And Billing time select is 3:00 PM of previous

day. Lastly, ensure that the transaction time in period is same as the billing time by ticking

the checkbox under it. Then click Save and add new button to jump into the second circle.

;0;&::7 iAss;t M;nagemen; Reservation Inventory Account Report
EHREH B X = = o

1 Guest Inhouse Guest BillRooms Group
Listing Bydate Group Statement Keeping v  Supply/Service

Guest Operations

‘Accomodation And Maintenance

House Interdepartmental Consume Inventory Reservation Time Setup Other

Per Room Report ~ Links v

Reports And Time Setup.

Setup CheckOut Time for dailly check in

Already Setup List (Please make sure you cover all intervals withing 24 hours)

CINECE) ot e W o
Record [1 of 2] -~ Rermrdilz of 2] s
If A Guest's Arrival Time Is... If A Guest's Arrival Time Is...
Between: And: Between: And:
[12:00:00 amM | [5:59:59 Am ] [6:00:00 aM | [11:59:58 PM
Then Checkout Time... Then Checkout Time...
will Be...: of: will Be...: of:
[12:00:00 PM | [sameDay ] [12:00:00 PM | [NextDay
Is: of: Is: of:

[3:00:00 PM | [PreviousDay | [1:00:00 PM | [sameDay |
Transaction Time In Period Are Same As BillingTime: Transaction Time In Period Are Same As BillingTime:
v [ |
LastManagedBy: LastManagedBy:

[Administrator ] Administrator

I seve oy &‘\SavekbdAddNew J Delete seiected [l save and close
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In the second cycle (Record [2 of 2]): In the 'If Guest Arrival Time Is...', between
06:00:00 AM And 11:59:59 PM. Set “Then Checkout time...” to the standard checkout time
in the hotel, select Will Be 12 noon of Next day. And Billing time select is 3:00 PM of same
day. Then click Save and close button. That’s all.

Front Office Asset Management Reservation
= B B H B X = = A B

Setup CheckOut Time for dailly check in

Already Setup List (Please make sure you cover all intervals withing 24 hours)

el i M

Record [10f2] _Record [20f2] -

Between: And: Between: And: |
[12:00:00 AM |[5:59:59 amM | [6:00:00 aM |[11:59:59 PM |
. Then Checkout Time....  Then Checkout Time....

will Be..: of: will Be..: of: |
[12:00:00 PM | [SameDay ] [12:00:00PM | [NextDay ||
id Biteg Tpe_  And Baling Time...

Is: of: Is: of:
| [3:00:00 PM | [PreviousDay | [ 1:00:00 P | |[sameDay ]L
Transaction Time In Period Are Same As BillingTime: Transaction Time In Period Are Same As BillingTime:
v Ll
LastManagedBy: LastManagedBy:

[Adm [Admin ]

Hseon \E’L""‘"‘“""""J K Deeteseected [ save and cose
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How to check in Guest

Bio-data entry for guest check-in, resembling a standard pre-check-in form, printable, and
linked to room bookings. Print this form and give it to guest to fill.

Additionally, please check the booking calendar to identify rooms that are booked in advance.

Scheduler - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Administrator

AccountReport  BoskigFle  Bookng Veew

> @ R
ﬁ (©) (3) November 13- Decenber 23, 223 + Hovember + cmm
Company Sunday woncay Tuesdor [r— Thursday Fridmy Sonwdoy A wMuE RS
- Hovember 19 » 2 2 2 z. 5 |« 1203 s
- €56 78 9 00
Oepartment
R
-
rg ADEME CLUSEGLRE: BE.
[—
a ) . s . , . .
Ext ‘CLUSOLA ARECGUNE: BN |

9] Room 210 - SUPERIOR DOLBLE RODI
) Room 103 - SLPERIOR DOLBLE RODK
5 Room 105 - SUPERIOR DOLBLE ROO!
90 Room 107 - SLPERIOR DOLELE ROD!

[T ——

141272023 1200 ” = - = 3| | 8 Room 203 - SUPSIOR DOUBLE RODH

ek 18102 1200AM ) Room 204 - SLPERIOR DOLBLE RODK

) Room 205 - SUPERIOR DOUBLE ROOK

Location:  HOME TOMM 8 Room 28 - S.PERIOR DOLBLE RO
Reminder: fcr

9 Room 207 - SPERIOR DOLBLE RODI
M| TN 1

Step 1.

Go to Reservation menu tab and select Check In Guests.

When it opens, type in the Surname and First Name of the guest; you can also type the
profession of the guest, Email, Nationality, Date Of Birth, and your Address. The Phone

number of the customer is very important, so, must be filled accordingly.

1 E
v ] DateOf Arrival | 01/11/2023 =1
e B Time Of Arraival 1:28:30PM E
Department ] o moge date Date Of Departure [01/11/2023 52}
| RefDoc No P
w Gender |52
B i
oot sereors oyin [l
[=] wrvngFrom | =) - % g
St =k
windows Chidren 1106 | [++] chicren to 12| [ 2 @ E
[+ mNumber: | Aduts [ [+] vehiceno =2 "'3 4
ot Other Credentiats
[v] companyname | | —
‘ Company Address. :‘
prome o iz,
— Vea Rescent permit il =
= o] passportio | | liZ <
| Actvities T5] | P e Oftste | ]
Front Office
| Eeoes
| Assettiansgement | i
Reservation £
| eseaton ==
e
| Aecount Report

Step 2.
In the "Sponsorship" section, choose "Self." If the guest is paying for the charges. If the guest

is an employee of a company and he/she is staying under sponsorship, then select employer.
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You'll see a list of existing company names; if the desired company isn't present, click "Add

New" to register a new one.

Room Status Chart - Reservisbon and Complete Acoountig Systern - For RESERVATION COMPANY - Loggied in m Admurstrator

Step 3.
When it opens, enter the company name, choose the department, group, and customer mode.

Fill in any other additional details that are needed and click "Save and Exit" to finish.

Reservation

Choose Sponsor General [
Chaose A Sponsor Reg.. Manstore [» Customer Hode | Cromanen |2 pictre
MSTR3 In Acrve s An Haulage Chent |
Biling Address. 'LMWE j Mo image data
| Contact Person Phone
Fax Emai
Regsiration Date | 01/11/2023 =] <] sgraure
Prefied Currency [ v specsizanen
Zore. v Mo mage data
| Credt it = diastManagedey  adminstrator
(s o Gt
- [ select &1
Acchoanie [tem Categones Dedatments/Sabes Ponts where S0ongorage ADckes
3
Opering Baiance frdascr [owni0z3 =1
S, o
1
Transacton Sugan Roam
[ Receptionist

00m Lagex

Hlagb

MNext bifing
Activate Windows

3|

Important Note: For the Opening Balance, enter a positive amount if the company (client)

owes you, and a negative amount if you owe the company (client).

Step 4.

To set the guest status:

If the guest is staying free of charge, select "Complimentary."
If the guest is a lodger, choose "House-Use."
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Step S.

Then click Okay after selecting the Sponsor’s Name. In this case I selected the employer.

Step 6.

[T F
:i kol Save Ld Save Add @O Find~ Menu~ | |l Copy Old Guest = [ Book Room Adv Booking Trans MGR - Bill No: | 4 Print~
o L4 Choose Sponsor
| Surmame JONAH jo7/2018
First Nome Jore Choose A Sponsor 30:47
Profession DOCTOR (RISING COMPANV:OIO®
Email themad ©mail.col |
Nationaity le
Telephone +22phoneto
BY THE RIVER S|
Residential Addr.
Identity 2 |
Type Of ID: | NATIONAL ID CARD. {
Sponsorship
Sponsorship | Employer
Sponsor Name
Charge
Credit Or Cash |
Credit Limit |
Summary
Rooms
ActuaiCheckoutTime | ———
"o 2 of2 » B d

CE

fgperscuny

Ensure you fill out the form and select "Save." To allocate the client to a room, click "Book

g System - For RESERVATION COMPANY - Logged in as Adminstrator .
ne Bilinio '“—
/j} Date Of Arival  03/10/2023 2] L_
Time Of Araival | 12:28:27PM 122
Comoany. —E
5 l oo Date OF Departure 01/11/2023
o Eni | Refbocto
Desertnent [ = et 2]
ﬁ Telephone omes1 17130 Date OfBre: [03/10/2023 =] E Post Sales To Ra...
oot Resdentil Ad, | E Li il Room
GangTo
5 Tdentty. Chidren 112 & [+] chicren 6 1 12 [z Q Receive Payment
Type OF ID: IDrumber: Adits Vel Mo B
— = = @ v
- iter Credensels =
Beleewmrn | corometiome | ] B cedou
- ‘Saorsor Hame s Mac Dee
e [Guesmass Company Address L | Homtenance
B — || T, ] o st et
oedtorcmn [ [r] pemetm | ] Change
redtLimt [ 0,000 %] place Date Of tssue | ] @ feensiae
= Activate Winc/ol
taly Roam,Landon Room n =
: L g — ([ S
+ 309, 2599 2 12 1600 = 900p 0% (=) . ®
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Step 7.
Open the interface, choose the desired room type (e.g., LUXURY, VIP), and

Select a vacant room (e.g., 101, 201) to allocate to the guest.

Step 8.

In the next step, select the preferred room and then click "Check-in Guest."

Room Status Chart - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Administrator

eport

[Enter room to search...

T3NS PENT ROOM

Activate W
Go to Seftings
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The "Guest Check-in Wizard" displays a form with key details of a Normal Booking Credit
Transaction. These details include Guest Information, Reserved Space, Total Rate Upon

Billing, and Total Payment upon Check-in.

Reservation

Account Report

Front Offi et Management

Inventory

Guest Checkin Wizard

Normal Booking Credit Transaction
uest Detail Kingleys Alagbu: Billio 6 (Self) |

Billng Interval Plan Dayly ]
Checkin Time |Wed, 01/Nov/2023 14:46 PM B2}
End of Day One [Thu, 02/Nov/2023 12:00 PM 1
Rate | DefaultRate: NS0,000.00 [+
| Fercentage To il ‘100 I [+

Security Deposite 0.00 |

Taxes, Discounts and Service Charge
Main Tax l0.00 Other Tax |0.00 | Excempt From Tax Nn
Service Charge l0.00 | Excempt From SVC Pay No
Week End Discount l0.00 | Allow Weekend Discount [E Yes
(in % of plain figure)

Summary
Total Rate When Biled 50,000.00 |

|

Total Payment On Checkin  50,000.00 No. Days To Pay On Checkin | 1 [+

heck In Payment Mode Full Pay On CheckIn | (O Credit Check In |

Requires ‘CanCheckin it permission access to enable the cred tion box
Back ‘if Next> } I[ Cancel )
P

Step 9.

Completing the wizard

ou have successfully completed the wizard

) checkin

{‘% Receive Payment and Checkin J ND.00 paid sefar, Receive payment of N50.000.00 to makeup N50.000.00for 1
dayls

Checking in to Nigeria
PaidCheckin Checkin for 1 Day
Should pay towards N50,000.00 to checkin
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Step 10.

Upon clicking, a "Cash Receipt Manager" form will appear, showing fund details, including

the Collecting Department and the Amount Paid.

2= I, Check In kingleys Alagbu to Standard : Nigeria
CashReciept Manager

1| =g

Guest kingleys Alagbu Tnvoice Being Paid For | Inv:6606; Name: kingleys Alagbu; Amt: N50,000.00 ]
|Amount Paid | Receptio o002 ] i =]
Existng Credit .00 Reciept Date [o11/2023 52 R
Apply Existng Credt [ o] apply Ref.Doco [ ]

|| Total Available To Apply [N50,000.00 Old Account Balance |N0.00 ]
Unsettiad Transactions

I~ Set [TransDate 4 |Amount Paid SN T Amt Due riginal Amt: ripti
> @

Un Applied Amount | ND.00 ]
Payment Method Cash 1 Pement et
e rDtmm't'n Undeposited Cash edBy [ ]
iss{ PaymentDocNo LastEditor [ administrator ]

Confirmation of successful Transaction

o Completing the wizard

‘You have successfully completed the wizard

To dose the wizard, dek Frish
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After clicking "Save Book," you'll be redirected to the Reception Form Interface, confirming a

successful guest check-in. You can close the interface if you don't need to manage the guest's

transaction immediately. However, if you wish to manage the transaction, proceed to the next

step.

Manage the guest transaction

Step 11.

=
B &
Guest Booki |
( Save | ko) Save Add (0 Find ~ Menu~ Copy Old Guest Book Room Adv Booking Trans MGR | Bill No: Print - =
[home | pum——— m— - e
ﬁ» First Name Kels ] Dat=Of Arrival | 13/03/2023 &2
Company e e =1 Time Of Arraival | 4:40:21PM El
8 Profession [ ] Date Of Departure | 13/09/2023 [E2)
[ Emai [ ] RefDochNo
Department Nationality [ = Gender 52}
Telephone (07038337827 Date Of Birth: | 13/09/2023 52
ot Residental Ader e |
corgTo |
@ Identity. Chidren 1106 | [+ chicrens to 12 |
Type Of ID: [ [ oo oumber: || aduts [ [sr] vehiceno |
Windons
— Sponsorship Other Credentials
sponcorsie BRI o = 1| P
Exit =l
sporeortians | Company Address
charge [ ]
Growp Account | [92]&)]  visa Resident permt
CredtOrCash | el Passportho [
Credit Limit [ [l Place Date Of ssue |
Summary
e
- oo
ActuaicheckoutTime | ]| Receptionist
PN g

On the reception form interface, click on "Trans MGR." It will load the current guest's

transaction, allowing you to perform various operations such as Receive Payment, Add Invoice,

Refund, Print, and more.

:-@unm

ne
)
Comgany
o= Surame Wi - Frstriame vac Dee i omber 10 ¥ Transaction Cosed
Department 1| View with Tax, Otscount And SVC
7] View Zero net transactions too.
by ===
ot lumber —[boe & Type: Charges Cred. Descrpton Deportment Hame Operator
ﬂ )
@ W |wr  ovoan sememecst e Manstore pre—
Vs B |3 03/10/2023  Deposite. 0.00 3,000,00 Reservaton Deposie on Invoice=3 ManStore. admrisate
a 8| 9 o o | wmm o e et —— e
Bt & e 31072023 Paymentiecept a0 50,000,00 Payment Recept: 5615 Mantiore admrvzwate
8 W [we omn e mon oo itFOS Mansiors fom——
& i [ses S0/023 Pamentiecent 00 0,000,060 Payment Reciep: 5615 Mansiore admevwatee
e |+ 31107023 Refurnd 95,650.00 .00 Mo Adtion ManStore pr——

50000.0000
L? Correct Db B Prob.

DAp—
@ e
=)
B oo
[ e
| o) et
Correctors -]

i Repest Al Trans,
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Transaction Manager

This interface allows you to manage guest accounts, respond to requests (e.g., adding rooms,
invoicing services, handling payments, refunds, credit transfers, guest statements, checkouts).

To access the Transaction Manager, follow these steps:

Step 1.
Go to Reservation menu, and locate Transaction Manager.
Step 2.
Click on "Locate Guest By...". A search panel will appear. Select the guest from the drop-down
list:
a. In the "Guest Bill Number" field.
b. Search by Room Number.

c. Search by Invoice Number.

Guest Transaction - Reservation and Complete Accounting System - For KENBREAD LTD - Ld

Reservation

Activities Front Office Asset Management

Inventory Account Report

A = =
Room Status ChedkIn Advance House  Interdepartmental Consume Inventory | Reservation Time Setup O
Chart Guest Booking ™ House Listng Bydate Group Statement | Keeping ™  Supply/Service Per R.oom Repaort ™ Links =
Guest Operations Accomodation And Maintenance Reports And Time Setup
[ Reservation Item Listing @LL @l
II Set Date Range~ (G5 Refresh | (| Account Balancing - [ 8 Sponsor Statement | [ Close
Dqe
Gl
1 Spedfy Guest Paremeter to search by
194 [scarc by i Nomber ] e
—— ]
[ E Or Room Mumber |
Department =] '=|
Spartmen Te Or InvoiceMo 4]
Addh
e o | ormene] @ |[= 1
Ba LE}
- OrReflnvoiceNo | | = Nationaiity \ |
1S—p Cr Ref Receiptho Sponsorship ‘ |
plied
@ |— BI Sponsor Account ‘ |
Windows Checked In By ‘ |
["| View With Tax, Discount And SVC ‘ 0.00
Eit [ view Zero net too
Transactions
| | \ | Number Date & Type Charges Credit Description Depz
Home
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Step 3.

a. Search using the Bill Number: Click on the "Bill Number" field, and select the guest.
Click "Go" to initiate the search. The Transaction Manager interface will then be

shown, providing the guest's transaction details.

Guest Inhouse Guest Bil Rooms Group
Manager House Listng Bydate Group

F don %
| | @ B
=
2
1| | Spedfy GuestParemeter to search by
il = Bl ) | First Name | Bil Number |0 10
1 SAEZEE | ] D)
Tel o Invoicelo '+ Date Of Arrival [
v Y
G . | Ariving From
OrRecei™o "1 O Transaction Status: Transaction I Still Open v
Ba — GaingTa
Or Ref InvoiceNo 18 Wils MacDee  London Room 08069117130 03/10/2023
5n Or Ref Recaiptiio 17 Wills Mac Dee 08069117130 03/10/2023 ] pEng EEEs T
i 16 alagbu ken DB026232044 D3/10/2023 ——— Checked Outgy
(] 15 Wills Kels 07038337627 13/03/2023 — Profession
L | 14 Alagbu kemneth 5 Business sensor websites | 08089117130 13/03/2023
["] View With Tax, Discol 13 AS 3 01/08/2023 0.00
. [] View Zero net transa| 12 uk 6 01/08/2023
—_— 1 QA 3 01/08/2023
Transactions
| 10 vi 5 31/07/2023
[ T s mn % s Department Name Opertor
& chisom okeke d 30/07/2023
7 kingleys Alagbu 08069117130 30/07/2023
6_kingieys_Alagbu 08069117130
Clear (
i ‘

b. Search using Room Number: Ensure you have the room number. In the "Room

Number" field, input the room number. Press the "Go" button to initiate the search.

= |

@l

==

Room Status CheckIn Advance House Interdepartmental Consume Inventory | Reservation Time Setup C
Chart Guest Booking ™ | Manager i fService Per Room Report ™ Lir

Reports And Time Setuy

Sponsor Statement

Gl
|  Spedfy Guest Paremeter to search by
=] S_u SearchbyBilNumber | [¥| | First Name |
—— =
aen E I Or Room Number ROOM LA
Department ’;

J— | [ ]

Gr) Or Receipthio l—‘ |

Or Ref InvoiceNo ’—‘ j Mationality ‘
|
|
\

Or Ref Receipthio ’—‘ j Sponsarship

Ba
sp
T

i

Windows Checked In By
[ View With Tax, Discount And SVC 0.0
. [] View Zero net transactions too

Transactions

| | |Nm|ber Date & [ Type Charges Credit Description
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c. Search using Invoice number: Type any invoice number charged to the guest, in the

field and press Go button.

Guest Transaction - Reservation and Complete Accoun System - For RESERVATION COMPANY - Logged in as Administrator

Company

1 Search by Bl Number 52|
N First N
e OrRoomMwmber | | rertene
Department

or InvoiceNo | 6617

w Or Recsiptiio
s e I—
DerFREcaqu’—‘ Charges [ credit | escription | Department Name | operator

Mac Dee | Bl Number |18 | [ Transaction clos

Guest Account Is In Credit Of N6,000.00

@ 54,500.00 0.00 *ReomKana, For 1Day MainStore Administrator
Windows :
0.00 3,000.00  Reservation Deposite on Invoice:3 Maintore Administrator

Exit

_

Add Room or Hall for a Guest.

Step 1.
To add another room or hall for an existing guest, go to "Add Room/Hall" and click.
Select "Direct Booking.

Guest Detais
setai

e [wils FirstName | MacDee | Bil Number | 18 | [ Transaction Closed
W With Tax, Discount And SVC Guest Account Is In Credit Of N6,000.00

wZero net transactions too

Backdated Credit Direct Booking

Advance Booking

03/10/2023 | Reservation + Room Kano, For 1Day

R 03/10/2023  PaymenReciept 0.00 57,500,00 Inv: 3 unitVIP MainStore Adminisrator
[ 03/10/2023  Deposite

3,000.00 Reservation Deposite on Invoice:3 MainStore Administr ator

Step 2.
The interface loads, and you can select the room of choice as desired by the guest. Look for the

Room detail information on the sidebar and click check in Guest.

Guest Transaction - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Administrator

=
(El Home. Lists or ent Reservation Inventory Acco

4 @ Group By Room Type B Filter Hcﬂﬂa
Manager

Room Status CheckIn Advance
Chart  Guest Booking™

Report

G T | Maintenance

() =
Company

5 Guest Deta Room Venus

o Sur Name [ PERKIRG ]
e PENT ROOM : Room Venus

epartmen [ View Room Verus i Vacant

O 2d Standard

Il alaE a3 E
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Step 3.

Confirm information on existing Guest and click on Next

Actvites  FrontOffice A ement Inventory  Account Report
5. checkIn wils Ma

Guest Checkin Wizard

Normal Booking Credit Transaction
Guest Detail 'Wills Mac Dee: Billlio 18 (ExistingGuest)

Standard : Italy Reom

Reservation Space  Standard : Italy Room Ttaly Room is Vacant
Billng Interval Plan [Dayty

Checkin Time [Tue, 31/0ct/2023 19:02PM
End of Day One [wed, 01/Nov/2023 12:00 M

Rate [Defaultrate: Ns0,000.00

Percentage To Bil '100

Security Deposite [0.00

Taxes, Discounts and Service Charge
Main Tax [0.00 Other Tax [0.00 | Excempt From Tax. (=1
Service Charge [0.00 |ExcemptFromsvcPay [ lo
Week End Discount [o.00 | Mlow Weekend Discount [ [ fes

(in % of plain figure)
Summary
Totel Rate WhenBiled | 50,000.00

Total Payment On Checkn | 50,000.00 | o. Days To pay on chedn |1

| Grasineamentitese () Full Pavment on Chedk (O cregis Checkn

Step 4.

Click on the "Receive Payment and Check-In" button, beside is the payment details.

Guest Transaction - Reservation and Compiete ACCOUNTING System - For RESERVATION COMPANY - Logged In as Adminitrator

Completing the wizard

ou have successfiily compieted the mizard

NO 00, wofar Recerve of NS0.000 00 to makeup NSO 000 00 for
‘% Receive Payment and Checkin ] m‘v-’ paymert o

Checking in to Ttaly Room
PaidCheckin Checkin for 1 Day
Should pay towards N50,000.00 to checkin

Below are the details of booked Room

[Room stans A]Roam Type. [oatein CrecioutTime [invte [Period O stay.
London Room Ocagred Standard 03/0ct/23 12:39 P4 3 o
Standard 31/0ct/2307:02PM

Vacant p |oxoay2s 19w

How to add invoice to a guest’s transaction

Keep in mind that you should only proceed with this action upon the guest's request, as some
guests may prefer not to include their consumption in their statement.
This two-step process should ensure the correct handling of cash or credit invoices based on

guest preferences
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Step 1.
To create an invoice, click on "Invoice" on the right side of the screen. Choose "Credit Invoice"

unless the guest prefers immediate payment, in which case you should select "Cash Invoice."

N e [ st e T
Oapartment 1| View Wiith Tax, Discount And SVC Guest Account Is In Credit Of N6,000.00
6’ ] View Zero net transactions too
Transactions

About
= A v

£2 §7,900.00 1 3 VP

W |3 03/10/2023  Deposte 0.00 2,000,00 | Resarvelion Deposhe on bvcice:3 Marstore
n g p e 3/10/2023  Reservaton 50,000.00 0.00 * Htaly Room, For 10y frov=eang
L ® w 50,000.00 Payment Recept: 6618

s

Step 2.

The invoice will open with the guest's name by default. Choose the selling department and

select the guest's requested items.

et ront Office Asset: ot a Inven o
=
ELDED B R = & o
Transaction GuestIn Guest
Manager House Lsting By
Save Add RefNo: 3> "
son ] [ Room From  ManStore Souce Of Stock 52}
te Guest By...” Client Account [l Wilk MacDee [+] reayDuepate 107132023
Gther Guest Detais. CientBalance | In Credit of 3,000.00 | invoice Number (6603
Guest Detail Name On Tnvoice | Wil MacDes || RefDocument [ Quick Links:
SurName | wils. o ‘ a Last Modfied By | Admnistrator [ Transaction Closed
e ecesion 2Y wtere
e — | mvoicepate  [33/10/2023 [E2}
SdesoOffcer | Admristator [o] | service charge | o] amaunt | Bl
Taxttem I 5] Amount [F3.00 ] biscount o et | € necteromet
uest Wills Mac Dee ble
Guest o8 vite aco TR] room o T Taberio | & s
Invoice Detail
= —— &) e
@ Checkout
|4 sa
[
(=

Step 3.
Click the "Save" button and then "Exit."

Guest Transaction - Reservatiof and Camplets Accounting System - for RESERVATION COMPANY ~ Logged i #s Administrator =

2 e

& Foa
Depwrtment _] @ Add oo b
ﬁ " = masimoce
= =
a ——— -

™ Jr— W) ot
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Step 4.

You'll notice that the invoice has been added, resulting in an increase in the guest's balance.
J ELREB ¥ W

House  Interdepartmental Consume [nventory | Reservation Time Setup Other
Statement || Keeping ~  Supply/Service Room Report~ Links ~

Other Guest Details

[ suest petai QuickLiks
|Suv Name | wils First Name | Mac Dee | Bl Number | 18 (7] Transaction Closed

("] View With Tax, Discount 4 nd SVC ‘Guest Account Is In Credit Of N5,650.00 ‘Add Room/Hall
[ "] View Zero net transactior s too
Transactions % Add invaic2
Mumber  [Date A |Type Charges Credit Desaiption Department Name. Operator % R
> »
2 B |es17 03/10/2023  PaymentReciept 0.00 57,500.00 Inv: 3 unit VIP MainStore Administrator @ Refund
B |3 03/10/2023  Deposite 0.00 3,000.00 | Reservation Deposite on Invoice:3 MainStore Administrator @
print
=1 B |es03 31/10/2023  Reservation 50,000.00 0.00  : Italy Room, For 1Day MainStore Admiristrator
=2 5 |esis 31/10/2023  PaymentReciept 0.00 50,000.00  PaymentRedept: 6615 MainStore Administrator E Chedout.
2 B |eses 31/10/2023  Inwoice 350.00 0.00| bt PEPST MainStore Administrator
Q il Guest
@ Credit Guest
=
= =
CHG [ReActivate |Room JRoom Status. & [Room Type. [Date In | checkoutTime. Jinv.No Period OF Stay. Rate i Repost All Trans.
& London Room Occupied Standard 03/0ct/23 12:33PM 3 0 0.0000
- 7 comecsonl il preb

How To Receive Payment

To post guest payment, these are the steps:
Step 1.
Click on Receive Payment at the right side of the screen. Input the received amount from the

guest in the "amount paid" to reflect the actual payment, and then click "Save” and Close.

Guest Transaction - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Adminitrator

i@ i

0] = ;
== s = s
2 = — 5 e
-9 Surfame W Ref.DocHo.
Department (] View Wit]  Total avaiabie To Aply Oid Account Balance L ﬁ Add RoomHal
w Olvew o i Traractiors i d add Invoice
oot T =

-

L 1

6 1

®

>
153 1600 * 90px 100% (=) L[] @

a

<
+ 96 39pc
e
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Step 2.

Once you close, the guest balance will be updated automatically

How to Refund a Guest

Refunds involve returning any unused deposits made by the guest.

Step 1.

Click on Refund at the right-hand side of the screen. Enter the refund amount, and choose the

cash account from which the money will be withdrawn, then click Save button and Close the

form.

Guest Transaction - Reservation and g System - For RESERVATION COMPANY - Lopged in as Administrator

Journal Action Debit Customer

[rccnumt

5 Journal Date IUOCt20Z3 08:44 M

8 = Y1023 Paymentiecept | TS0 Depariment Marstore
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The interface will appear in this manner when the customer ledger is balanced.

[ uestpetai Quick Links.
‘Sur Name | wils FrstName | MacDee Bil Number |15 () Transacton Closed

] View With Tax, Discount And SVC a‘ @ AcdRoompial

("] View Zero net transactions too
Add Tnvoice:

Transactions
Mumber  [Date ATy Credt Name % —
> B 5 .
=1 B |es17 03/10/2023  PaymentReciept 0.00 57,500.00  Inv: 3 Lunit VIP Mainstore Administrator Refund
B |3 03f10/2025  Deposite: 0.00 3,000.00 Reservation Deposite on Invoice:3 Mainstore adminstrator
print
2@ B |esos 31/10/2023 | Reservation 50,000.00 0.00 : Italy Room, For 103y Mainstore Admiristrator
=1 5 |es1s 31/10/2023  PaymentReciept 0.00 50,000,00 Payment Recept: 6618 MainStore Administrator E Checkout
= [ 31/10/2023  Tnvoice 350.00 0.00 1ot PEPST MainStore Administrator
@ B |esw 31/10/2023  PaymentReciept 0.00 0,000.00 Payment Receept: 6619 Mainstare Admiristrator B e
—
4 31102023  Refund 95,650.00 0.00 Mo Action MainStore Administrator
e » S Credit Guest
Rooms, i
= = i Repost Al Trans,
CHG [ReActvate | Room Room Status Room Type. [pateIn | ChedkoutTi [inv-No- Period OFStay Rate.
"3 London Room Occupied Standard 03/0ct/23 12:33PM 3 ] 0.0000
W Correct Dbl. Gil. Prob
3 Italy Room Occupied Standard 31/0ct/23 07:02PM 6603 1Day 500000000 | |

How to print Guest Transaction

A. Print Guest Statement

Click the "Print" button within the Quick Links and then choose "Print Guest Statement"

from the options.

~
h
e st pesal
_l_ T Frotteame acme w18 ] Tansachon Cosed
Mgk ] Vhew With Tax, Discount And SVC jo| @ ovT—
&’ | Veew Zero met transactions 1oo. |
E Add tvoce
ot
g ammapamen
=) I
& b |er 0310/2023  PaymenRecent (1) 57,500.00 Iv: 3 etV marsrore asmyaty d Aehd
w | QYI0/023  Depesie: 0 2,000.00 Reservaton Deposte on Ivoxe:3 MarStore At aty
u U DL Reservaten 2,000 gy | { ulyShaam, Fur Sy marsore asmrvvats res—
e % ¥ |=n WAL Paymentiecet () 0,000.00 Pavment Recest: 6610 Marstoe Admnctat T ]
U L B vace 35000 00 DEPES marsore asmrmany
2 B |un WM Paymeecet [ 0,000.00 Perment Recept: 6619 arstore saretate L‘ woan
o Actn prevemre :
2 W WM Rehind 9545000 000 Merbiers LJ Crade Gunst
! oot M Trars.
7 comacton, ou. rot




B. Print Guest Statement Without Full Invoice Detail
Step 1.

Access the transaction manager interface and locate the sidebar. In the Quick Links section,

find the option to print. click on Print button and select 'Print Guest Bill'

Surtiame | ZARA |Frstiiame pesmone. |shrusmber 4509

Guest Account Is In Debit Of N62,000.00

y 2 I oM
X RM: 301, For 1Day B
L ® b |mone1 0112202 Reservabon 32,000.00 .00 Ao Admiistratar i
L ® B [ome 021025 Reservaten 28,0000 .00 RM: 301, For 1Day ADMIN Admistratar
L ® B [o7e1 03105 Resevaten 28,000.00 0.00 RM: 301, For 108y ADMIN Admisstrator | et
o ® B [m781 041272023 Reservabon 32,000.00 0.00 RM: 301, For 108y ADMIN Admisstrator | Print Guest Statement
L & B [o7e 05102 Reservaten 32,000.00 0.00 RM: 301, For 108y ADMIN Admicistrator Print Guest 8ill
| e
L; Credit Guest
. Rooms, talls and Oth | -

Step 2.
From the list of options, select Print without full invoice detail and click on Preview for the

report to load. Then click on the printer’s icon to print.

- REE Y
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Print with ‘PrintFilteredInvoiceDetail’
Step 1.
Access the transaction manager interface and locate the sidebar. In the Quick Links section,

find the option to print. click on Print button and select 'Print Guest Bill'

Locate Guest By... = Set Date | = Refresh. Account | 3 Check In Guest Statement Close i

.00 M: 301, For 108y
.00 #: 0L, For 108y
.00 #: 201, For 108y
.00 : 201, For 108y

Step 2.
In this section, select PrintFilteredInvoiceDetail. In the Select Bill to Print section, select

the invoice(s) you want to print, and then, select Payments to Print.

Step 3.
Lastly Click on Preview button to view the statement, and click on print button to print.
e .
M,mn i, ‘: ::mma—- | 1::‘:-mmwmmo-n
E <! 1o 07178 emarcid, goiden . Bio: 15836 N2.600,000.00; By SAMSON SAMSON; €
¥ Ivio: 0T I3RMAS 1 v BiNo: 15816; NSO,000.00; By SAMSON SAMSON; On ¢
2 N M B~
Print Out Sgan: Man Report o
N
o~ RESERVATION COMPANY L
\P) st ST o o I
4 TR VAONOLUSINGSSIENSOr.COM 123456789, Fax HOME TOWN.
D Freven. X Cose GUEST BILL 4
I (WAME SAMSON SAMSON \FioRE e )
- ADDRESS: IDATE I 108203 5:18:8PM
e v DATEOUT: 1262023 12:00-00PM
s oy PO e, e
r- : : Date Descripton Amount Tax SC_ Discount Toul L
§e v SO ntlo707178 Rk emarsdgoden \%0@0 o 000 o 15500000
05-Dec- 203 InwNo 707163 RMBS1 3000000 000 o0m o0 30,000 00 o
-
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How to checkout guests

Step 1.

Click the "Check Out" button located on the right side of the screen, a dialog box will appear.
Confirm the checkout, clicking "Yes" in the dialog box.

Note: If the guest still has an outstanding balance, a dialog box will appear, indicating that
the account is not yet balanced. Select 'Yes' to proceed with the checkout, or select 'No' to

balance the account before checking out.

Step 2
The "Check out Billing of (guest name) " interface will be displayed. Click on "Bill And

Checkout button" for confirmation.

TART ATOBILLING!
EVERY 15MN

£

i z ‘Carrect Dbl B Prob.

After completion, return to guest transaction manage or close interface.
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Bill Guest Interface

This interface offers the capability to execute a billing cycle for guests in the event of any
pending transactions that have not been recorded in the guest transaction details.
Step 1.

Double click on the guest you want to bill from “Guest In House”.

&=
Esadsa A .. " e L b
[ A asene mase o o e e 141,250,000.00 01 1,250,000.00 NLIDW000 O 1200000 00 K omsousemman
3| ez wow AR PADER sl FATMER PATER  N1AGO000.00 O LACR.000.00 NLSAGO000 O LIMO000  0M
— » v s |sel AANCES PRANCES | o, ] - ot
m 4 150 Rshver on ravouR. Eustrgluest  OTU FAVOLR N1,300,000.00 O 1,300,000.00 N1,250,000.00 O 1,290,000.00 08022980903 -
& Pl i | —r—— e R
of 10 sanontngion v s s NN NATEO 0 2AT000 | HA0000 D 2000® LMD
a T T I T T e T T e T T
™ Oty Poave Bmances |
Oty Negate Bomces ||

Step 2.

Locate "Bill Guest" button on the right side of the screen and click, "Occasional Billing of

(guest name) " interface will be displayed.

@
Sorcen B [ Avaitable Rooms For Biling Qi o)
& i el o s —
Depermen et o I I
f: Cwemzeod > 8 5
E gy
L] & e
a =
- W3 o
=
vttt

(o= T G o
) [ Cormectu, B4, .
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Step 3.
Upon opening the "Available Rooms For Billing" interface, proceed by clicking “Bill And
Checkout”.

n Al sccomadations has Been billed now H ot

® | = o) oo
Y wou
| o comans

e af T

Step 4.
Note: Once you can see the list of charges, you have successfully billed the guest. Also, this

action is done automatically by the software.

@ J
coouns [[ i s [
- e e Frstiams [sareatn ot 14 il = 0|
Besarinent ] veons weth T, Dmscommt And SvE. Guest Account Is In Debit Of N2,548,960.00 :1 @- A Roomid
o
3 & B 1j20/2023  Reservaten 50,1000 0o [r— re— | ‘ Reked
@ w| 0275072023 Reservaton 45000 0.0 tRoomLagas , For 10ay [rew e
a & B 03/50/2023  Ressrvation 00 000 iRoamLages, Far 1Day Wanire fye— @ Frat
e & ® |2 04302021 Reservatin 545000 D00 {RoomLagas., Far 1Day ManSlore prevvere .—j
2w oshaem nsseraten s 000 1AoomLagas, For 1 Day [ e
& w2 06/30/2023  Reservanen $4,500.00 0,00 ¢ Room Lagas , Far 1 Day fo— [re— {j o Guest
& B2 07302023 Reservation 50, 140.00 .00 #Room Lagos , Far 1Day Mansire Admsater B oy
— @ B2 08/30/2021  Reservaten 0, 140.00 D00 {RoomLages , e 104y Wanstre Admsirator v
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Advanced Booking

Create Advance Booking

Advanced booking within hotel management software involves securing and managing
reservations well ahead of the intended date to facilitate effective resource allocation and guest
accommodation.

Step 1.

Navigate to the Reservation menu, choose Advance Booking, and then click on 'Create'.

Un-Checked In Booking Listing - Reservation and Complete Accounting System - For LIBRA10O - Logged in as Adminis

FrontOffice AssetManagement Inventory  AccountReport

L1 H2% B % B

Guest Inhouse Guest GilRooms Group | House Interdepartmentsl Consume Inventory
Supply/Service Per Room
Accomodation And Maintenance

Settings

o I Print Group List | Export To Excel [ Per-Group Export ~
Manage Un-Checked Tn Booking Listing

Company

& Booking Report lun by that column

o

s | [sn |AmivalDueDate [BookingDate [Guestliame [Sponsor | |Booking Details | Arriving From | Booking Status
Department

About

Windows

_—

Exit

e Guest Name: Denotes the guest to be booked.
¢ Booking Date: Corresponds to the current date intended for the booking.
e Booked by: Indicates the individual responsible for the reservation.

e Due Date: Signifies the expiration date of the booking.

Un-Checked In Booking Reservation and Complete Accounting System - For LIBRALO - Logged i as Admintrator

| Boskrg Dste Ee
ot Checked in
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Step 3.
Utilize the search function to locate an existing guest profile within the system, or employ the

"Add New" button to generate a profile for a new guest entry.

Lists Activities Front Office Asset Inventary Account Report

Room Status Check In| Advance Guest House  Interdepartmental Consume Inventory | Reservation Time Setup O
Chart Manager Iy/Service er Room
Company
Drag a columi —
& Booking Date =
] I [ Fnd )
Department BRTeE S
. [Guestame [Telephone | Dat= Of Arrival [ BillNo [ Armiving Fram [Rooms [ Emai I
@E [ [roomType Deposil
About >
Windows
o
Exit
Home Deposite F———
tists Total Rate
B
S
Activities Destination Account
BRI
<
4 787, 517px 15 10 1600 x 900px

Step 4.
Upon selecting the "Add New" button, the reception form initiates, presenting designated

fields—such as Surname, First Name, Telephone, and on Sponsorship:

= O o[ Em = o= = -
LEwEE4R8D 8| B = |5 B
RoomStatus Checkln Advance | Transachion Guestln Guest Inhouse Guest BilRooms Group Inventory | Reservalion Tme Sehp Other
Chart  Guest Bockng™ | Menager House Llistng Bydate Group Statement  Keeping ¥ Supply/Service Fer Room Report ™ -
:
L o © dvance soskng | [ Save [o) Save Add 00 Find> Menu~ Old Guest | [ BookRoom AdvBooking TransMGR Bill Ne: Print~ -
78 | | save | Save Add B2 Find~
L Surliame EHow Guestiicure Billo 1
= oo com R Frsthame L@ DawOfamivdl  B1Y2Z =]
a 2 —br =]
8 T B T
b ([ ]= - Loz - . _ D:OfDmemn ERr] =
Deparment professen No image éats &
‘Select Room Types Email RefDocNo
s? Rsom Type Nationsiity 2 Gender K]
Aot > [ Telephone MBI Date Oficths 28/12038 7]
= - = oz
v GangTo o 2
Vindans Kentty Chidren 1105 ] chidrens o 12 ™z
E Type OF D: o] mtwmber: Aduts o] vence v =
- Sponsarsnp [Ere—
Spansarshi 2] Housells= Company Name
s T
Empiorer “ompany Addess Il
= | M
Home C Conplnentar : ) a
— el = s Rescnt et
R ToiRatz CredtOr Cash Passport o
L S et ot credtmt 1] pacepatzotisme
Front Office: F—
< o
Asset . (i ook
LT — ‘Rw_ 1 ransachin Sgan [ Rm
Reservation [ = —
<
+ 1446, 26 =] 2 1600 % 0p 1003

a) Self: Identifies the guest making the reservation individually.
b) Employer: Specifies guests sponsored by their employers.
e To add a new entry, select the "Add New" button in the sponsorship section,

which prompts a client setup interface for new entries.
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o Complete the form provided in the client setup list and confirm by clicking Save

button from the client setup page, and then the "Okay" button.

H

”llllll
IIi

c) The 'House-Use' feature indicates when a room is about to be used by an in-house
guest.

Un-Checked In Booking LAging - e vitis

S ECHEMENEY

I
resan |
o |
Natoraiy | b 2}
» Teleghone  0R0INT oote Ofbeity 287117020 [
Resdental A g il B
o owgre | j1Zp
1oty - | oW iws o owrensn 2 ik
Troe 011 (ST am oo vence i v

g
e
i

Totsl Rate ! o wpartho |

d) Existing Guest: You can choose from the already existing guest to bill, from
sponsorship section.

FEREIRER L
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Step 5.

Click on 'Save' to add the customer or 'Save Add' to add another customer to the customer list.

Step 6.

In the "Select Room Type" section, choose the type of room, specify the number of days.

(3023 11:44

B A b 2b 4b b b 0b 25 2 4

Step 7.
Choose the room number, and enter the necessary details within the "Select Room Type"

section.

cposes  wege  wem e

g

Totw Rate [Wo2.000.00 o000
‘Destrabon Account | ACCESS -913- TRANSFER

£ lm

AT IO A A A IAIAIL I

€1 5¢150: 501 3¢ 3¢} 3¢} 3¢, 3¢ 3¢ 3¢ 3¢ 3¢ 3¢} 3¢{ ¢
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In the "Deposit" section:

e "Total Rate" refers to the room rate.

e "Amount to be Deposited" indicates the sum provided by the client.

e "Destination Account" describes the account where the funds are deposited.

s (&) }v—
e
[ZARA DESMOND [#] Booked By [ |
\g Report
ks [29/11/2023 [+] pue pate [29hov/23 11:52 M 2]
ing Details
[Not Checked 1n | ;
7 3 UTIVE DOUBLER
Select Room Types
2 | MNDARD DOUBLER.
7 Room T, No.Days | Rate. RoomNo. | CheckinDate_ | Discount | Taxc DARD DOUBLE R
/ B [ ECUTIVE DOUBLE R
» ®
7 DARD DOUBLE R
2 ECUTIVE DOUBLE R
7 ECUTIVE DOUBLE R
2 DARD DOUBLE R
7 DARD DOUBLE R
2 DARD DOUBLE R
7 DARD DOUBLE R
7 3 PERICR DOUBLE R(
Deposite
7 3 ECUTIVE DOUBLE R
7 Total Rate [32,000.00 | amountroDeposte [nso,000.00 [} hosro vousier
P Destination Account | ACCESS - 913- TRANSFER [-#{ peposite Reciept Mo (0 | bemve sousier
7 UTIVE DOUBLE R
s 7
«
& Activate Windo

Step 8.

Finally, click the 'Save' button to add the guest's information or select 'Save Add' to add another

guest.

ey
Ry
Department Booking Date 01/12/2023 [ oue vate 01/Dec/23 12:24PM 2]
About
Windows
Exit
Deposite.
Total Rate. N32,000.00 AmountToDeposite | N90,000.00 22}
Destraton Account [ir] peposte Reaept o 0
L &
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Managed Advanced booking

This interface is designed for managing advance bookings. You have the option to either cancel

the booking or check in a guest who has been booked in advance. Click here to watch the

tutorial video.

To Cancel Guest Advance Booking, these are steps to follow:

Step 1.
"Navigate to the 'Reservation' menu, choose 'Advance Booking,' and then select 'Manage'.

|| Manager House Listng Bydate Group

E2¥Th Advance Booking Guests

|
& BaaKing Repor © Manage Advance Bookng
Make Selection
Department
About
Windows
Ext ‘Action to Perform
Lm (O Check In Guest
(O cancel Booking
Perform | Go To Transaction | | Print Cancelation
Front Office

Step 2.

After it opens, choose the guest and select the booking you want to cancel. If the selected
booking has a deposit, under 'Action to Perform," check 'Cancel Booking' and enter the

percentage (%) of the deposit to be charged. Then click on Perform Action button.

— —— S S

) Manage Advance Booking
N
u Make Selecton
Company
" Select Guest: RAF RAF 2]
[ Select Advance Booking |01/Dec/23,RES1 2]
Department

Stats
8 ting Status=not Chacked In GUest Wil Be Billed
oot Due Date Is 01/Dec/ 2023

Advance Deposite=N60,000.00 11, ...t will be billed N3,000.00 for this cancelation, do you want to

- | . | procee d?
D y |

Action to Perform

Windows ves | No

o
u O Check In Guest m—
= @ caxeibooking |5 | %Of Deposite wil be charged

— Go To Transacton "
_ @ o
S i L

Note: A confirmation dialog box (Guest will be billed) will appear, then click Yes button, this
action will bill the guest.
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https://www.youtube.com/watch?v=u6u_wton_XY

Step 3.
After the guest is billed, another dialog box will appear, asking, 'Do you want to manage
balance refund?' Click 'No' if you are not refunding the guest yet. Otherwise, click 'Yes' to go

to the transaction manager to process the refund.

Do you want to manage balance refund?

Windows Action to Perform 1 To manage other refunds, dick ‘YES to go into ‘Guest Transaction
u | ) Check In Guest \
o @ Cancel Booking s % Of Deposite wil be charged J [I] -
Go To Transacton | | Print Cancelation Y
Manager Charges Invoice
| Activitios

Step 4.
After clicking "Yes,' you will be redirected to the transaction manager, where you can process

the refund for the guest. To initiate the refund, click on 'Refund'.

Guest Transaction - Reservation and Complete Accounting System - For HOTEL ROSEBUD - Logged in as Adminstrator

[snu- RAF Frsthame RAF B Number 15813 [ Transacton Cosed ‘
71 View WithTax, Discount And SVC Guest Account Is In Debit Of N1,683,000.00 1| 7BY msineoniet
(] View Zero net transactions too :] =
— =| Akt
& » |mnn 271202 Reservaton 30,000.00 0,00 R: 855, For 10ay AOMIN Admnstator 4,
& W | 8112023 Resevaton 30,0000 0,00 R: 855, For 10wy ADMIN Adminstrator a Refund |
& » | 2911202 Resevoton 30,000.00 0.00 R: 855, For 108y ADMIN Adminstrator -
- » |onn 30/11/2023  Reservaton 130,000.00 0.00 R: 855, For 108y ADMIN Admnstrator u L
@  © |mw0m0  oyiz2s Paymentecent 0.0 50,000,00 Payment For Advance Booking oM Adnnstrator !‘j haind
—— &  w [nrnr o2 Resevaton 30,000.00 0.00 R: 855, For 10ay AOMIN Adminstrator
) Lunit BookingCancelatonCharges: Advance Booking Bil Guest
® B |no 01/12/2023  Invoie 3,000.00 000 (S on Charges AOMIN Adninstrator m Li
= F
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Step 5.
Next, choose the account for the refund, select the department, add any necessary notes about

the transaction, and then click 'Save and Exit' to complete the process.

‘Goest Detad . ) B - i | Quekiris (&)
Sur Name | RAF FrstName RAF B4 Number 15821 7] Transaction Closed
71 View With T, Discount And SVC Guest Account Is In Credit Of N57, | 7RY mmonr
[ View Zero net transactions too ;\ -
Transactions. ‘! = [il e
- oo R = €g) remarame
Journel Action S Cortoner gl .
Rehnd
® W [ns  oviin wee 34 o Adnenator ‘
Account Cast |} @ it
Jounal Date. 01/Dec/2023 04:28 P 1] -
Transacting Department | ADMIN 2} .j i
Payment Is Beng Made To Clent T
p— - | RefDoament o L; U
e ] —
tote
:1 W e,
For AGuest RAF RAF
Last Managed 8y Admraator z ‘Correct O, B4, Prob.

That means the guest has been refunded, and the account is balanced.

Check in advance booking

Step 1.
Navigate to the 'Reservation' menu, choose 'Advance Booking,' and then select 'Manage.'

From there, choose the guest and select the booking you want to check in.

Reservation and Complete Accounting System - For HOTEL ROSEBUD - Logged in as A

Front Office

Accomodation And Maintenance Reports And Time Setup

Department Select Guest: | zara DESMOND

EE

Select Advance Booking | 01/Dec/23,EXECUTIVE DOUBLE ROOM LX

Booking Status=Not Checked In

@ Due Date Is 01/ Dec/ 2023
Advance Deposite=H90,000.00

Windows

Exit
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Step 2.

Under ‘Action to Perform’, select ‘Check In Guest’ and click on ‘Perform Action.’

Inventory Account Report

)

Pt [ pomcewoos A
L Make Selecton
[

Department Select Guest: ZARA DESMOND 2]
W Select Advarce Booking | 01/Dec/23,EXECUTIVE DOUBLE ROOM LX 2]
Vs stans

Booking Status=Hot Checked In
g Due Date Is 01/ Dec/ 2023
Advance Deposite=N90,000.00

Windows
(%] =
Bat T

Ofrectinguest
(O Cancel Booking

Perform | | Go To Transacton
Acton Manager

Step 3.

This will lead you to the 'Create Reservation' interface, where you can check in the guest to
any available room." The screen shows the available rooms also within a specific category.
To proceed, select the ""Check-in Guest" option. Additionally, you can search for a particular
room using the room type drop-down menu and filter rooms by different categories using the

"Filter by Category" option.

‘ || = Group By Group By Room Type Filter By Cat EXECUTIVE DOUBLE ROOM LX & Refresh

Category .
‘EMEI room to search... Al
CLASSICROOM
Deluxe Rooms
EXECUTIVE DOUBLE ROOHM LX EXECUTIVE DOLELE ROOM
EXECUTIVE DOLBLE ROOM L¥ Maintenance
)= KETTLE IN ROOM o —
. RM302 Ix| Z
[EXECUTIVE DOUBLE ROOM...|
Vacant
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Step 4.

From the ‘Guest Check-in Wizard’, the information about the booking will be displayed, click

Next to check-in guest.

Guest Checkin Wizard L
Normal Booking Credit Transaction
Guest Detail ZARA DESMOND: Billio 4509 (Self)
@ Reservation Space  EXECUTIVE DOUBLE ROOM LX: RM301
Copany Bling Interval Plan Dayly
8, Chedkin Tme Fr, 01/Dec/2023 18: 14PM =
[l
Depariment Endof Day One Sat, 02/Dec/2023 12:00 PM g
Rate DefaultRate: N52,000.00 2]
Qf Percantage To Bl 100 o]
About Seaurity Deposite 0.00
Taxes, Discounts and Service Charge
ﬁ Man Tax f0.00 Other Tax [0.00 " Excempt From Tax (=)
Windows Service Charge 0.00 [ —
ﬂ Week End Discount 4,000.00 Mlow Weekend Dscount [ ] Yes
Exit TsOsysaweskend | False
in %4 of ploin igure)
Summary.
TotalRate WhenBled | 32,000.00
Activities Total Payment On Checkn | 68,000.00 Yo. Days To Pay On Chedin 3 o]
front Office CheckIn Pay @ Full Check In ) Credit Check In
Asset
Reservation

Step S.
Click on the 'Check In Guest' button to complete the guest check-in process.

Check In WAZIRT WAZIRI:

completing the wizard
You have successfuly completed the wizard

CUTIVE DOUBLE ROOM L¥:

301
301 is Vacant

(& Check In Guest } Conclude the checkin process

Checking in to RM301
PaidCheckin Checkin for 2 Days
Already paid N90,000.00 to checkin

Note: To manage the guest transaction, refer to the Transaction Manager section above.
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Advance Booking Report

The "Booking Report" section showcases guests who have both checked in and those who
haven't (Not checked in). Watch the tutorial video here

Step 1.

Access the Reservation menu, then select Advanced Booking. Scroll down to locate the
Booking Report and click on it. Here, you'll find a booking status that displays both checked-

in and unchecked-in guests.

FrontOfice  hssetManagement

Gestlh Guest Thouse Guest Blifcons G
Gop

*
’E ) Cose ~
Menage
M Booking Report. p
=5
bl = Checked In
by 7 i[smms e — pzsisss DECUTIEDOUBEROCM L, Eoesey: 3112075, 28 At MDD g P T ——E
s ‘
i = Not Checked In
7 2fmuyan BB TARATESNCND  ZARADESMOND 09027465788 Mdmnrsa  Pad 50,000.00, X
s 7 3|muam pyms DENGATENGA  KEMGABENGA 180 DECUTE DOUBLE ROCM, Exgectecly: Y)/1UZ025, Ree Agreec: NE2.000.00 Mt NoDeposie X
I I
(%] . ‘
it
Lists
—
Activities
= |
Froat Office:
_
— |
= |
Lnventory -« vl
¥ =L

Clicking on the pencil icon (Edit) will open the Advanced Booking interface. Here, you
can complete the transaction process for guests who haven't checked in yet. (view Advanced

booking section for more details)

Create Advance Booking N
Manage | G P -
Rocking Fepat |

Guestlame  WEVGAKENGA [ ] sakesr Adnrivator

S [ArwalDucDate Boo ekl 2142023 ] e pate 23 0707 I+
= Checked In

140,00 ot cheched 0

7 2|spums an| |* L

3-FIE I N

] Amrtpate =

“
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https://www.youtube.com/watch?v=lDef0EhXoGg

Guest In House Interface

This interface provides insight into the current number of guests in the house and allows you
to manage their accounts using the in-house guest interface. To do this, follow these steps:
Step 1.

Click on Reservation menu button, navigate to “Guest In House” and click. Open the interface
and choose the guest you want to manage. Click on the relevant link on the sidebar to perform

actions like adding a new guest, managing the selected guest, or checking out the selected

guest.

*
oo m
& (S} sremae |
Copmrimrt Mte | Roams Thuema[Prathame. ] Spenssrsh | Sponesr TiestGatancn. | Gundt Bk Bummary | perwer Balanca .| Bpaneor be Bummary. .| Teaphane: w; (124 urage secrad et
op || 14 hoom agee Aoy ety st e o wabetes 12, 540,960,000, 3,94, 940.00 12551,080.00 02,1000 0MIIN e et
e e T L
About - Pt Ut
=
@ [ pm—

Guest In House by Date Interface

The interface permits you to view the guests who were in-house on the selected date. Here are
the steps to access this information:

Step 1.

Click on Reservation menu, navigate to “Inhouse By date” and click. Click "Set Date Period."
In the drop-down menu, select the option that aligns with your choice, such as "Guest-in-house
Today," "Guest-in-house This week," or "Guest-in-house This month," among others. You can

also perform other actions by clicking on any of the links at the side bar of the screen.

Pertodic Guest Inhouse Report - Reservation and Complete ACCounting System - For RESERVATION COMPANY - Logged in as Adminstrator

L a5 e
e o ¢
ikt & LJ o, e |
el .
| |t )
- e
D Testerday Name | Pesthame | NoDays | Sponsorshp | Sporear (Guest Balance | Guest B Summary | Sponsor Balsnce | Sponsor Bal Summary | Telephone =
3 restmasy rocate - m B s i » " . » P
Last Week Check Qut Selected Gu
e movs = o irgen A et 08 [ov .0 tonmmoeane e
ey

MacDee 31 Existiogiuest Wil Mac Cee .00 Banced 13,000.0 O 3,000.00 e

T Bt Tobn
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Manage House Keeping

This interface allows manual room status changes for maintenance, cleaning, renovation, and
more. Ensure that the room's current situation is clearly indicated before assigning it.

Step 1.

Navigate to the Reservation menu. Click on "House Keeping" to reveal a dropdown menu.
Select "Manage Accommodation Status" from the dropdown. Proceed to manage the room

status by following the provided options.

Reservation and Complete Accounting System with KeyCard Annalyzer - For JUMMY HOME OF REST - Logged i as Adminstrator

Change Room Type

@ Reservation Space Listing
House Keeping Accomodation Status Listing

Step 2.

Upon opening, choose the accommodation you wish to manage.

The selected room's details will be displayed under the "Features" section.
In the "Parameters To Modify" section, select the status you want to change
R EEENETE:

Statement | suojsenics Per Room.
Creste Accomadation Stetus Legend

@=
Guest In
Fouse.

Change Room Type
Reservation Space Listing Select An Accomodation To Manage:
Hause Keeping Accomodation Stetus Listing

| Manage Accomadation Status |

E ||EE

©00se
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Step 3.
Choose the availability status: "Available" or "Not Available." Add a short note regarding the

current status. Save your changes, and the user's name that performed this action will be

automatically recorded.
1 | i Relresh _.,uulu- | &% Pont Lt (50 Prt Group List | om Expont To Eacel E Per-Group Espent= | ™ 58 ‘ Select An Accomadation To Manage:
Reservation Ttem Listing | Room Italy Room - Standard =

SHF]

s
/s 1| RESERVATION Standard Heservaton
s

»

v
Commoniltems. PENT ROOM Heservaton x

- Rl
1
{
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Reservation Report

Checked Outs

This interface provides in-depth information regarding checkouts for reservation spacing
during a designated time frame. To access this report, please follow the steps outlined below:
Step 1.

¢ Go to the "Reservation" menu.
¢ Find and select "Reservation Report."

e Click the drop-down menu, and Choose "Checked Outs."

Activities Front Office Asset Management Reservation Inventory Account Report
= > = - = = — :
=428 8 L * B = ©
ESDED E & [ ® iy B
estln Guest Inhouse Guest BilRooms Group Key Card Accomodation House  Interdepartmental Coﬂsum: Inventory R:servunon Time Setup O'.her
ouse Listing Bydate Group Statement || Management ~ Listng  Keeping ~  Supply/Service Per Room
Guest Operations f/Key CardIn... & _ Accomodation And Maintenance £} Room Utillization Report

RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs.

CheckIns

Checked Out Owing
Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Total Guest Sales

Step 2.

To select a date period and access a variety of date options, follow these steps:
e Click "Set Date Period" to open the date panel.
e Click the small arrow to reveal a range of date options.

e Choose your desired date and click "Set."

Jl]| checked outs [x

i| & Set Date Period 5} Refresh

{Last Month To Date |- “
—
i = Checked Outs - As At August 2018 ToDate ‘
| 1@‘ i@TI Invoice Number Type Number Of Intervals Rate Total Amount Time In Time Out
[ = =
= - N20,000.00|  N473,800.00 | 23/Aug/2018 09:06 PM | 15/Sep/2018 03:21PM
1 | :
2 | RM101 474 OLA GUY 1021 LUXURY  1Day N10,300.00 N10,300.00 22/Aug/2018 02:29PM 22/Aug/2018 02:33PM
3 i R102 475 HASSAN JUMMY 1023 STANDRD 24Day N10,300.00 N247,200.00 22/Aug/2018 10:28PM 15/Sep/2018 03:25PM
4 ’ RM204 476 Emmanuel Jacob 1024 VIP 24Day N20,000.00 N494,400.00 22/Aug/2018 10:20PM 15/Sep/2018 03:23 PM
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Step 3.

You can print this list and also you can transfer to Excel

st upEn g s | e )1 s w3y

Chedked Outs (x| X
i [ Set DatePeriod v £ Refresh gl
. Checked Outs - For All Recorded Transaction 33 Common Links o ‘
Checked Outs - For All Recorded Transaction l.gb i |
Drag a column header here to group by that column =
SN ‘ RoomNo  |BilNo | GuestName Invoice Number | Type Number Of Intervals | Rate Total Amount | Time In Time Out Eﬁlﬁ ExportList To Excel
I T o e e T e e e |
2| RM202 465 JONAH JOHN 1002 VIP 6Day N20,000.00  N120,000.00 14/3ul/2018 05:23PM  20/3ul/2018 09:17PM |M‘
3|RM101 465 JONAH JOHN 1004 LUXURY ~ 6Day N10,300.00 N61,800.00 14/1ul/2018 11:43PM  20/1ul/2018 09:17PM & Refresh List '
4 RM206 466 ROCKWOOD JAMES 1003 VIP 7Day N20,000.00  N144,200.00 14/3u/2018 11:20PM  21/3ul/2018 12:22PM
5|RM204 467 HASSAN JUMMY 1009 VIP 1Day N20,000.00 N20,000.00 20/3ul/2018 04:03PM  21/ul/2018 11:41PM
6| RM105 467 HASSAN JUMMY 1005 LUXURY  5Day N10,300.00 N51,500.00 16/Jul/2018 02:59PM  21/3ui/2018 11:41PM
7|RM101 468 BOBKING 1011 LUXURY  4Day N10,300.00 N41,200.00 20/2ul/201809:57PM  24/1ul/2018 01:35PM
8|RM203 469 HASSAN JUMMY 1013 VIP 20ay N20,000.00 N41,200.00 24/Jul/2018 12:33PM  26/3ul/2018 07:37PM
9|RM202 470 JOHN WATER 1025 VIP 23Day N20,000.00  N473,800.00 23/Aug/201309:06PM 15/5ep/2018 03:21PM
10|RM101 474 OLAGUY 1021 LUXURY  1Day N10,300.00 N10,300.00 22/Aug/2018 02:29PM 22/Aug/2018 02:33PM
11{R102 475 HASSAN JUMMY 1023 STANDRD 24Day N10,300.00  N247,200.00 22/Aug/2018 10:28PM 15/Sep/2018 03:25PM
12|RM2D4 476 Emmanuel Jacoh 04 VP 24Day N20,000.00  N494,400.00 22/Aug/2018 10:29PM 15/Sep/2018 03:23PM

Check-in

This interface provides comprehensive information regarding check-ins for reservation spaces
during a specific time frame. To access this report, follow these steps:

Step 1.
e Go to the "Reservation" menu.

¢ Find and select "Reservation Report."
e Click the drop-down menu.
e Choose "Checked-In."

Front Office Asset Management Reservation Inventory Account Report

BDED 8 @ bR B = oD

Inhouse Guest Bil Rooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation| Time Setup Other
Bydate Group Statement || Management ~ Listing Keeping ~  Supply/Service Per Room rt v Links
{Operations ruKey Card In... 5| Accomodation And Mai o |

Room Utillization Report
RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs

b CheckIns
Checked Out Owing

Total Deposite
Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Trbal Greact Calac
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Step 2

To select a date period and access a variety of date options, follow these steps:

Step 3.

Click "Set Date Period" to open the date panel.
Click the small arrow to reveal a range of date options.

Choose your desired date and click "Set."

m Home  Usts  Actvites  FrontOffice  AssetMaagement | Reservaton | Iventory  AccountReport

Sy [ E4R080 8% & O R B = = @&

CheckIn Advance  Transacton Guestin Guest lnhouse Guest BERooms Group Key Card i\ssvltm e %0, Ol

House [
Keeping = Supply/Service Per Room

Guest Booking - | Manager House LUstng Bydate Group Statement  Management +
Bookng 1: Key Cardin... %] o nqnuudm-s«w 5
R - -
o s
CJJ Last Month To Date
- Check Ins - As At September 2018 ToDate:
=
i
Dparimrt m o Invoice Number Total Amount | Time In Out  Number Of Intervals
; | I T T e R LR
‘\w 1028 NI0,300.00  NIS4,500.00 15/Sepj2018 03:20PM 150ay
about
E@ 3]
Front Office.
odsadeons o S—
N545,500.00

You can print this list and also you can transfer it to excel.

CheckIns (X

i &) Set Date Period » (<5 Refresh

Check Tns - For All Recorded Transaction

Check Ins - For All Recorded Transaction

Drag & column header here o group by that column

SN Room No Type Bil No Guest Name Tnvoice Number Rate Total Amount Time in Time Qut Number Of Intervals

2| RM101 LLXURY 465 JONAH JOHN 1004 N10,300..  N&1,800.00 14/2/2018 11:43PM  20/1i/2018 09:17PM

3| RM202 e 465 JONAH JOHN 1002 N20,000... N120,000,00 14/3u/2018 05:23PM  20/Xl/2018 09:17PM 6 Day
4| RM206 VP 466 ROCKWOOD JA.., 1003 N20,000...  N144,200.00 14/Jul/2018 11:20PM  21/Jul/2018 12:22PM 7 Day
5| RM204 viP 467 HASSAN JummY 1009 N20,000... N20,000.00 20/Jul/2018 04:03PM  21/3ul/2018 1:41PM  1Day
& | RM105 LUXURY 467 HASSAN JUMMY 1005 N10,300... N51,500.00 16/1ul/201802:59PM  21/Xui/2018 11:41PM 5 Day
7|RMI01 LUXURY 468 BOB KING 1011 N10,300... N41,200.00 20/2ul/2018 09:57PM  24/1/201801:35PM 4 Day
8| RM203 VIP 469 HASSAN JUMMY 1013 N20,000... N41,200.00 24/3ul/2018 12:33PM  26/1u//2018 07:37PM  2Day
9| RM202 VIP 470 JOHN WATER 1025 N20,000..  N473,800.00 23/Aug/201809:06... 15/5ep/201803:21... 23Day
10 {RM104 LUXURY 472 KELVIN JONES 1026 N10,300..  N370,800.00 25/Aug/201805:18... 36 Day
11|RM101 LUXURY 474 OLAGUY 1021 N10,300...  N10,300.00 22/Aug/201802:29... 22/Aug/201802:33... 1Day
12|R102 STAND... 475 HASSAN JUMMY 1023 N10,300.,.  N247,200.00 22/Aug/2018 10:28 ... 15/5ep/201803:25... 24Day
13| RM204 P 476 Emmanuel Jacob 1024 N20,000..  N494,400,00 22/Aug/2018 10:29... 15/Sep/201803:23... 24Dey
o - T NIHU'I’I’HI{‘I o -

Checked Out Owing

x
Iac-—un: =
CE
T eowtistorxd
}Qms&- =
i st o

x

4 Common Lnks e'

=]

Export List To Excel

{34 Period Setting %

|-¢ Refresh Lt

This interface presents detailed information about reservations with outstanding check-outs,

within a specified time frame. To access this report, please follow these steps:

Step 1.

Click on the "Reservation" menu.
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Step 2.

Navigate to "Reservation Report."
Click to open the drop-down menu.

Select "Checked Out Owing."

Activities Front Office AssetManagement = Reservaton | Inventory Account Report
S= = - ==zl sz=z] =
=ES2HEeEB B W R =
juestin Guest Inhouse Guest BillRooms Group | KeyCard || Accomodation  House Interdepartmental Consume Inventory Reservaﬁon Tme Setup Other |
House Listng Bydate Group Statﬂn:ntilmanagement' Listing Keeping ~  Supply/Service Per Room | Rey
Guest Operations 5 Key CardIn... & Accomodation And Maintenance 5| Rm,mm lizati Repnrt

RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs
CheckIns

| Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Regular Invoice From Guest
Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Total Guest Sales

55 Report

To select a date period and access a variety of date options, follow these steps:

Step 3.

Click "Set Date Period" to open the date panel.
Click the small arrow to reveal a range of date options.

Choose your desired date and click "Set."

Actvites. Front Office Asset Management Reservaton Inventory Account Report

ExHeH B & ‘o] % B = = P&
whwmmumm .Wrmwm
Usting Bydate Group Statement Mmagamm Listng Kn-avq Supply/Service: Links ~
Guest Operations % Key Card I, Accomodation And Maintenance

Checked Out Owing | X

55 Set Date Penod + 5 Refresh
Last Month To Date B

Pamnn
ol nnnmmdrmsela

| 2 Common ks

) e

(Checked Out Owing - As At September 2018 ToDate

Telephane Amount Owed Date Of Departure Spansar Balance | Checked Out By

Total Reservation Billing From Guest By Receptionist

ﬁ Export List To Excel

il

You can print this list and also you can transfer it to excel.

Activities Front Office Asset Management Reservation Inventory Account Report

g&%@@s_uuﬂﬂx% = RS

House Interdepartmental Consume Inventory Reservation Time Setup Other
tatement A Management * Usting Supply/Sesvice Per Room Report ~ Links ~

Reports And Time Setup

i [ SetDate Period > ) Refresh

| &8 Common Links:

Telephone | Amount Owed
| sass76829

Date Of Departure Sponsorship Sponsor Balance Checked Out By

964 | SANDKEN NS20.00| 17/34/2018 07:56PM  |Self ! NO.00 | Admristrator

468 BOB KING 2445855656 NS20.00 24/4/201801:35PM  Seif

NO.0O Administrator

| G Period Settng

469 HASSAN JUMMY 2998922555 N1,000.00 26/X4/2018 07:37 PM EMPLOYER NO.00  Administrator "O Refresh Ust
470 JOMNWATER 0856522258 N1,000.00 15/5ep/201803:21PM  Self 44206,000.00 Admnistrator
476 Emmanuel Jacod 520114454 N495,400.00 15/5ep/201803:23PM  ExistingGuest 4206,000.00 Administrator
475 HASSAN JUMMY 2998922555 N247,720.00 15/Sep/2018 03:25PM  EMPLOYER NO.0O Administrator
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— = — RS 0856522258 NIDMUJ‘ISIS:OI"N!OJZIPM ‘Sd’ #1060@!”
| G Perioasettng =|
2|RM204 476 Emmanuel Jacob 520114454 N495,400.00 15/Sep/201803:23PM  ExistingGuest -N206,000.00
3|RM102 475 HASSAN JUMMY 2998922555 N247,720.00 15/Sep/201803:25PM  EMPLOYER NO.00 Administrator & Refresh List i

m Export st To Excel




Total Reservation Billing from Guest

This interface provides comprehensive information about the total billing generated from guest
reservations for all recorded transactions within a designated time frame. To access the total
reservation billing report, please follow these steps:
Step 1.

e Open the "Reservation" menu.

o Navigate to "Reservation Report."

e Click to access the drop-down menu.

e Select "Total Reservation Billing from Guest."

Front Office Asset Management Reservation Inventory Account Report
p —_— == = S22
: = % B = ©
DED B & O ® 5 img B o
Inhouse Guest Bil Rooms Group KeyCard | |Accomodation House Interdepartmentsl Consume Inventory Reservahon Time Setup Other
Bydate Group Statement | Management v Listing Keeping ~  Supply/Service Per Room Report &,
t Operations rufKey Card In... | A ion And Maintenance o | Room Utillizati Report

RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs

CheckIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
Total Receipt From Guest

Total Refunds

Room Change Audit

Step 2.

To select a date period and access a variety of date options, follow these steps:
1. Click "Set Date Period" to open the date panel.
2. Click the small arrow to reveal a range of date options.

3. Choose your desired date and click "Set."

Lists Activities Front Office Asset Management Reservation Inventory Account Report

DELDED Y D O R B = =B

nsaction GuestIn Guest Inhouse Guest Bil Rooms Eraup KeyCard | Accomodation House Interdepartmental Consume Inventory | Reservation TimeSetup Other
anager House Listing Bydate Group tatement Managemaﬂt Listng  Keeping ~  Supply/Service Per Room Report Links ~
Guest Operations u Key Card In. . Accomodation And Maintenance 5| Reports And Time Setup

I | otsi Reservation Biling From Guest (x|

" [& Set Date Period ~ lg Refresh
| Last Month To Date - r 216 ToDate
J Total Reservation Billing From Guest - As At September 2018 ToDate
Today
This Week L
This Week To Date 3
This Month Invoice Number | Guest Name Telephone | Sponsor Name | Cash Transaction | Invoice Date
et oo S T o e T T
i -li
|| This Fiscal Quarter To Date 1025 JOHNWATER 0856522258  JOHN WATER 23/Aug/2018 03:06 PM  N320,000.00
| | This Fiscal Year 1026 KELVINJONES ~ 23235585  KELVIN JONES @ 25/Aug/2018 05:18PM  N319,300.00 1
|| This Fiscal Year To Date
- Ve 1027 JOHNRAPHAEL ~ 0990055334  JOHN RAPHAEL a 12/5ep/2018 08:48 AM N380,000.00 1
| 5 478 LUXURY RM100 1028 RAPHAEL TEEWHY 67453455  PHOENIXLTD a] 15/5ep/2018 03:20PM  N164,800.00 1
=
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Step 3.

When it loads, you can print this record and also you can transfer it to excel.

Total Reservaton Biling From Guest | X x

% Set Date Period * (3 Refresh

Total Reservation Biling From Guest - For Al Recorded Transaction | 58 Common Links z|
BiNo |RoomCategory |Room  InvoceNumber  GuestName Sponsor Name | Cash Transacton  Invoice Date Rate T 3} Epartibt To sl
—m-m—m—-:- e o
2 1003 ROCKWOOD JAMES 00270893339  STARSHOME 142018 11:20PM  N160,000,0] | | P Setting .
3 465 LUXLRY RM101 1004 JONAH JOHN +22phoneNo  RISING COMPANY 14/3u/2018 11:43PM  N72,100.0( L Refresh List |
4 ww RM202 1002 JONAH JOHN +22phoneNo  RISING COMPANY WaoBos:3PM Nwo000d
5 467 LURY RM10S 1005 HASSANJUMMY 2998922555  STARSHOME 16/04/2018 02:59PM  N61,800,0¢
6 468 LUXLRY RM101 1011 BOBKING 2445855656 BOB KING 20/1/2018 09:57PM  N51,500.00
| e RM204 1009 HASSANJUMMY 2998922555  STARSHOME 20/3/2018 04:03PM  N40,000.04
3 469 VP RM203 1013 HASSANJUMMY 2998922555  STARSHOME o 24/1/2018 12:33PM  N60,000.00
s 476 VP RM204 1024 Emmanuel Jacch 520114454  Emmanuel Jacob x 22/Aug/2018 10:29PM  NS00,000.00
0| 474 waRy AM101 1021 OLAGUY 455686565 OLAGUY 22/Aug/20180229PM  N10,300.0
ul  mw RM202 1025 JOHN WATER 0856522258  JOHN WATER 23/Aug/2018 09:06 M  N480,000.04
2 472 LUXURY RM104 1026 KELVIN JONES 23235585 KELVIN JONES C 25/Aug/2018 05:18PM  N381,100.04
13 477.1P /M2 102730 X 12/Sen/018.0R:48 AM  N380.000.
| [ ]
4 Edit Filter
&8  Cose

Total Regular Invoice from Guest

This interface provides comprehensive details on the total regular invoices from guests for all
recorded transactions within a specified time frame. To access this interface, follow these steps:
Step 1.

e Click on the "Reservation" menu.

e Navigate to "Reservation Report."

e Click to open the drop-down menu.

e Select "Total Regular Invoice from Guest."

Activities Front Office Asset Management Reservation Inventory Account Report

— 2 — = 5
= 4 b B =5 =
ES2HED E W = =
7 GuestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory Resevvanon Time Setup Othef
House Listng Bydate Group Statement Management Listing Keeping ~  Supply/Service ‘er Ro
Guest Operations % Key Card In... Accomodation And Maintenance )| Room Utillization Rep ort

RoomType Utillization Report
Room Profit or Loss Report

Sponsor Consumptions Report

Checked Outs

CheckIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist

Total Regular Invoice From Guest I

Total Receipt From Guest
Total Refunds

Room Change Audit
Room Cancel Audit

Step 2.
To configure the date period and access a variety of date options, please follow these steps:

e Select "Set Date Period" to open the date panel.
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e Click the small arrow to access a range of date options.
1 1 n n 1 1
e Choose your desired date and click "Set." You can also scroll to the right to view other
reports.
Activities Front Office Asset Management | ; Reservation | Inventory Account Report
= = = =
$HEBH B & O ® Q&
1 GuestIn Guest Inhouse Guest BilRooms Group Key Card Ammdabm House hmdqammenu Consume !nvenmry | Rmervaﬁm Time Setup Olher
House Listing Bydate Group Statement | Management ~ Listng  Keeping~  Supply/Service Per Room l.mks -
Guest Operations fulkey Card In... Accomodation And Maintenance Reﬂtsh\dTmeSe
| Total Regular Invoice From Guest (x|
||| B Set Date Period - §53 Refresh
Al = ansaction \»E
=5 To;al Regular Invoice F - For All
m \ Telephone i Sponsor Name | Guest Balance | Sponsor Balance \ Cash Transaction Invoice Date Rooms
S lomon lswim | wmal ool | uoimsos =
2 464 1007 SANIKEN 546576879 SANI KEN N520.00 NO.00 17/3ul/2018 07:48PM  RM10; B
3 464 1008 SANIKEN 546576879 SANI KEN N520.00 NO.00 17/3ul/2018 07:56 PM  RM10! E
4 465 1010 JONAH JOHN +22phoneNo  RISING COMPANY N0.00 -N480.00 ] 20/1ulf2018 09:17PM  RM10
5 467 1012 HASSAN JUMMY 2998922555  STARSHOME -N2,500.00 N0.00 21/1ulf2018 11:41PM  RM10!
6 468 1014 BOB KING 2445855656  BOB KING N520.00 NO.00 24/1ul/2018 01:35PM  RM10
7 469 1015 HASSAN JUMMY 2998922555  STARSHOME N1,000.00 N0.00 25/1ulf2018 10:12PM  RM20;
8 469 1016 HASSAN JUMMY 2998922555  STARSHOME N1,000.00 NO.00 B 25/1ul/2018 10:13PM  RM20:
9 469 1017 HASSAN JUMMY 2998922555  STARSHOME N1,000.00 NO.00 26/1ulj2018 07:37PM  RM20.
10 470 1018 JOHN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 29/1ulf2018 11:50PM  RM202j
Step 3.
You can print this record and also you can transfer it to excel.
el 2 s Ceeby Chsamteeet S
e} ; P
=E4H8H 8 U 0w B = =R |
Jestin Guest Inhouse Guest Bl Rooms ftmv Key Card Accomodation House Interdepartmental Consume Inventory Reservation Time Setup Other |
jouse LUsting Bydate Group - Listng  Keepng ~  Supply/Service Per Room Report ~ Links ~
Guest Operations r.mcadxn.., r. Accomodation And Maintenance % | Reports And Time Setwp | 2
Total Regular Invoice From Guest |x x
13 Set Date Period~ &5 Refresh -
-For Transaction = Common Links 2
fee. u‘ Print List
Drag a column header here to group by that colums :
Sponsor Name | Guest Balance: | Cash Transaction _ Invoice Date Export List To Excel
2 464 1007 SANIKEN 546576879 SANI KEN N520.00 NO.0O a 17/34/2018 07:48PM  RM10 ‘ il -
3 464 1008 SANIKEN 546576879 SANI KEN NS520.00 NO.0O 0 17/34/201807:56 PM  RM103) D Refresh List !’
4 465 1010 JONAH JOHN +22phoneNo  RISING COMPANY NO.00 -N480.00 [ =] 20/3/201809:17PM  RM10! ‘
5 467 1012 HASSAN JUMMY 2998922555 STARSHOME -N2,500.00 N0.00 a8 21/2ul/2018 11:41PM  RM10!
| 6 468 1014 BOB KING 2445855656  BOB KING N520.00 N0.00 [ al} 24/24/201801:35PM  RM10! !
7 469 1015 HASSAN JUMMY 2998922555 STARSHOME N1,000.00 N0.00 5] 25/2u/2018 10:12PM  RM203f |
8 469 1016 HASSAN JUMMY 2998922555 STARSHOME N1,000.00 NO.00 a 25/3/2018 10:13PM  RM203) ‘
9 469 1017 HASSAN JUMMY 2998922555 STARSHOME N1,000.00 NO.0O s 26/)/2018 07:37PM  RM203] I
10 47 1018 JOHN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 1 29/3u/2018 11:50PM  RM2024
1 47 1019 JOY JOHN 369852147  JOY JOHN NO.00 N66,500.00 5l 22/Aug/2018 12:33PM
12 473 1020 Emmanuel Jacob 520114454 Emmanuel Jacob NO.0O -N206,000.00 a 22/Aug/2018 01:07PM ‘
13 474 1022 OLAGLY. 455686565 OLAGLY. NO.OO. NO.OO. 1 22/A0/2018 12:32PM_ RM101|
AEE————
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Total Receipt from Guest

This interface provides detailed information about the total receipts from guests for all recorded
transactions within a specified time frame. To set the period for total receipts from guest
transactions, please follow these steps:
Step 1.

e Click on the "Reservation" menu.

e Navigate to "Reservation Report."

e Click to access the drop-down menu and select "Total Receipt from Guest."

Activities Front Office Asset Management Reservation Inventory Account Report

=— - = = ==

ELADEB ® & 0 % B = 60

= & ES B c2=: ) = P

estin Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation' Time Setup Other

ouse Listng Bydate Group Statement || Management ~ Listng  Keeping =  Supply/Service Per Room Report ~ Links +
Guest Operations %/Key Card In... | Accomodation And Maintenance 51| | Room Utillzation Report

RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs
CheckIns
Checked Out Owing
Total Deposite
Total Reservation Billing From Guest
Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
| Total Receipt From Guest

Total Refunds

Room Change Audit

Step 2.

To set the date period and access preset dates, please follow these steps:
e Select "Set Date Period" to open the date panel.
e Click the small arrow to access preset date options.

e Choose your desired date and click "Set."

s Activities Front Office Asset Management Reservation Inventory Account Report

= = 5 — ==z = =

=i < - LS = %5 % E=es} = @ —

E2HEB® B L O X E B &

jon GuestIn Guest Inhouse Guest Bill Rooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other

o House Listng Bydate Group Statement || Management ~ Listng  Keeping ~  Supply/Service Per Room Report * Links ~
Guest Operations o Key CardIn... s Accomodation And Maintenance ) Reports And Time Setup

l Total Receipt From Guest | %
I [ Set Date Period ~ l@ Refresh
Al D = |

Total Receipt From Guest - For All Recorded Transaction |

e ————— InsorName | GuestBalance  |SponsorBalance | AmountReceved | Type  |RedeptDate BillNo |TransNo  |Re|
‘@&‘ ‘9&‘ WATER N1,000.00 N206,000.00 NS0,000.00 Reciept  27/3ul/2018 05:35PM 470 wufg
12 J JOHN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 NSD,000.00 Reciept  22/Aug/2018 11:53 AM 470 1012 ‘
13| J0HN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 NS0,000.00 Reciept  22/Aug/2018 12:00 PM 47 1013
14§KE|.V1N JONES 23235585  KELVIN JONES N433,200.00 N433,200.00 N20,000.00 Reciept  22/Aug/2018 12:01PM 472 1014
15| JOY JOHN 369852147 JOY JOHN N0.00 N66,500.00 N70,000.00 Reciept  12/Aug/2018 12:26 PM 471 1015
ﬂ_ 16 Emmanuel Jacob 520114454  Emmanuel Jacob N0.00 -N206,000.00 N30,000.00 Reciept  18/Aug/2018 12:42PM 473 1016
17|oaquy 455686565  OLA GUY N0.00 N0.00 N10,800.00 Reciept  22/Aug/2018 02:33PM 474 1017
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Step 3.

Print this record or you can transfer it to excel.

Activities Front Office Asset Management Reservation Inventory Account Report

LRGBS L O R E = =R

Guestin Guest Inhouse Guest BilRooms Group KeyCard  Accomodaton House Interdepartmental Conmume mentory mevawn oy o
House Listng Bydate Group Statement | Management + Listing  Keeping *  Supply/Service
Guest Operations 7 [Key Card In.. 1 Accomodation And Maintenance ) R:wmAndTmeSew s 2
Total Receipt From Guest (X | x

i [ SetDatePeriod ~ 5 Refresh

Total Recept From Guest - For All Recorded Transaction

Total Receipt From Guest - For All Recorded Transaction

Drag a column header here to group by that colmn

SN | GuestName Telephone | Sponsor Name | GuestBalance | Sponsor Balance | AmountRedeved | Type | Reciept Date 8ilNo | TransNo
1 \ JOHN WATER 0856522258 JOHN WATER N1,000.00 -206,000.00 NS0,000.00 Redept  27/3u/2018 05:35PM 4 1011
12| JOHN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 NS0,000.00 Recept  22/Aug/2018 11:53 AM 40 1012
13 ‘ JOHN WATER 0856522258  JOHN WATER N1,000.00 -N206,000.00 N50,000.00 Recept 22/Aug/2018 12:00 PM 40 1013]
141 KELVIN JONES 23235585 KELVIN JONES N433,200.00 N433,200.00 N20,000.00 Recept 22/Aug/2018 12:01PM an 014
15 ! JOY JOHN 9852147 JOY JOHN N0.00 66,500.00 NN70,000.00 Recept  12/Aug/2018 12:26 PM 471 1015
16 : Emmanuel Jaccb 520114454  Emmanuel Jacob NO.00 -N206,000.00 N30,000.00 Recept  18/Aug/2018 12:42PM 473 1016
17| oA Guy 455686565  OLAGUY N0.00 N0.00 N10,800.00 Recept  22/Aug/201802:33PM 474 1017
18] J0HN WATER 0856522258 JOHN WATER N1,000.00 -N206,000.00 N326,300.00 Recept  15/Sep/2018 03:21PM 47 1018|
19 106N WATER 0856522258  JOHN WATER N1,000.00 44206,000.00 N1,000.00 Recept 15/Sep/2018 03:22PM 47 1013|
20 ; Emmanuel Jacch 520114454  Emmanuel Jacob N495,400.00 -N206,000.00 N495,400.00 Recept  15/Sep/201803:24PM a7 1020
21| HASSAN JUMMY 2998922555  STARSHOME N247,720.00 N0.00 N247,720.00 Recept  15/Sep/2018 03:25PM 475 1021

Total Refund Report

This interface provides comprehensive information about total refunds for all recorded
transactions within a specified time frame. To access the information regarding total refunds,
please follow these steps:
Step 1.
Click on the "Reservation" menu.

e Navigate to "Reservation Report."

e Click to open the drop-down menu and select "Total Refund."

Activities Front Office Asset Management Reservation Inventory Account Report
37 == =2 > =5 E==E)
1 % B = l:l ]
BB B . ‘l &
uestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House  Interdepartmental Coﬂsume[nventorv Rservabon Time Setup Olher
House Listng Bydate Group Statement || Management ~ Listng  Keeping ~  Supply/Service Per Room Links +
Guest Operations % Key Card In.... 5| A And N ) R“m.,. Mation Repart

RoomType Utillization Report
Room Profit or Loss Report

Sponsor Consumptions Report

Checked Outs

CheckIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking
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Step 2.

To set the date period and access preset dates, follow these steps:
e Select "Set Date Period" to open the date panel.
e Click the small arrow to access preset date options.

e Choose your desired date and click "Set."

Activities Front Office Asset Management Reservation Inventory Account Report
= 4 < 2 — = S == = = Gl
= = DR B =2 =P
EsRDED B g : &
GuestIn Guest Inhouse Guest BillRooms Group Key Card A i House tmental Consume Inventory Reservation Time Setup Other
House Listing Bydate Group Statement | Management v Listing Keeping *  Supply/Service Per Room Report ~ Links
Guest Operations i Key Card In... &) And Mainten | Reports AndTimeSetup |

Total Refunds x|
I | & Set Date Period » lg Refresh

Last Month To Date B

—_— = Pmount Guest Balance Rooms Note Date Refunded By Guest Bill No
|@ set| |© close

Step 3.

Print this record or you can transfer it to excel.

= D @ 7 = o
ES2HDEBDE UEIR~ J = = = K =
n Guestin Guest Inhouse Guest BilRooms Group KeyCrd | Accomodation  House  Interdepertmental Consume Inventory | Reserveion Time Setp Other
© House LUsting Bydate Group Statement mmgmm Listng  Keeping >  Supply/Service Per Report ~
| Guest Operations % Key Card In... Accomodation And Maintenance ) Repurtsdelﬂ:Sehn s 2
I Total Refunds 1x x

i [ SetDatePeriod |3 Refresh
Total Refunds - For All Recorded Transaction

|t —
=
SurName |FirstName  |Amount | GuestBalance Refunded By LH Export List To Excel
R e e e e T T
2|Enmaruel  Jacob 25,400.00 e are refunding the guest that cancel his booking 2/Aug/2018 02:00PM | 2 perd settng =
i Refresh List {

. —

Room Change Audit Report

This user interface provides comprehensive information regarding the room change audit
report, encompassing all recorded transactions within a specified time frame. To access the
room change audit report, please follow these steps:

Step 1.

e Click on "Reservation" menu
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e Navigate to "Reservation Report"
o Click to access the drop-down and select "Room Change Audit"
7Adiviﬁes Frontgﬂ'tL Mseimageﬂﬂ B Reservation Inventory Elntﬂeport
ELHEH E L % &
GuestIn Guest Inhouse Guest BillRooms Group Key Card Accomodation House  Interdepartmental Consume Inventory

House Listing Bydate Group
Guest Operations

Statement || Management ~
5 Key Card In... &

Listing  Keeping [Service Per Room

=
Lzservaﬁor;w Time Setup  Other
62 Links ~

| Report

=]

Step 2.

Select "Set Date Period" to access the date panel.

Room Utillization Report
RoomType Utillization Report

Room Profit or Loss Report

Sponsor Consumptions Report
Checked Outs

Checklns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest
Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit
Advance Booking
Total Guest Sales
555 Report

e Click on the small arrow to access pre-set date options.
e Choose your desired date from the options.
e Click "Set" to confirm your selection.
Activities Front Office Asset Management Reservation lnvefztmy Account Report
E32DE2BE & 0O w B2 = B &
) GuestIn Guest Inhouse Guest Bil Rooms Group KeyCard | Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
House Listing Bydate Group Statement | Management v || Listing  Keeping ~ ly/Service ‘er Room Report ~ Links ~
Guest Operations ’x:*eycadln.., 5| d Maintenance )| Reports And Time Setup 15|

Room Change Audit ||

Room Change Audit - As At September 2018 ToDate

New Room Accomodation Status Time Of Change | Reason For Change

Former Room Checkin Time:

09/0ct/2018 03:40 PM | Change of choice 15/5ep/2018 03:20PM | dministrg

Changed |
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Step 3.

Print this record or you can transfer it to excel.

Activities Front Office Asset Management Reservation Inventory Account Report.

—— = (= = —

= 8 = ® B = o &

ES2HEHB B & O ® = | = &
GuestIn Guest Inhouse Guest BilRooms Group KeyCerd || Accomodaten  Holse Inierdepermental Consane Inventry | Reservaton TineSetip. Other

House Listing Bydate Group Statement || Management ~ Listng  Keeping ~  Supply/Service Per Room Report

Guest Operations 5 Key CardIn.., &  Accomodation And Maintenance &) RepartsAndTme Se'.uD &

Room Change Audit |x x
i [ SetDatePeriod v {2 Refresh

Room Change Audit - For All Recorded Transaction | &8 commonLinks 2|

Room Change Audit - For All Recorded Transaction

L;h Print List

Drag a column header here to group by that column
Lé Export List To Excel

SN Former Room New Room Guest Name New Room Accomodation Status Time Of Change Reason For Change Former Room Checkin Time Changed ||
R0 Ra 5 e | reiese SR ik N o S
| €53 period settng = |
fe Refresh List ‘

Room Cancel Audit Report

This interface displays detailed information pertaining to the room cancel audit report,
encompassing recorded transactions within a specified timeframe. To access the room cancel
audit report, please follow these steps:
Step 1.
Click on the "Reservation" menu.

e Navigate to "Reservation Report."

e Click to access the drop-down menu.

e Then, select "Room Cancel Audit."

Activities Front Office Asset Management Reservation Inventory Account Report

= ; 2 2 - = 5 =)

= ' L % B = ©

E2REB E & O piEy B &

sstIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory Rservahun Time Setup  Other

suse Listing Bydate Group Statement || Management ~ Listing  Keeping »  Supply/Service Per Room Report ~ Links ~
Guest Operations ru Key Card In... /| Accomodation And Maintenance a

Room Utillization Report
RoomType Utillization Report

Room Profit or Loss Report

Sponsor Consumptions Report

Checked Outs

CheckIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Total Guest Sales

555 Report

Step 2.

o Select "Set Date Period" to access the date panel.
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Click on the small arrow to access pre-set date options.
Choose your desired date from the options.
Click "Set" to confirm your selection.

You can also scroll to the right to view other reports.

Activities Front Office Asset Management | Reservation | Inventory Account Report
== > === — s =
D B L O = BB = B g
GuestIn Guest Inhouse Guest Bill Rooms KeyCard | Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
House Listng Bydate Group Statement | Management ~ Listng  Keeping ~  Supply/Service Per Room || Report - Links ~
Guest Operations /ey Card In... || Accomodation And Maintenance || Reports And Time Setuy )

Room Cancel Audit_[/|

[ Set Date Period ~

Step 3.

Print tis record or you can transfer it to excel.

Activities on | Inventory  Account Report

&

Room Cancel Audit - As At September 2018 ToDate l

Reason For Cancelling Former Room Checkin Time Canceled By | Invoice Name Invoice Number Room Rz !

2|R301: STANDRD Emmanuel Adex 09/Oct/2018 03:54 PM 09/Oct/2018 03:44 PM Administrator Emmanuel Adex 1032 % Lg

3|RM101: LUXURY Loveth Blessed 09/Oct/2018 03:56 PM 09/0ct/2018 03:46 PM Administrator Loveth Blessed 1033 B
4|RM101: LUXURY LovethBlessed 09/Oct/2018 03:56 PM 09/Oct/2018 03:46 PM Administrator Loveth Blessed 1033
5| RM206: VIP JOHN RAPHAEL  09/Oct/2018 03:57 PM 12/Sep/2018 08:48 AM Administrator JOHN RAPHAEL 1027
! 6 | RM206: VIP JOHN RAPHAEL  09/Oct/2018 03:57 PM 12/Sep/2018 08:48 AM Administrator JOHN RAPHAEL 1027
7 | RM206: VIP JOHN RAPHAEL 09/Octf2018 03:57 PM 13/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027
F 8 | RM206: VIP JOHN RAPHAEL  09/Oct/2018 03:57 PM 13/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027
9 | RM206: VIP JOHN RAPHAEL  09/Oct/2018 03:57 PM 14/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027
il 10 | RM206: VIP JOHN RAPHAEL  09/Oct/2018 03:57 PM 14/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027
11| RM206: VIP JOHN RAPHAEL  09/Octf2018 03:57 PM 15/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027
12 | RM206: VIP JOHN RAPHAEL 09/Octf2018 03:57 PM 15/Sep/2018 12:00 PM Administrator JOHN RAPHAEL 1027

13 1 RM20A: VIP. JI0HN RAPHAFI  09/0ct/2018 N3:57 PM 16/Sen/2018 12:00 PM Administrator JOHN RAPHAF] 1N27 bt

¢$%@@@mu%%%

GuestIn Guest Inhouse Guest il Rooms KeyCard | Accomodation House  Interdepartmental Consume Inventory | Reservation Time Setup Othzr
House Listing Bydate Group Stavament Management * | Listng  Keeping ~  Supply/Service PerRoom || Report
Guest Operations f Key Card In.. r,.\ Accomodation And Maintenance )| Reports And Time. s:e.p

Room Cancel Audit ||
[ Set Date Period ~ (&} Refresh
Room Cancel Audit - For 2018

Room Cancel Audit - For 2018

Drag a column header here to group by that column

GuestName | Time Of Cancel Reason For Canceling ormer Room Checkin Time | CanceledBy | Invoice Name

T I T T

I R301: STANDRD Emmanuel Adex 09/0ct/2018 03:54PM 09/0ct/2018 03:44PM Administrator  Emmanuel Adex 1032
RM101: LUXURY Loveth Blessed  09/Oct/2018 03:56 PM 09/0ct/2018 03:46 PM Administrator  Loveth Blessed 1033

RMI01: LUXURY LovethBlessed  09/0ct/2018 03:56 PM 09/0ct/2018 03:46 PM Administrator  LovethBlessed 1033

RM206: JOHN RAPHAEL  09/0ct/2018 03:57 PM 12/5ep/2018 08:48 AM Administrator  JOHNRAPHAEL 1027

| RM206: JOHN RAPHAEL | 09/0ct/2018 03:57PM 12/Sep/2018 08:48 AM Administrator  JOHNRAPHAEL 1027
™ RM206: JOHN RAPHAEL | 09/Oct/2018 03:57 PM 13/Sep/2018 12:00 PM Administrator  JOHNRAPHAEL 1027
RM206: JOHN RAPHAEL  09/Oct/2018 03:57 PM 13/Sep/2018 12:00 PM Administrator  JOHN RAPHAEL 1027

] RM206: JOHN RAPHAEL  09/0ct/2018 03:57 PM 14/Sep/2018 12:00 PM Administrator  JOHNRAPHAEL 1027
I RM206: JOHN RAPHAEL  09/0ct/2018 03:57PM 14/Sep/2018 12:00 PM Administrator  JOHNRAPHAEL 1027
| RM206: JOHN RAPHAEL  09/0ct/2018 03:57 PM 15/50/2018 12:00 PM Administrator  JOHNRAPHAEL 1027

Invoice Number

Ewg%

58 Common Links:

-
g

£33 Period Setting

& Refresh List 1

e Export List To Excel

93 |Page



House Keeping

Manage Accommodation Status

This interface is designed for manually changing a room status, useful for maintenance, clean-
up, renovation, etc. The room status is adjusted to provide clear information about its current
state before assigning it to a guest. To manage the status, follow these steps:

Step 1.

Go to reservation menu and click on House Keeping menu, on the drop down you will see

Manage Accommodation Status.

78
iy
Company
=
=)
Depertmen
st Accomdaortione Fou 253 - CLASEIC ROOH
- e asam
L@ Current st Cheari.
vmdons
Ccapent ik
n: " Current Guest ErET
Current Guest Tme I | 051062023 337N =
Expected Guest Tme Cut | 30iov/2123 1200PM ]
Paranaters Ta Moy
Cranns Saatia To Cloanin =l

Step 2.
In the select an accommodation to manage section, click on the drop-down arrow to choose

the room you want to manage.

ont Office Reservation

Asset Management

Inventory Account Report

- EEes) — =
B = kB B &
— @
In Guest Inhouse Guest BilRooms Group House | Interdepartmental Consume Inventory | Reservation Time Setup Other
e Listng Bydate Group Statement | Keeping ~1|  Supply/Service Per Room Report > Lirks

Guest Operations 1 ccomodation And Maintenance Reports And Time Setup

Select An Accomodation To Manage:
| Room 853 - CLASSIC ROOM (&2l
Tite 4 | Full Name Room Status Tite | Space Status | Available ‘Cu'rerltﬁuest Current Guest Time In ‘ ‘
RADL STANDARD DOUBLE ROCM LX: R401  Vacant vacant ] .
R4D2 STANDARD DOUBLE ROOM LX: R402  Vacant Vacant ™
RA03 STANDARD DOUBLE ROOM L: R409  Vacant Vacant [}
R851 CLASSIC ROOM: R851 Vacant Vacant )
R852 CLASSIC ROOM: R852 Vacant Vacant [}
B 0 3 [ ]
R854 CLASSIC RO 4 d: Cleanile =]
855 CLASSIC ROOM: R855 Occupied: CleanMe  Occupied [ raFRaF 02/10/2023
Reiamond Deluxe Rooms: Reiamond Occupied: CleanMe  Occupied (] SAMSONSAMSON  05/10/2023
Remarold Deluxe Rooms: Remarold Vacant Vacant =]
| Roolden Deluxe Rooms: Rgolden Occupied: CleanMe  Occupied ] SAMSONSAMSON  05/10/2023
AM101 SUPERIOR DOUBLE ROOM LX: RM101  Vacant Vacant ]
AM103 SUPERIOR DOUBLE ROOM: RM103  Vacant Vacant ™ e
,,,,, S = M
x| 4
ELECTRIC WORKS 1]
Note on Current Status u
M
Last Managed By
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Step 3.

The feature section: The "Manage Accommodation Status" section provides comprehensive
details such as Room Reservation, Room Type, and the current operational status of each room,
facilitating precise oversight and management of accommodation resources

The occupant; The Occupant Information section includes vital details such as the Guest's
name, arrival time, and scheduled departure time for efficient tracking and management of
guest stays.

Parameter to modify

The modification parameter allows for updating the current Room status, indicating its
availability or unavailability, along with a brief note providing insight into the room's present

condition or status. Lastly click on Save button

Front Office

Activities Asset Management Reservation Inventory AccountReport

= — , = = 3 = 55 =
DB EAD D 8w 2 = | = B o
= =l = & = = &
Room Status CheckIn Advance || Transaction GuestIn Guest Inhouse Guest Bil Rooms —Group House | Interdepartmental Consume Inventory || Reservation Time Setup Other
Chart Guest Booking ¥ | Manager House Listing Bydate Group Statement | Keeping ¥ Supply/Service Per Room Report > Links >
mccomodation And Maintenance Reports And Time Setup
)
congany ]
[~
o) Select An Accomodation To Manage:
Department
e Room 853 - CLASSIC ROOM K2}
-
L4 Features
Abaut Accomodationhame Raom 853 - CLASSIC ROOM
= Type Room
E@ Current Status Cleanlp
Windows
_— Oceupant Info
Current Guest SUSAN SUSAN
Bxit
Current Guest Tme In |05/0ct/2023 12:33PM [E2]
Expectad Guest Time Out | 30/Nov/2023 12:00 PM [E2|
Home Parameters To Modify.
- Change Status To Clezrip K2}
Avalabilty Not Available:
ELECTRIC WORKS
Front Office Note on Current Status
Asset Management Last Managed By
Reservation T
oo
Inventory
Account Report

The Housekeeping Accommodation Status Listing

This interface displays a list of available rooms along with their status. Occupied rooms are
represented in blue, while vacant rooms are in orange. To view the accommodation status
listing, follow these steps:

Step 1.

Access the Reservation menu, navigate to Housekeeping, and then scroll down to find the

Housekeeping Accommodation Status Listing.
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The Room Status interface showcases details such as Room Type, Room Name, the room's

current availability, and the associated bill number for easy monitoring and management.

FEEIP L

Aoom Statis heckln Advance | Transaction Guestln Guest Irbouse Guest Sidgoms Grap
Statement

O = %
ntertegermental Cansume Inventry | Asseryation TmeSenp Other
ceongv| Spohsewe  PerBoom | Reparte ks ™
Create Accomodation Status Legend

| oy | = =
[ rome ey CrgeRaem e
ﬁ' 1, hefieh Resenvation Space Listing
Housz Neeping Accomodtion St Lstig House Keeping Accomodation Status isin
Company Manage Accomedation Status —
_ Listing
L
=] e
Deperimer Roo Hame Space Szt == D) Last Manzgea By Desciption
! i 2 EE |CASSICROOM 8% Ocaied 2]
sbaut
3@ |oassicrooM 853 Ocoped (=] 15815
% 1B |asscaom = Oeapied o =
5 B |QASICROCM 855 =2 15513
Ocapied =]
6 Hl | Delue Roons damond Ocoped (=] 15816
a 7 B |Deuedems emarold Vacant o
Bat 5 B | Dehue Rooms golden Ocaied a8 15816
$ O |peneroons shver Ocapied g 1553
0 BW  |Eeumenomsscom £S5 vacznt 2] Admretater
—_ 1 Bl |EEUTNEDOEEROM ES Vacant &
— 1z Ml | EXEQUTIVE DOUBLEROOM 25 Wacant zi) DANEL OMENA
— B ) UBLEROOM £ Wazznt (] dmrisirator
Actiites
F 14 B | EECUTNEDOURLERDOM £l =3 2] GANA MARTHA Ack
Front Office -5 mmleenmennmeanow = [ E] bmesrater 2
< >

<+ 970, Bl =] 00 1600 * 900mx

Change a Room Type

This interface is primarily used to convert a room from one type to another, which may be
necessary for various reasons. To perform this action, follow the steps listed below:

Step 1.

Access the Reservation menu, choose Housekeeping, and then scroll to locate the option for

changing room types.

e Asset Management Inventory Account Report
h D B D B K s
& E L A

st Inhouse Guest Bil Rooms Group Interdepartmental Consume Inventory || Reservation Time Setup Other
1g Bydate Group Statement | Keeping Supply, Per Room Report ™ Links ¥
uest Operations Create Accomodation Status Legend

eparts And Time Setup

| Change Room Type |

Reservation Space Listing

House Keeping Accomadation Status Listing

stion Status Listing
Manage Accomodation Status o
Status Listing
2re to group by that column
‘oom Type Room Mame Change A Room Type (&) By Description
Room Information

LASSIC ROOM 852 Room/Space No: | 851 M; Search room H
LASSIC ROOM 853

Current Room Type: | CLASSIC ROOM
LASSIC ROOM 854

Change To: [ExECUTIVE DOUBLE ROOM LX ]
LASSIC ROOM 855

Room/Space Status
eluxe Rooms diamond Space Status: | vacant |
eluxe Rooms emarold

Available:
eluxe Rooms golden
eluxe Rooms silver
XECUTIVE DOUBLE ROOM 303 Perform Change P tor
XECUTIVE DOUBLE ROOM 304
XECUTIVE DOUBLE ROOM 305 acant ™ DANIEL OMEJUA
XECUTIVE DOUBLE ROOM 306 Vacant g Administrator
XECUTIVE DOUBLE ROOM 307 Wacant g GANA MARTHA Active
XECUTIVE DOUBLE ROOM 308 Wacant =4 Administrator
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Step 2.
Complete the form by specifying the Room Number, the current room type, select the

desired new room type for the change, and finalize the process by clicking on "Perform

i &8 i

g
g
¥
£
¢

i
£

Advance Booking Report

This interface provides comprehensive details regarding the advance booking report,
encompassing recorded transactions within a specified time frame. To access this report, please
follow these steps:
Step 1.

e Click on the "Reservation" menu.

o Navigate to "Reservation Report."

e Click to open the drop-down menu.

e Then, select "Advance Booking."

Activies  FrontOffice  AssetManagement | Reservation | Inventory  AccountReport

e 3 —~ = [enzz] B
ZLREHE & 0 R B = P e
¢_ = B V' = e
) GuestIn Guest Inhouse Guest Bil Rooms Group KeyCard || Accomodation House Interdepartmental Consume Inventory |Reservation| Time Setup Other
House Listng Bydate Group Statement | Management ~ Listing Keeping ~  Supply/Service Per Room Report ~ Links ~
Clfeisclin e eari ) | oo & Room Utillization Report

RoomType Utillization Report

Room Profit o Loss Report

Sponsor Consumptions Report
Checked Outs

ChecklIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest
Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

| Advance Booking

Total Guest Sales
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Step 2.
To configure the date period, follow these instructions:
o Select "Set Date Period" to open the date panel.
e Click the small arrow to access pre-set date options.
o Choose the desired date from the available options and click "Set" to confirm your

selection.

Activities Front Office Asset Management Reservation Inventory Account Report

= —
& D2 D B = <= ==
Guest Inhouse Guest Bill Rooms Group Key Car

Listing Byda
Guest Operations

House pa
Listing Keeping - Supply/Service
Accomodation And Maintenance /| Reports And Time Setup

Advance Booking |

l [ Set Date Period ~ “g Refresh

{ii | i |
Advance Booking - As At September 2018 ToDate

1 o —— Guest Bill No Telephone Booking Date Due Date Number Of Rooms Expected Duration Depos
@ st © G
0990055334 | 12/Sep/2018 08:46 AM | 12/Sep/2018 08:46 AM
2 B |LUxURY Rising Jummy 479 48036317523  01/0ct/2018 03:53PM  02/Oct/2018 03:53 PM 5 N125
E — T 1 PRINCE GODSWILL 482 +34478220933 13/0ct/2018 10:37 AM | 13/0ct/2018 10:37 AM 2 sl |
< . STANDRD JOHN RAPHAEL 477 0990055334 13/Oct/2018 10:39 AM  13/Oct/2018 10:39 AM 5

Step 3

You can print this list and also you can transfer it to excel.

Activities Front Office Asset Management Reservation Inventory Account Report

EARDEBD S & 0 R B = 5B
7 GuestIn Guest Inhouse Guest BilRooms Group KeyCard | Accomodaton House Interdepartmental Consume Inventory  Reservation Time Setup Other
House Listng Bydate Group Statement || Management ~ || Listing  Keeping »  Supply/Service Per Room Report ~ Links ~
_ GuestOperafions flKeyCardIn... 5| Accomodation AndMaintenance 5| Reports AndTime Setup x
Advance Booking [ x
;[ SetDate Period~ (&5 Refresh
Advance Booking - For AllRecorded Transaction | 88 common tinks x|
[ Advance Booking - For All Recorded Transaction |Lgl — l
‘ Drag a column header here to group by that column -
SN | |Room Type | Guest GuestBilNo | Telephone | Booking Date Due Date Number OfRooms | Expected Duration | Depof | L[ EXPortListToExcel
I T = N Y T = ...........
2 . JOY JOHN 471 369852147 28/1/201807:19PM  30/1ulf2018 07:19 PM 2
3Em (v Emmanuel Jacob 473 520114454 18/Aug/2018 12:42PM  20/Aug/2018 12:42PM 3 N [ asdeting N
4B | 1O JOHN 471 369852147 12/Aug/2018 12:26PM  22/Aug/2018 12:26PM 5 N7 [ —
5 vIP JOHN WATER 470 12:00 PM 12:00PM 2 Nso l® REfEUY ‘
6 NN |LUXURY JOHN WATER 470 0856522258  22/Aug/2018 11:53AM 24/Aug/2018 11:53 AM 3 NSO
7 BN |LUXURY KELVIN JONES 472 23235585 22/Aug/2018 12:01PM  25/Aug/2018 12:01PM 3 No
8 [ |NotSpecfied  JOHNRAPHAEL 477 0990055334 12/Sep/2018 08:46 AM  12/Sep/2018 08:46 AM 3
9 EE  |LUXURY Rising Jummy 479 +8036317523  01/Oct/2018 03:53PM  02/0ct/2018 03:53PM 5 N125
0 @ | PRINCE GODSWILL 482 +34478220933 13/Oct/2018 10:37AM  13/Oct/2018 10:37 AM 2 NSO
11 BB | STANDRD JOHN RAPHAEL 477 0990055334 13/Oct/2018 10:39 AM  13/Oct/2018 10:39 AM 5
IN..

Total Guest Sales

This interface presents comprehensive information regarding the Total Guest Sales report,
encompassing recorded transactions within a specified timeframe. To access this report, please
follow these steps:

Step 1.

To access the Total Guest Sales report, please follow these steps:

e Click on the "Reservation" menu.

98 |Page



o Navigate to "Reservation Report."

e Click to open the drop-down menu, then, select "Total Guest Sales."

Activities Front Office Asset Management Reservation Inventory Account Report

E4585 8 o ® B g B 5

uestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory |Reservation Time Setup Other
House Listing Bydate Group Statement || Management ~ Listing Keeping Supply/Service Per Room Report ~ Links ~

Guest Operations nu|Key Card In... )| A And Main )

Room Utillization Report

RoomType Utillization Report
Room Profit or Loss Report
Sponsor Consumptions Report
Checked Outs
CheckIns
Checked Out Owing
Total Deposite
Total Reservation Billing From Guest
Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
Total Receipt From Guest
Total Refunds
Room Change Audit
Room Cancel Audit
Advance Booking
I Total Guest Sales
SSS Report
Room Charge Audit

SalesReport
Sales Order Report

DepartmentalSalesReport

Step 2
o Select "Set Date Period" to open the date panel.
e Click on the small arrow to access pre-set date options.
e Choose your desired date from the available options.

e Click "Set" to confirm your selection.

Lists Activities Front Office Asset Management Reservation Inventory Account Report

E2RBEHB B L 0O v BH = = B oS

isaction GuestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
inager House Listing Bydate Group Statement | Management v Listing Keeping ¥ Supply/Service Per Room Report v Links ~
Guest Operations |Key CardIn... 5| And Mai || Reports And Time Setup ]

- Total Guest Sales | X/

i§ [ Set Date Period ~ I@ Refresh
Al D 't
0 1/01/150 - Total Guest Sales - For All Recorded Transaction
\W‘ |m| Telephone Sponsor Name Invoice Date Last Billing Time Rate Gross Amount Discount SW;
S -~ 546576873 SANIKEN 26/Jun/2018 10:11PM  15/Jul/2018 1:00PM 10,300 N10,300.00  N300.00 a
20 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY 14/Jul/2018 05:23PM  15/3ul/2018 05:23 PM 20,000 N20,000.00 N0.00 u
21 466 RM206 ROCKWOOD JAMES 00270893339 STARSHOME 14/1ul/2018 11:20 PM  14/Jul/2018 03:00 PM 20,000 N20,000.00 NO.00 E “‘
22 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/Jul/2018 11:43PM  14/3ul/2018 03:00 PM 10,300 N10,300.00 N0.00 |
23 464 RM103 SANIKEN 546576879 SANI KEN 26/Jun/2018 10:11PM  16/3ul/2018 12:00 PM 10,300 N10,300.00 N300.00
E 24 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/Jul/2018 05:23PM  16/3ul/2018 05:23 PM 20,000 N20,000.00 N0.00
25 466 RM206 ROCKWOOD JAMES 00270893339 STARSHOME 14/3ul/2018 11:20PM  16/3ul/2018 12:00 PM 20,000 N20,000.00 N0.00
o 26 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/1ul/2018 11:43PM  16/1ul/2018 12:00 PM 10,300 N10,300.00 NO.00
= 27 464 RM103 SANI KEN 546576879  SANIKEN 26/1un/2018 10:11PM  17/3ul/2018 12:00 PM 10,300 N10,300.00 N300.00
[ 2 466 RM206 ROCKWOOD JAMES 00270893339 STARSHOME 14/1ul/2018 11:20PM  17/3ul/2018 12:00 PM 20,000 N20,000.00 NO.00
[ 29 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/1ul/2018 11:43PM  17/3ul/2018 12:00 PM 10,300 N10,300.00 NO.00
30 467 RM105,RM204 HASSAN JUMMY 2998922555  STARSHOME 16/1ul/2018 02:59PM  17/3ul/2018 02:59 PM 10,300 N10,300.00 N0.00
e 3 465 RM1N1.RM202  1ONAH 10HN. +22nhoneNn_ RISING COMPANY  14/1ul/2018 N5:23PM__ 17/1l{2018 N5:23PM 20.000 N20.000.00 NO.ON I
[ | N2,647,900.00( N6,300.00||N33... |
o i E——
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Step 3

You can print this list and also you can transfer it to excel.

Activities Front Office AssetManagement | Reservation Inventory Account Report

EDED S & O R B = =@

=
JestIn Guest Inhouse Guest BilRooms Group KeyCard || Accomodation House Interdepartmental Consume Ientey || Reseyaton TrosSeti Other
douse Listing Bydate Group Statement || Management Listing  Keeping ~  Supply/Service Per Report ~ Links ~
B __ Guest Operations - rulKey CardIn... A it - /| Reports And Time Setup 2
Total Guest Sales [X x
(2D Set Date Period » (&} Refresh
Total Guest Sales - For All Recorded Transaction | &8 Common Links R
Total Guest Sales - For All Recorded Transaction U R
Drag a column header here to group by that column
SN |BilNo |Rooms Guest Name Telephone | Sponsor Name | Invoice Date. Last Biling Time Rate  |GrossAmount | Discount | SVC Lé Export List To Excel
19 464 RM103 SANIKEN 546576879 SANIKEN 26/1un/2018 10:11PM  15/1/2018 12:00PM 10,300 N10,300.00  N300.00
2 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/3u1/2018 05:23PM  15/3ul/2018 05:23PM 20,000 N20,000.00 NO.00 w =
21 466 RM206 ROCKWOOD JAMES 00270893339 STARSHOME 14/0u/2018 11:20PM  14/Jul/2018 03:00PM 20,000 N20,000.00 N0.00 B ‘ Refresh List
2 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/3u//2018 11:43PM  14/3u/2018 03:00PM 10,300 N10,300.00 N0.00
2 464 RM103 SANIKEN 546576879 SANIKEN 26/Jun/2018 10:11PM  16/Jul/2018 12:00PM 10,300 N10,300.00  N300.00
2 465 RM101,RM202 JONAH JOHN +22phoneNo  RISING COMPANY  14/3ul/2018 05:23PM  16/1ul/2018 05:23PM 20,000 N20,000.00 N.00

SSS or Security Report

This interface provides detailed information about guest-related transactions and check-ins
within a specified time frame, a report often requested by the State Security Service. To access
the SSS (State Security Service) Report, follow these steps:
Step 1.

e Click on the "Reservation" menu.

e Navigate to "Reservation Report."

e Click to open the drop-down menu.

e Then, select "SSS Report."

5 Activities Front Office Asset Management Reservation Inventory Account Report

EdBHEDB E & %’ = == B &

S

on GuestIn Guest Inhouse Guest BilRooms Group Key Card Consume Inventory Reservanon Time Setup Other
r House Lsting Bydate Group Statement || Management ~ || Listing Keeung - Supply/Service Per Room Report ~ Links ~
Guest Operations % Key Cardn... | And 5 Room Utillzation Report
I SSSReport [x RoomType Utillization Report
i [ SetDatePeriod ~ &5 Refresh Room Profit or Loss Report
555 Report - As At September 201 ToDate Sponsor Consumptions Report 1
‘ 555 Report - As At September 2018 ToDate Checked Outs L
Drag a column header here to group by that column Check Ins
SN | GuestiName CompanyName | Address | Profession | Type OfID | Date Of Birth Natonality | Nar Kheeked DIk QGNg o
> I I N I N [ T T . T 0
Total Reservation Billing From Guest E

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

il Total Refunds
Room Change Audit
™ Room Cancel Audit
= Advance Booking
N Total Guest Sales
N $55 Report
Room Charge Audit
N

Step 2.
o Select "Set Date Period" to open the date panel.

e Click on the small arrow to access pre-set date options.
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e Choose your desired date from the available options.

e Click "Set" to confirm your selection.

P Activities Front Office Asset Management Reservation Inventory Account Report

- SDUD S & O R B = OB
= = = =z ]

EZHED B ® & = @
on GuestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
r House Listng Bydate Group Statement || Management v || Listing Keeping ~  Supply/Service Per Room H Report ~ Links ¥ |

Guest Operat 5 Key Card In... || Accomodation And Mai ce )| ReportsAndTime Setup 13|

II SSSReport | X/

‘ I | /& Set Date Period » I@ Refresh

From: |0 2 555 Report - For All Recorded Transaction

—— —— || Address | Profession Type Of ID Date Of Birth ionali Name Of Seri
[ = O N = I ] S
| 2| JONAH JOHN RISING COMPANY  BY THE RIVER SIDE OFF NEW ROAD.  DOCTOR NATIONAL ID CARD: 987654321 28/Feb/2010 09:30 PM RM101,RM2(

1 3| ROCKWOOD JAMES 14/1ul/2018 11:17PM RM206
7‘1 4| HASSAN JUMMY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 16/3ul/2018 02:56 PM RM105,RM2(

s } 5| BOB KING 20/1ulf2018 09:57 PM RM101

] ‘ 6 | HASSAN JUMMY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 24/1ulf2018 12:32PM RM203

i 7| OLA GUY 22/Aug/2018 02:29 PM RM101

7‘; 8| HASSAN JumMmY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 22/Aug/2018 10:27 PM RM102

7] 9 | Emmanuel Jacob 22/Aug/2018 10:29PM RM204

Vi 10 | JOHN WATER 26/1ul/2018 07:43 PM RM202

‘i 11| KELVIN JONES 22/Aug/1981 12:01PM RM104
7“ 12 | RAPHAEL TEEWHY 15/Sep/2018 03:10 PM R303,RM100

Step 3.

You can print this list and also you can transfer it to excel.

Activities Front Office AssetManagement | Reservation Inventory Account Report

ELRER 8 X B ¢ = B @&
GuestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory || Reservation Time Setup Other
House Listng Bydate Group Statement | Management~ || Listing  Keeping ~  Supply/Service Per Room | Report Links ~
Guest Operations fu/Key Card In... )| Accomodation And Maintenance 5| ReportsAndTime Setp 5| &
5SS Report (]| x
i [ SetDate Period » {2 Refresh -
S5 Report - For Al Recorded Transaction B8 Comon e N
555 Report - For All Recorded Transaction lﬁ;‘_.ﬂ e |
Drag a column header here to group by that column
SN Guest Name | Company Name Address | Profession Type Of ID Date Of Birth Nationality | Name Of Ser| Export List To Excel
F 2| JONAH JOHN RISING COMPANY  BY THE RIVER SIDE OFF NEW ROAD.  DOCTOR NATIONAL ID CARD: 987654321 28/Feb/2010 09:30 PM RM101,RM2( M—&ﬂ——k—l
3| ROCKWOOD JAMES 14/101/2018 11:17PM RM206 @ Refresh List d !
4| HASSAN JUMMY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 16/1ul/2018 02:56 PM RM105,RM2(| ‘
5| BOB KING 20/1ul2018 09:57 PM RM101
6| HASSAN JUMMY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 24/1ul/2018 12:32PM RM203
B 7|oLaGuy 22/Aug/2018 02:29 PM RM101
8 | HASSAN JUMMY NO 4 PAINT HOUSE, EAST SIDE RIVER LECTURER 22/Aug/2018 10:27PM RM102
9| Emmanuel Jacob 22/Aug/2018 10:29 PM RM204
m 10 | JOHN WATER 26/1ul/2018 07:43PM RM202
11| KELVIN JONES 22/Aug/1981 12:01PM RM104
12 | RAPHAEL TEEWHY 15/5ep/2018 03:10 PM R303,RM100

Sales Report

This interface shows detail information about Sales Report for recorded transactions within a

specified period of time. To access this report, follow these steps:
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Step 1.
To access the Sales Report, follow these steps:

Click on the "Sales" menu.

[ ]
o Navigate to "Sales Report."
e Click to open the drop-down menu, then, select "Sales Report."
Activities Front Office Asset Management Reservation Inventory Account Report
SRHEHB B & DB » =H = I
e el ol | o il
Guest Operations ke CardIn... & And 5] Room Utillization Report

Step 2.
To set the date period, follow these steps:

RoomType Utillization Report
Room Profit or Loss Report

Sponsor Consumptions Report

Checked Outs

Check Ins

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest

Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest

Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Total Guest Sales

$55 Report

Room Charge Audit

SalesReport

Select "Set Date Period" to access the date panel.

L]
e Click on the small arrow to access pre-set date options.
e Choose the desired date from the available options.
M n " M
e Click "Set" to confirm your selection.
Activities Front Office Asset Management Reservation Inventory Account Report
= = = e ——— = =
: 2= % = B &
E2DEH 8 = X B = o
n GuestIn Guest Inhouse Guest BilRooms Group Key Card Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
House Listing Bydate Group Statement | Management ~ Listing Keeping ~  Supply/Service Per Room Report ~ Links ~
(Guest Operations DiKEtCa(d In. 5 A i VAnd Maintenan ‘|| Reports And‘rlme Sehtlpif‘x;
I SalesReport x|
[@ Set Date Period » & Refresh
Al . [
= - For All
.\ W W‘ unt Number Cash Amount Credit Amount Total Separate Receipt Total Purchased Total Paid Total Debt
Y N0l sl | Nezisoo) Nl woo)
2| Emmanuel Jacob 520114454 NO.00 N496,000.00 N496,000.00 IN496,000.00 N496,000.00 NO0.00 L
3| JOHN WATER 0856522258 NO.00 N477,300.00 N477,300.00 N477,300.00 N477,300.00 N0.0O | ||
4| JOY JOHN 369852147 NO.00 N3,500.00 N70,000.00 N3,500.00 N70,000.00 -N&6,500.00
5| KELVIN JONES 23235585 NO0.00 N494,400.00 N20,000.00 N494,400.00 N20,000.00 N474,400.00
o 6| OLA GUY 455686565 NO.00 N10,800.00 N10,800.00 N10,800.00 N10,800.00 NO.0O
7 | PHOENIX LTD 0110 N0.00 N271,212.00 NO.00 N271,212.00 NO.0O N271,212.00
A 8| POS Customer N180.00 NO0.00 NO.00 N180.00 N180.00 NO.00
o 9 | RISING COMPANY 1234567 0109 NO.00 N182,800.00 N182,800.00 N182,800.00 N182,800.00 NO.0O
| 10 | SANI KEN 546576879 N500.00 N211,040.00 N211,040.00 N211,540.00 N211,540.00 NO.0O
11 | STARSHOME 0111 NO0.00 N507,840.00 N507,360.00 N507,840.00 N507,360.00 N480.00
|
|
1 N680.00 |; N2,697,042.00 | N2,017,450.00" N2,697,722.00‘ N2,018,130.00( N679,592.00
L [} At Cilbmr
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Step 3.

You can print this list and also you can transfer it to excel.

Activities Front Office AssetManagement | Reservation Inventory Account Report
= 2= b > =z=3] ] e
EL2RED E & O B = = B
GuestIn Guest Inhouse Guest BilRooms Group KeyCard | Accomodation House Interdepartmental Consume Inventory | Reservation Time Setup Other
House Listing Bydate Group Statement || Management ~ Lsting  Keeping ~  Supply/Service Per Room eport Links ~
Guest Operations fu ey Card In... & Accomodation And Maintenance 5| ReportsAndTime Setup 5| X
ssSReport (| x
: [E SetDate Period~ &) Refresh
S55 Report - For All Recorded Transaction £8 Common Links o
555 Report - For All Recorded Transaction lod] | it
S
| [sn | GuestName Company Name | Address Profession | Type OF ID Date Of Birth Nationality | Name Of Ser| Export List To Excel
I 2| JONAH JOHN RISING COMPANY  BY THE RIVER SIDE OFF NEW ROAD.  DOCTOR NATIONAL ID CARD: 987654321 28/Feb/2010 09:30 PM RM101,RM2() | —
3| ROCKWOOD JAMES 14/1u/2018 11:17PM RM206 \«w Refresh List ‘
4| HASSAN JUMMY NO 4PAINT HOUSE, EAST SIDE RIVER  LECTURER 16/30/2018 02:56 PM RM105,RM2(
5| BOB KING 20/3ul/2018 09:57 PM RM101
6| HASSAN JUMMY NO 4PAINT HOUSE, EAST SIDE RIVER LECTURER 24/301/2018 12:32PM RM203
7| oLacuy 22/Aug/2018 02:29 PM RM101
8| HASSAN JUMMY NO 4PAINT HOUSE, EAST SIDE RIVER  LECTURER 22/Aug/2018 10:27PM RM102
9| Emmanuel Jacob 22/Aug/2018 10:29 PM RM204
|

Departmental Sales Report

This interface provides a detailed report on the sales for each department, encompassing
recorded transactions within a specified time frame. To access the Departmental Sales Report,
please follow these steps:
Step 1.

e Click on the "Reservation" menu.

o Navigate to "Reservation Report."

e Click to open the drop-down menu.

e Then, select "Departmental Sales Report."

Lists Activities Front Office Asset Management Reservation Inventory Account Report.

— , , — = 5 = — e

= = : 25 ]l 9% % = = @

f EsB8H B & O R = &

nsaction GuestIn Guest Inhouse Guest Bil Rooms Group Key Card Accomodation House Interdepartmental Consume Inventory Reservation Time Setup Other

anager House Listng Bydate Group Statement || Management ~ Listing  Keeping ~  Supply/Service Per Room Report ~ Links ~
Guest Operations s Key CardIn, . 1 Accomodation And Maintenance )

Room Utillization Report
- RoomType Utillization Report

Room Profit or Loss Report

Sponsor Consumptions Report
Checked Outs

ChecklIns

Checked Out Owing

Total Deposite

Total Reservation Billing From Guest
Total Reservation Billing From Guest By Receptionist
Total Regular Invoice From Guest
Total Receipt From Guest

Total Refunds

Room Change Audit

Room Cancel Audit

Advance Booking

Total Guest Sales

S55 Report

Room Charge Audit

SalesReport

Sales Order Report

ANk

DepartmentalSalesReport

Step 2.
To set the date period, follow these steps:

o Select "Set Date Period" to access the date panel.
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e Click on the small arrow to access pre-set date options.
e Choose the desired date from the available options.

e Click "Set" to confirm your selection.

—_— . < == —=
EEH8 & = RE =2 =

n GuestIn Guest Inhouse Guest BilRooms Group | Key Card | Accomodation House Interdepartmental Consulmalnvenmrv ‘Rese(vahon Time Setup Other
House Listng Bydate Group Statement || Management ~ ‘ Listing Keeping ~  Supply/Service Per R Report Links v

Reports And Time Setup |

Guest Operations ru|Key CardIn... )| Accomodation And Maintenance )

DepartmentalSalesReport ||

I [ Set Date Period b Refresh

ate

- AsAt 2018 ToDate

int Number | Cash Amount | Credit Amount | Total Separate Receipt Total Purchased Total Paid | Total Debt

Step 3.
Select the preferred Department and click Refresh List button, then the report will be

displayed.

W - and Complete g System with KeyCard Annalyzer - For OWH HOTEL - Logged In as Administrator -8 x
BB o tm Ao Fomoffe  AmatMacagament | Reseaton | Ivemory  AccountReport
H i E EsDe D FER | =2 e
=R @ 8 e oo &
| P Wt b e e s o
st Booking * || Maneger tng  Bydate Group ‘Statement | Management ‘ Listing. nrevm- Supply/Service Per Room | Report
| Booking i) Guest Operations — i )| mwswn..s.m, 2|
:

| DepartmentaisalesReport ||
(35 Set Date Period = () Refrash
DepartmentaiSalesReport - For Al Recorded Transacton
Company
Departmentatsaless =
‘1‘ Report - For All Recorded Transaction (- it

| e commontinks &

> T X I X I
2 | Emmanuel Jacob 520114454 NO.0O N496,000,00 N496,000.00 N496,000.00 'N496,000.00 NO.0O didicdeicic
s e e m ——
o e e Wisas] | s s

Step 4.

You can print this list and also you can transfer it to excel.
ELRE D ¥ & O w - i b=l ol g

SuestIn Guest Inhouse Guest Bill Rooms sym | y Card | | Accomodation House Interdepartmental Consume Inventory Reservation Time Setup Other
House Uisting Bydate Group tatmrt || wiega et = Listing  Keeping - Supply/Service Per Room Repor Links +
Guest Operations i Key Card In... tul| Accomodation And Maintenance rall  Reports And Time Setup 1 A
x

DepartmentalSalesReport ||

[T Set Date Period ~ () Refresh
DepartmentalSalesReport - For All Recorded Transaction
DepartmentalSalesReport - For All Recorded Transaction |
i =
|
Customer Name Aczount umber | ot Amount | Credit Amount | Tota Separate Receipt | Tota Purchased | TotalPad | TotalDebt | | [ j) Exeert Uit To Excel
[ om0l s mool oo
%3 Period Setting =
2| Emmanuel Jacob 520114454 .00 1496,000.00 N496,000.00  N496,000.00 no.00 | (SRS —

3| J0Hn waTER 0856522258 No.00 N477,300.00 N477,300.00  N477,300.00 No.00
4| 107 30HN 369852147 N0.00 N70,000.00 N3,500.00  N70,000.00  -N66,500.00

5 | keLvin Jones 23235585 n0.00 N20,000.00 N515,000.00  N20,000.00  N495,000.00

6| otacuy 455686565 10,00 N10,800.00 N10,800.00  N10,800,00 No.00

7 | ProENIX LTD 0110 N0.00 No.00 N277,215.00 NO.0O  N277,215.00

8| RISING COMPANY 1234567 0109 N0.00 N182,800.00 N182,800.00  N182,800.00 No.00

9| SANIKEN 546576879 N500.00 N211,040.00 N211,540.00  N211,540.00 No.00

10 | STARSHOME o111 N0.00 N507,360.00 NS07,840.00  N507,360.00 N480.00

Ns00.00||  n2,723,215.00| N2,017,450.00||  N2,723,715.00|| N2,017,950.00|| N70s,765.00 |

2 Edit Filter

e Close |
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Other Links

Correct Multiple Accommodation Billing

This process automatically corrects accommodation billing that hasn’t been processed due to
glitches and reposts other billings appropriately. Refer to the steps below for guidance.
Step 1. Navigate to Reservation menu, click on Other Links to have access to the drop

down, then click on Correct Multiple Accommodation Billing link.

I} Home  Lsts  Actwbes  FromOffce  Asset|
- ] =
i Hia 5 EHB
Room Status CreckIn Advarce Transackon Guestin Guest Inhause
Chart  Guest Bookng® Manager House Lstng Bydate
tosking.
PN
&y
Campany
-
fnn
Oepartment
About
)
Windows.
Ext

Step 2. This process runs in the background without requiring your attention. However, you

will be able to see the status bar if there are any corrections to be made.

Front Office (P Reservation Inventory Account Report

Transaction GuestIn Guest Inhouse Guest Bil Rooms Group
Manager House Listing Bydate Group Statement | Keeping ¥  Supply/Service

o
[S=l)
Department

by

About

3

Windows

Exit
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Print Temporarily Merged Guest Bill

This will conduct a virtual merging of various guest transactions for printing purposes only.
Individual transactions will not be altered. These are the steps to follow.

Step 1.

Navigate to Reservation menu, click on Other Links to have access to the drop down, then

click on Print Temporarily Merge Guest Bills link.

Reservation and Complete Accounting System - For HOTEL ROSEBUD - Logged in s Administrator

ly Billed Changed Rooms
Merge Some Guest Sporser Accounts

INEREE g
ili gﬁggj, L i gi]’?;é

I
[

Step 2.

To obtain the guest Bill Number, go to the Reservation menu and click on 'Guest In-House.'
The second column displays the Bill Number. Identify the guests whose statements need merge.
You can copy and note (destination guest bill number and the bill numbers you wish to merge).

Within the merge interface, input or paste these copied bill numbers, ensuring separation by

comimas.

= 3 P
Cormume Iwertory  Reservation Tese Setp Ofher
Per Room Report ks +

warcactons wi ot be sered

‘Specty guest bills to combine (separate by comas)
15813,15816

Specty Desteation Guest il (a sngle guest bil please)
15315 18 View With Tex, Discount And SVC.

et Goest Sessernent. Brimt Guest ot Glose

e —

Account Regort = otrier
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Step 3.
In the 'Specify Destination Guest Bill' section, enter the guest bill number to be printed with
the relevant information. Check the tax, discount and service charge(SVC) if they are

needed on the printout.

Guest In House Now
roup by that column
3 AGBAI ques! fo only. The indvidual  900.00 Dr: 203,000.00
transactons wil not be altered

) FATHER FA .00 Dr: 1,944,000.00
oW b Specify guest bills to combine (separate by comas) 90,00 Malioed
OLWSOA  AREOGH | 15823, 15821
o FAVOUR

Rdiamond,Rgolden SAMSON SAMSOY 00 Dr: 2,950,000.00

Specify Destination Guest Bill (a single iz 2,320,000,

SUSAN SUSAN iseas | MMCI And SVC P00.00 Dr: 1,405,000.00

Step 4.
Next, proceed to print the merged statement. This can be done by clicking either the '"Print

Guest Statement' button or the 'Print Guest Bill' button.

Emsmemntay Reserveton

Guest In House Now

Merge Bills For Print Only

AGEAT STEPHEN  This will perform a o Fy ques! for only, The individual p00.00 Dr: 203,000.00
transactions will not be altered
FATHER FATHER .00 Dr: 1,944,000.00
. B Specify guest bills to combine (separate by comas) |00 Befance
OLUSOLA AREOGH | co03. 15821 Balanced
FAVOUR §00.00 Dr: 570,000.00
e |
4,Rgolden SAMSON SAMSOH §00.00 Dr: 2,950,000.00
Specify Destination Guest Sill (a single guest bill please) 22D
SUSAN susan |l oo @ View With Tax, D AndSVC §00.00 Dr: 1,405,000.00
Print Guest Statement | Print GuestBill | Close
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The print preview will be displayed; then, click on the printer icon to print the statement.

- e - T e LT 1 - = 7 he E b L™ |
Cath  Credt Orders n-n_nnm: )
Soes Soes v Payment  lInward 2. o]

| WO

transactions vl not be|

| . RESERVATION COMPANY
‘ B) NEV/ TOWN HOME TOWN.
| reservation@businesssensor com 123456789, Fax

Date:  08-Dec2023

Specify guest bills to combine (separate by comadq
1582), 15821

Specify Destination Guest Bill (a single guest bil ¢

15823 ] OLOWU EFE Time: 11:59 am
NO 18, EFEBA LOPOKOVWA Staff: Administrator
09036321419 RM Rate:  30000.00,35000.00,25000.00

Guest Statement Print Guest Bi

= | o RMNOs:  RM:RBS2.RHMIOS, Remarold -
%] . 7| 1ses
et o sis

[Tt Favment o R B3

Dec03 1108 Tunt Booking Cancelsbon Charges. Advance Booking 300000 m 51,000
Coreoliton Charget

01Dec2023 13 REFUND OF THE ADVANCE BOOKING CANCELLATION 57,000 00 (1} 00

O-Dec 2023 001K M- 103, For | Day 35,000 00 om 35,0000
R0ec 023 T0NR RM 103, For 1 Day & NA00D00 Disc 1,000 00 m 66,0000
03-Dec-2023 7071182 M 103, For 1 Dy 6 NA000.00 Disc. 1,000 00 m 47,000 0
OdDec2023 07182 M 109, For 1 Day 3,00 00 om 132,000 00
05Dec202) 7071 AN 103, For 1 Duy 000 00 m 167,000 00
06-Dec2023 701185 R 852, For | Day 30,0000 om 30,0000
06-Dec-2023 707186 R eonweold, For 1 Duy 20000 om 192,000 00

06-Dec2023 1114 ONE ROOM m 25,0000 167,000 00

Correct Wrongly Billed Changed Rooms

This action corrects any incorrect billing that may occur during the process of changing a room
for a guest. To perform this action, follow these steps:

Step 1.

Click on the Reservation menu, then navigate to Other Links, click to access the drop-

down, and finally, click on 'Correct Wrongly Billed Change Rooms.'

3 R n and Complete Accounting System - For RESERVATION COMPANY - Logged In as Admin
[

Correct Mult

Print Temporarily Merged Guest Bills
Correct Wrongly Billed Changed Rooms
Merge Some Guest Spensor Accounts

No error to correct

. )
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Merge Some Guest Sponsor Accounts

Merging Some Guest Sponsor Accounts" involves consolidating multiple guest sponsor
accounts into a unified entity. This process streamlines information and data, reducing
redundancy and ensuring a more efficient management system. It aids in maintaining a
cohesive and organized record of sponsorships within the system. Follow these steps to merge
some account.

Step 1.

Navigate to Reservation menu, click on Other Links to have access to the drop down, then

click on Merge Some Guest Sponsor Account link.

Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Administrator

[E- _rome  Lsm  Acwbes  FrontOfice  AsmetManagament | Asservaton | lnvemury  AccontReport
- = s — s
o= ; L = 15 o
= 'S5 & E Ed2H8HE8 X =H . =T < =
Room Status CheckIn Advarce  Transacson Guestln Guest Inhowse Guest BIRoons G House  Interdeparimental Congume [nventory Reservaton Time Seup Other
Chart  Guest Sookings Memager House Lseng Bydsie Growp Sttement feeprg® SipplyServee  Peroom  Reparts ks +
. . Correct Multiple Accomadation Billing
[ Home | Pt Temporary Merges
A Comect Virengly Billed Changed Rooms
il Merge Some Guest Sponsor Accounts
Campany
LA
——
Separiment
About.
-
L@
Windows

Step 2.

Choose the guests whose accounts you want to merge, then select the new target sponsor

account with which you want to merge. Lastly, click on Perform Merge button

Combine Guest Sponsors - Reservation and Complete Accounting System - For RESERVATION COMPANY - Logged in as Adminstrator

/N 1. Select Guests Whose Account You Want To Merge
i
Company x| ..o
E A Date Of Transaction
seect x S Name Frstame s Soorsarsho e Rooms. Check Out Baence: Sponsor A
xocheas = Sponsor Account: BULUS Elias
= Sponsor 1D: 3298
C,’ |Bus Elas 50Yy2 7607 self vl s 0.0000
e = Sponsor Account: BUNAFA YENO
~ Sponsor ID: 4915
= BUNAFA YEND 2308/202 11793 self vl RM101 0.0000
BUNAFA YENO 2006202 11863 EwstngGuest v RM307 0.0000
Widows
= Sponsor Account: BUORO EDWARD
“ ~ Sponsor ID: 5204
e |auro WD 1309/202 12802 Self v Reos 0.0000
= = Sponsor ID: 3867
- |eusas HAgEER 270612021 9131 self v R402 0.0000
o = Sponsor Account: BUSINESS SENSOR SOFTWARE
Activities. = Sponsor ID: 6420
|| vicror IBANICAKA 06/12/2023 15824 EMPLOTER 404 30000.0000 ADM3
» 000 0
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Step 3.
After the perform merge button has been clicked, there will a done message displayed on the

screen, click OK button and proceed.

| [E- teme s Acwbes  FromOffee | Reserveten |_imventory,.__ AccountRegert
5
"

1

Congany

2

(== |

ezl 2]
= 0

sf ™ | roouem ey 2py20 1 sef v RMuSRMI7 0000

soaut | = Sponsor ID: 3368
™ caams FRIDAY (WETE) % 1502221 7200 sef v ey 32000.0000

@ ™ | cansa FRIDAY (AFETE) 190272021 7833 BuistingGuest v R -3500.0000
= Sponsor ID: 5335 -

8 s ek W2 12094 self v s 00000

%] | =) Sponsor ID: 5341

- S o T i e it B s oy
i Sl Jpomiorin: 348 ——
™ ororeno ROGHAMA @z 09 s O e 0000
™ ]| oxoreno ROGHAMA- 340572023 15710 ExistigGuest AL 2000.0000
o oo ROGHAMA 006223 15719 ExstrgGuest ¥ e 0000000
W |ooneno ROGHAMA OpEN 1570 Eusectuest ¥ s 00,000
| = Sponsor ID: 5351
™ 1| owam HARLA noynn  0em s R 0000
i | LT HaRLA #0200 138 Eustrouest ¥ Ruxs 0000 4
- 5 "N
2. Select The New Target Sponsor Account:

X

@ e

Step 4.

B e o o Ofs. e e | Rt Aot e,

OEy E=dR8H & R B = = B&

[ o s &

~ | 1. Select Guests Whose Account You Want To Merge
uay
Pt | [
"]
s | ot e — S SEASEN ES
(= Clj ronclil RMa03 oo A
s ADAGEST 0.0
by =i i
s | = Sponsor ID:2326
(= | somat 0.0000
= | =
3 \u = Sponsor ID: 3353
Wedows ‘ a | aunoscucee 30000000
S
& | | = Sponsor ID: 3867
™ | s 0.000
| -
L [ = Sponsor 06420
| e 20000.0000 A0M3
™ rauace £0000.0000 A0M3
L 32000.0000 Aow3
i S|
\ | = Sponsor : 3408 i
| - o Py
2. Select The Nlew Account:
=
B
| 0NYCmers ot Mot G NotSbariteg. |
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Inventory Management
Set up Inventory Item
Inventory setup is the process of modelling products in other to track quantity, sales, transfer,

cost of goods sold, and consumption of every item in the inventory. To set up the inventory,

follow these steps:

Step 1: Click on the “List” Menu and navigate to “Inventory setup” and click.

Home Lists | Actvities Front Office Asset Management Reservation Inventory Account Report

% Li-—zJ @ Gﬁ%il é m‘ k’d L:z? @ uﬂﬂi UnitsOfMeasweSetup©

[E] mnitialize Inventory -
ent Clent ClientMSR | Vendors Vendor || Accounts Account Cascade Account | Item |Inventory| Other SNO
fitor Category Listng || Setup Pricelist|| Setup Codes Posting On Sales ||Category | Setup

(i

Items  List ] pepartmental Prices i
nt Operations ru| Manage Vendor 7| | Manage Account )| Inventory And Other Sales Item Setup

—

ompany

™
e
Wl
partment

by

About

Step 2: Item listing will appear, and then click on the “Add New” button to add a new item.

Lists Activities Front Office Asset Management Reservation Inventory Account Report

; = ™ = P 3 =5 [ [ Units Of Measure Se
B B2 e @ @ ulEC -’

Initialize Inventory
lient  ClientMSR || Vendors Vendor || Accounts Account Cascade Account|| Item Inventory Other SNO  — .
egory Listing || Setup Price List; Setup Codes PostingOnSales | Category Setup Items  List Departmental Prices
tions | Manage Vendor | Manage Account ) | Inventory And Other Sales Item Setup

-l Inventory Setup |X|

i i) Refresh |[’_'© Add New” () Print List [[Q) Print Group List Export To Excel [ Per-Group Export~ | [ 28

l Item Setup

i In Active | Item Name Purchases Description Bar Code Unit Name Quantity
k¢ ° BEVERAGES
4 ] FIVE ALIVE 22225 PACK 4carton, 4pz
4 LIPTON 45071 PACK 13pack
V4 ] SUGAR 25581 cuP 4bag
=1 i1 -
i 4 | ALMOND MILK 85685 SACHET 14pack, 112
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Step 3: Item Editor interface will be displayed;

85 Ttem Editor

i | Save L) Save Add (O Find~ Menu~ | £3 Relnitiallize Opening Stock | [m] Generate Barcode
| |

Item Name | [T] Not In Use (In Active) Item Picture

Bar Code [¥] Can Be Purchased

Item Category + [[]1s Taxable
[T]1s A Fuel

Sale=Desaobon [ Enforce Unique Serial No. Management N
| Manage Expiration

Purchases Description /] Can Be Sold

Valuation Mode WeightedAverage - fiel Copable WithouLabes

Inventory Location
Inventory Type RawmaterialAndProduct -
Stocking, Purchases and Unit Sales Information

Default Unit Of Measure: Startup Stocking Dept:

Average Cost Of " ~ IncomeAccount:

Selling Price Of " ~ Cost Of Goods Sold Acc:

Define Package Units And Prices (e.g carton, dozen)

f PackageDescription Bar Code Allow Purchase | Allow Transfer | Other Price Modes
#* =] B

a. Type in the item’s name

b. Read in the bar code if the item has a bar code. Note: Refer to barcode management setup
immediately after the setup item.

c. Select Item Category (if the category of that item is not among the list, you can add more

categories by clicking Add New and adding the name of the category you want to create.

gl Ttem Editor

i | Save L) Save Add 3O Find~ Menu~ | %5 Relnitiallize Opening Stock | (W] Generate Barcode

Item Name JOHN FAVOUR [ Not In Use (In Active)
Bar Code 6769765200 [¥] Can Be Purchased
Item Category -~ ] Is Taxable
[ [ 1tem Category Name | Item Category Code ) (] Is A Fuel
Sedes Desaption || { MILK MK || Enforce Unique Serial No. Management
i BEVERAGES BE Manage Expication
Purchases Description SVF:ITI\":E(R Ei [#] Can Be Sold
Vi Mo | i RESERVATION RS Consumable Without Sales
Iventory Location |~ IR
Inventory Type
Stocking, Purchases
Default Unit Of Measu Startup Stocking Dept:
Average Cost Of " ~ IncomeAccount:
Selling Price Of " ~ Cost Of Goods Sold Acc:
Define Package Un
‘,, PackageDescriptid Allow Purchase | Allow Transfer | Other Prict
| Default Unit Of M|

» | Price At NO.00 each. Itis the default sales unit. Ttcanbe  [=7sr Sl

sold

i. Fill the Item Category Name
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ii. Enter the “Item Category Code” like FD for food.

iii. Select the default income account for the category.

iv. Select the default “Cost of Goods Account”.

V. Select the default “Inventory Asset Account” for the item category (optional).

vi. From the “Grant Permission to Role Based Security Roles” grid, check “Select All
Roles” if you want all the users to have access to this product.

vii. Click Save and Exit to close the item category form.

o

i | Save L) Save Add @3 Find~ Menu~ | 5 Relnitiallize Opening Stock | ] Generate Barcode

Item Name JOHN FAVOUR e
Item Category Listing
Bar Code 6769765200
: A 3> Find > v
Ttem Category | L Save ) Save Add @ Find~ Menu
Item Category Name SOFT-DRINK
Sales Description Parent Item Category:
Item Category Code SD
Purchases Description
Category Description
Valuation Mode WeightedAverad
Inventory Location Default Income Account
Inventory Type RawmaterialAnd| pefault COG Account

Stocking, Purchases and Unit Sales In| pefault Inventory Asset Account
Default Unit Of Measure:

Average Cost Of "

Selling Price Of "
Define Package Units And Prices ( Select All Roles

PackageDescription Role Groups

Default Unit Of Measure (Unit); Ay ¢~ [¥] Administrator
> Prikcje At N0.00 each. Itis the defa ] User

S0

Select the Inventory type

Enter the “Default unit of Measure” i.e., bottle, sachet, card etc. Note: This is the lowest
saleable unit of measure

Select Start-up Stocking Dept

Select Income Account

Select Cost of Goods Sold Acc

Type in the Average Cost Price

Type in the Selling Price.
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i |l Save [o) Save Add @ Find~ Menu~ | £5 Relnitiallize Opening Stock. | (] Generate Barcode

Item Name COKA-COLA [T] Not In Use (In Active) Item Picture
Bar Code Can Be Purchased
Item Category SOFT-DRINK + | [[]Is Taxable
Is A Fuel
Sales Description l [ Enforce Unique Serial No. Management No image
Purchases Description
Valuation Mode WeightedAverage - D% bl Mitiou Sk s
Inventory Location
Inventory Type Product -
Stocking, Purchases an
Default Unit Of Measure: J§ BTL Startup Stocking Dept: STORE
Average Cost Of 'BTL' N40.00 ~ IncomeAccount: Sales
Selling Price Of 'BTL' ~  Cost Of Goods Sold Acc: Goods Sold Cost Acc
Define Package Units And Prices (e.g carton, dozen)
PackageDescription Bar Code | Allow Purchase | Allow Transfer | Other Price Modes
Default Unit Of Measure (BTL); Ava. Cost: N0.00; Selling
» | Price At N0.0OD each. Itis the default sales unit. It can be --_
sold
[ = &

Note: if you want the software to manage the expiration date.

Then check the box “Manage Expiration”, if not leave it unchecked
b. If you want to define the package unit and price for this item e.g., carton, box, etc., then

click on the empty second row of “Define Package Units and Prices” and fill it, else do not
click.

85 Ttem Editor

i |l Save [o) Save Add @ Find~ Menu~ | 45 Relnitiallize Opening Stock | (i) Generate Barcode

Item Name COKA-COLA [ Not In Use (In Active) Item Picture
Bar Code Can Be Purchased
Item Category  SOFT-DRINK - [C]1s Taxable
[C] 1s A Fuel
Sslestescbrad I Enforce Unique Serial No. Management No image
Manage Expiration
Purdy I Can Be Sold
Manage An Extra Unit Of Measure Consumable Without Sales
Valuz | Uit Of Measure Title :
Invel | CARTON
Invet Number Of 'BTL' That Makes One 'CARTON' -
st 12 ~
Selling Price
Defi 1100.00 - Startup Stocking Dept: STORE
AvE  Bar Code (If Any) N40.00 - IncomeAccount: Sales
Sell N100.00 -~ Cost Of Goods Sold Acc: Goods Sold Cost Acc
Def  Can Be Sold 7] Is Default Sales Unit [ D
W Bar Code Allow Purchase | Allow Transfer | Other Price Modes
t )

* & &

Inventory Asset  Inventory Asset ~  Warranty in month: c Quantity On Hand 0

Reorder Point 0 ~ Re Stocking Level: 0 -
Last Managed By Administrator

As Of 28/04/2018
Total Stock Value
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c. Click on the “Quantity on Hand” and type in the current quantity of the item

| Allow Purchase | Allow Transfer | Other Price Modes

In

- - QuantityOnHand |42/
k|0 | asof 28/04/2018 |
| Total StockValue 1680 I
Exit
d. And finally click Save to save all the set-up you made and exit
ol Item Editor
QSM Add @ Find~ Menu~ | %5 Relnitiallize Opening Stock | [i] Generate Barcode
' Item Name ‘ZERO COKE ‘ Not In Use (In Active) Ttem Picture
| Bar Code i | ¥ can Be Purchased ‘
Item Category | SOFT-DRINK - [[]1s Taxable
‘ j [ 1s A Fuel
| Sales Description [~ Enforce Unique Serial No. Management No
‘ || Manage Expiration
Purchases Description ] Can Be Sold
| Valuation Mode WeightedAverage T e Wiliout Soles
| Inventory Location
Inventory Type Product v

|
Stocking, Purchases and Unit Sales Information

Default Unit Of Measure:  BTL Startup Stocking Dept: FRONT OFFICE
Average Cost Of 'BTL' N100.00 ~ ‘ IncomeAccount: géaks
Selling Price Of 'BTL' N200.00 ~ Cost Of Goods Sold Acc: fVGoods Sold Cost Acc
Define Package Units And Prices (e.g carton, dozen)
PackageDescription | Bar Code | Allow Purchase | Allow Transfer | Other Price Modes
Default Unit Of Measure (BTL); Avg. Cost: N100.00;
> | Selling Price At N200.00 each. Itis the default sales unit.
It can be sold
12 'BTL' makes One 'CARTON'; Selling Price At N1,100.00 = =
each. It can be sold ]
*

' Inventory Asset  Inventory Asset ~  Warranty in month:

Reorder Point 0
|LastManaged By  Administrator

~  Re Stocking Level: |0 ~ | AsOf

| Total Stock Value

= | Quantity On Hand

28/04/2018
14200

Note: You can click Save Add to add more items continually without closing the item editor.
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Cash and credit sales Invoice

These interfaces are utilized to record both cash and credit sales simultaneously, allowing for
the generation of invoices. Additionally, receipts can be generated specifically for cash
transactions. Cash sales pertain to transactions where customers make immediate payments,
while credit sales are extended to trustworthy or loyal customers without immediate payment.

Follow these steps to perform cash or credit sales

Step 1.

Navigate to the Activities menu and choose either cash or credit sales. The selected

interface will then be displayed.

Reservation and Complete Accounting System - For HOTEL ROY

Front Office Asset Management Reservation Inventory Account Report

RemrthOSOrder Client Calculate Client Cash Credit

Sales ~  Payment Inward Booking ¥ | Management ¥

Sales And Invoicng

Clients And Rebate

Cash
Sales

Make Cash Sales
-

Step 2.
Choose the client's name from the 'Client Account' drop-down if the client already exists. If
the client is not listed, click on 'Add New' in the client account drop-down to add a new

customer.

o Cash Invoice - Reservation and Complete Accounting System - For TESTING2019 - Logged in as Adi
B Home Lists. Activities Front Office Asset Management Reservation lnvmmvy Account Report
: z s
7 7> 1
o0 & | &

Add New Record To List |

o B Invoice Number 6108
fimo ci Full Name 4[Mode [CurentBelance [Phone [Biing Address Ref ReceiptNo
Department o - HOTELGUEST Individual N0.00 Rt
- - JUMMYKEMPRES K Individual 123456789 L_T] e recre=re
@’r Address ICHAEL EZEKIEL: STO1  Individual =|
| Invoice Slugan
About Invoice Date : Py W
(szd
= Tax Item Discount il
g R I —
Exit
|| Desaripton
| T 4
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After it opens, enter the customer’s name and fill in all the necessary information on the form,

then click 'Save'."

Front Office Asset Management

w2 il

2
A
L Biling Address ‘ =
Fax \ Email
RegistrationDate | 29/11/2023 | signature
211202 prefereq Currency | Specialization
Administrat| 27€ ‘ ‘ 3
Credit Limit \ [#]Last Managed By | Administrator \

’_-. [ ]
? lﬁaﬂm‘l‘.:enu L - o - ]
g ==y
Applicable [tem Cateqories Points where

g
§
§

I [ T

Opening Balance frfasof | 29/11/2023 [+
Note: Input Positive Opening balance if this dient is owing you OR Input a negative value if you are owing this dient

0.00 1

Step 3.
Select the item(s) to be sold from Invoice Detail grid and the quantity to be sold in “Qty”

column.

Total Bl N787.50 Amount Sponsored  N0.00 Expected Payment | N750.00

Payment Method Cash [+ Payment Accom Casn o Povmentoocio
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Step 4.
For Cash Sales, choose the 'Payment Method' and 'Payment Account.' If it is a credit sale, you
will not see the 'Payment Method' and 'Payment Account' options, as the customer is making

a purchase without immediate payment.

Asout
3 SdesOffcer  Adnwtoter 9] servee Charge o] et 0.0
o Toxhen AT ] e T Ducaunt ™ e o] mant 000
(] et W [l roomro T
"3 Invoice Detail
I Tar Tosswn_ e I —
o 3 1 00,00
s I s S N
.
|
|
} '
Towioa  owm Aot Sperecred 1003 Ecected Payment 109,00
Payment Method (= 1] Payment Accom Caen el 0o o

Step 5.

Click on the “Save” icon to save the transaction.

Company
Client Account | L2 201 MaRK: MSTRS J#l 1vocemmber (5108

% ClentBalance  H0.00 RefReceptio |
Dapsrinent Name On Invoice | JOHN MARK RefDocment |

w ‘ o LastModfiedBy | Adminstrator

1 imocesugn |

sas InvoceDate | 29/11/2023 &2

@ SdesOffier | Admnstator o] service Gharge 2 Amaunt 0.0
e Taxlten [var o Amount |G || Dscunt o] amaunt 000
u | Guest 54] Roomto  Tableto |
= Invoice Detail

PCS 1 1N400.00

| Amount Sponsored | N0.00 Expected Payment | N750.00

|#] Payment Accour Casn [ PaymentDochio
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Step 6.

Now, to print out the transaction invoice, click on “Print Invoice” or “Print” to explore other

print options

[ Managstnused Saies Ordert
"l Auto Bil Lintracesble Cient (
: Transact

Print Waybil —
Print Reciept For Cash Inveice =

Extra Printed Text Settings On Letterhead Invoice

| Amount Spansored | N0.00

] pavment Accow Casn

[ pavment Doc o

POS printer preview is one of the options

estom

GO L B ER D L S | ¥ W o

TESTING
NEW CITY, ABA, ABA, ABA, 112346
CASH SALES RECEIPT
MainStore

Invoice No.:

6412

JOHN MARK - MSTR3
Description Rate Amt
1PCS COKE N40000  N4OO 00
1PCS FANTA N35000  N350.00
Gross: N750.00

VAT: N37.50

Net Amount: N787.50

_Amount Paid: N767.50
Terminal Opesator: Administrator
Thanks and Please Call Again

1
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A4 printer preview is one of the options

Name:  JOHN MARK
fddress:

TESTING NEW CITY. CITVZ New
CASH SALES RECEIPT

Phone: 1123455, Email: dnmogdemu.mn
Date: 29 November, 2023 3:21 PM == Invoice No:
In’um JOHN MARK | Ref Doc.:

~ |Phone:

pdress: No: MSTR3

1 N400.00 N400.00
2 | [ N35000 N350.00

<
- A" i
\ It \\ ) IE
k‘ - ML ,(,i:‘@ I Tax Amount: Nggg:ﬁog
T [TotalAmount: N787.50

Amount in words: Seven Hundred Eighty Seven naira, Fifty kobo

Administrator

Customer Sign Cashier Sign

Note: The print button offers various formats; feel free to explore them.

For more information on the account report, please refer to the 'Account/Report' section on the

support page.
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