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About this manual

This chapter provides general information about using this manual.

Preface

Our protel hotel management systems keep evolving with the growing needs of our clients. Despite their
complexity, however, they remain highly flexible and adaptable at the core. In fact, our software solutions are as
unique and individual as the requirements of the companies that use them. This makes it extremely difficult to
provide a manual that is perfectly “tailored” to the needs of each and every hotel.

While we took great care to explain all features of the software in detail, the individual steps and workflows may
vary across hotels depending on their company structure and specific configuration of the software. It should
therefore be noted that both the online help and this manual are not intended as a replacement for
comprehensive on-site user training.

Should you notice that the described procedure does not coincide with what you see, you may not be using the
latest version of the manual. In this case please look at the version number and date of the manual. You can find
these informations in the imprint and the footers. Questions or suggestions are also always welcome: If you are
sure that you are using the latest version and still cannot find certain information or find the descriptions to be
unclear, please write to documentation@protel.net.

Elements and icons used

Icon | Description

¥ | Anote that provides important background information
¥ | Please note: Important!

1 | Associated topics / additional information

5'»'_\, Refers to available user rights

L=k | Indicates additional settings to expand or amend a feature
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Further information

protel manuals & documents

Further documents about protel can be provided upon request. Please contact your protel Partner.

Documents about software updates can be accessed directly in the protel menu “Help > About protel > Internet
Update > Read Update Information”. The online help system also includes a continuously growing amount of
additional information.

Support

Please note that this manual will not be able to answer all of your questions thoroughly. If you need any support,
please feel free to contact your local protel Partner or support@protel.net.

protel Academy

protel’s property management software is a powerful tool with an enormous range of functions. As with every
software, the more you are familiar with it, the more you will benefit from it. Although hotel software from protel
is fairly self-explanatory, a training session is recommended to get the most out of the hospitality system,
regardless if you are working with protel online or protel on-premises solution or if you are a beginner or an
advanced protel user.

protel training programs for hospitality industry members cover the entire spectrum of your daily routine at the
front office including tips and tricks to get things done more efficiently.
protel Individualized Training

protel offers training sessions to suit your every need. If you are interested in an individualized training for you or
your team, please contact us at info@protel.net or your local protel Partner.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 8 of 322


http://www.protel.net/
mailto:support@protel.net
http://www.protel.net/contact-protel/?department=sales
mailto:info@protel.net
http://www.protel.net/about-protel/protel-sales-partners/

protel Front Office - User Manual | Hints and tips

Hints and tips

Toolbar

=] Room Type Plan 57 Room Plan 2 &vailable Rooms

A Cl R C0 g Arrivals S Departures %9 Inhouse

The toolbar provides quick access to the most frequently used features. Click a toolbar icon to open the

respective function. All commands that are accessible through an icon can also be selected using the

corresponding menu items.

3 Roorn Type Plan
_"’& Room Plan
,.;' Sailable Roorms

= CI
[ CO

g Arrivals

fg'. Departures
Rets]

wd] Inhouse

fg'. Resersations

7 add-0ns

T (1| (=) (€] (=) [

By (G| |La] %[ X

Shows the interface status.
Opens the Room type plan.
Opens the Room plan.

Opens the List of available rooms.

If room plan is open: Checks in the highlighted reservations.
Otherwise: Opens the Arrivals list.

If room plan is open: Checks out the highlighted reservations.

Otherwise: Opens the Arrivals list.

Opens the Arrivals list (green).

Opens the Departures list (red).

Opens the In-house list (yellow).

Opens the Reservations list (blue).

Opens the Add-on modules (SQL only).

Opens the notepad.

Opens the external calendar.

Assigns a printer.

Opens the Log in dialog box.

Disables the cash register.

Opens the Information book.

Deletes a (temporary) reservation.

Completes a booking in room plan and room type plan.
Opens a manual SQL query (SQL only).

protel on Twitter: Opens the protel Twitter page.

protel on Facebook: Opens the protel Facebook fan page.
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NOTE:

¥ You can create additional shortcuts underneath the toolbar to quickly access other frequently used features.
If you need help with setting up a customized menu and toolbar, please do not hesitate to contact our support
team.

PMPE Hotel Selection  Reporting Mo Shows  Enter Maoves  Vaouchers

Function keys

You can use the function keys to open the following windows and dialog boxes at any time during your work:

F1 Accesses the help for the current dialog box.

F2 Opens the Room type plan.

F3 Opens the Room plan.

SHIFT+F3 Opens the event plan (only if Banquet module is active).

F4 If room plan is open: Checks in the reservations highlighted in the room plan.

Otherwise: Opens the Arrivals list for the current day.

F5 If room plan is open: Checks out the reservations highlighted in the room plan.

Otherwise: Open the departures list for the current day.

SHIFT+F5 Opens the Information book.

F6 Opens the Arrivals list.

SHIFT+F6 Opens the “Traces overview.”

F7 Opens the Departures list.

SHIFT+F7 Opens the media overview for the day that corresponds to the system date.

(Only if Banquet module is active.)
F8 Opens the In-house list.

SHIFT+F8 Opens the banquet enquiry dialog box.
(Only if Banquet module is active.)

SHIFT+F9 Opens the Reservation list.

F10 Highlights the Reservation option on the menu bar. You can now use the arrow keys to browse
through the menus.

F11 Opens the Sales enquiry screen.
F12 Opens the Room type plan in view-only mode.

Note: Reservations cannot be made in view-only mode.
SHIFT+F12 Opens the list of available rooms.

CTRL+F5 Logs off the current user (for version 2008.12.201 and higher).
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Working with windows

The Window menu provides the following options:

Cascade

Arrange all open protel windows (e.g. Room type and Room plan) so they overlap.

Tile horizontally Arrange all open protel windows as non-overlapping tiles.

Tile vertically
Arrange icons
Close all
Minimize all

Close PROTEL
session

Arrange all open protel windows as non-overlapping tiles.
Arrange icons at the bottom left of the screen.

Close all open windows.

Minimize all open windows and reduce them to icons.

Exit protel HMS.

Hotel selection

You are likely to come across the Hotel pull-down list frequently during your work:

Hutel: City DO - Cityhotel Derno, [-44137 Dortmund [GERMAMNY] [1] W

This dialog box assigns the respective feature to a specific hotel. It is only active in protel MPE.

Standard buttons

The following standard buttons appear in most dialog boxes. They always have the same functions and are
therefore not explained separately in the individual help topics.

[OK]
[Cancel]

[Help]
[Print]

Click [OK] to save any changes and close the current window.
Click [Cancel] to close the current window without saving any changes that you have made.
Click [Help] to open the help topic associated with this dialog box.

Click [Print] to send the open help topic to the Windows default printer.
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Working with tables

Sorting by columns

All tables are automatically sorted upon opening. You can, however, change the sort order at any time:

* Click the header of the column by which you want to sort the table. This sorts the table content in
ascending order based on this column.

* Click the column header again to revert the sort order.

A small arrow in the header indicates the column by which the table is sorted. The direction of the arrow

(pointing up or down) indicates if the table is sorted in ascending or descending order, respectively.

WV Guests inhouse: 10/03/13 o || @
Name h M. # RT. Adlt,  Arrival Depart.. Cu.. Price Rate code Bala... Stat, Gri S
Back Mr 2 304 STTB 1/..  07/03A13 10/03113 GBP 75,00 NEG2RO 22500 Cl
Backhouse T &L... 7209 STTB 1/..  05/03413 10/03113 GBP 75,00 NEGZ2RO 000 Cl G...
Balli Mr 1 236 STDB 2/..  08/03A13 10/03113 GBP 99,00 NEG2RO 19830 Cl
Bangham N Mr 1 227 STDB 2/ 06/03113 17/03113 GBP 99,00 NEGZ2RO 0,00 Cl G..
Cadrecha Monica 2 214 STDB 2/..  05/03413 10/03113 GBP 99,00 NEG2RO 000 Cl G.. |5
Canavan C Mr 1:|:232 STDB 24, 07/03A13 18/0313 GBP 99,00 NEG2RO 000 Cl G...
Dacre Simon Mr 1 215 STDB 2/..  05/03A13 10/03113 GBP 99,00 NEG2RO 000 Cl G...
Davidson Maryan... 2 237 STDB 2/..  09/03413 18/03113 GBP 99,00 NEG2RO 000 Cl i
Eagan S Mrs 3 216 STDB 2/..  05/03413 13/03113 GBP 93,00 NEG2RO 000 C G...
Ellin Karen Ms 3 247 STDB 24 09/0313 20/0313 GBP 93,00 NEGZRO 000 Cl G..
Etihad o 201 STTB 14..  09/03413 10/0313 GBP 75,00 NEG2RO 75,00 CI
Etihad 0 226 PRDB 2/..  09/03A13 10/03113 GBP 99,00 NEG2RO 99,00 ClI <
- a_nna mann Al_ecunnin somnun con anan _sieeaann PP P

Add-Ons
oK ] [ Cancel ] [ Help H Print Refresh Rates
Rm.: 44 Fes:44  Adults: 63 Child: 0/0/0/0 Acc:4 HKto:0 [] Show extended tooltip

Mame

Mame

= Ascending order (A-Z, 1-100, ...).

= Descending order (A-Z, 100-1, ...).

Changing the column width

If a column is not wide enough to display the entire content, you can easily adjust the width of individual

columns:

1. Hover the cursor over the vertical separator between two column headers until the mouse pointer is
displayed as a double-pointed arrow "||"

2. Click and hold the mouse button and drag left or right until the column has the required width. Then

release the mouse button.

You can double-click the vertical separator between two column headers to automatically adjust the width of the
left of these columns to its content.
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V Guests inhouse: 10/03/13 o= ==
Name —’l 0+le # RT. Adlt.  Arrival Depart.. Cu.. Price Rate code Bala.. Stat. *
Back Mr 2 304 STTE 14, 07/0313 10/03113 GBP 7500 NEGZRO 22500 Cl
Backhouse T & L Mr & Mrs 7 209 STTE 1/, 05/0313 10/03113 GBP 75,00 NEGZRO 000 C
Balli Mr 1 236 STDB 2/.. 08/0313 10/03113 GBP 99,00 NEGZROD 198,30 Cl
Bangham N Mr 1 [222% STDB 2/ 0B/0313 17/03113 GBP 99,00 NEGZRO 000 C
Cadrecha Monica 2 214 STDB 2/.. 05/0313 10/03113 GBP 99,00 NEGZRO 000 O %
Canavan C Mr 1 [:232 STDB 2/..  07/0313 18/03113 GBP 93,00 NEGZ2RO 000 Cl
Dacre Simon Mr 1 2216 STDB 2/.. 05/0313 10/03113 GBP 99,00 NEGZRO 000 C
Davidson Maryanne Mrs 2 237 STDB 2/..  09/03113 18/0313 GBP 99,00 NEGZRO 000 c
Eagan S Mrs 3 216 STDB 2/, 05/0313 13/03113 GBP 93,00 NEGZRO 000 C
Ellin Karen Ms 3 247 STDB 2/, 09/0313 20/03113 GBP 99,00 NEGZRO 000 C
Etihad 0 a0 STTE 1/, 09/0313 10/03113 GBP 75,00 NEGZRO 7500 Cl
Etihad 0 226 FRDE 2/ 09/03413 10/0313 GBP 99,00 NEG2RO 93,00 ClI '
< m

[ 0K ][ Cancel H He]F ][ Print ]

Rm.: 44 Res:44  Adults: 63  Child: 0/0/0/0

Refresh Rates

Acc:d H#Kto:0 [] Show extended tooltip

You can also right-click the table header to automatically adjust the column width using the context menu. Select
the “Autofit columns” or the “Column width according to tab header” option as required to adjust the width
depending on the column content or column header, respectively.

Printing and exporting

The table header context menu provides additional options to edit the table and its content.

Printwith stmall font

Printwith large font

Export to HTRL

Edit mode an

Cancel menu

Printwith medium font

Export to Microsoft Excel

Autafit calumns Ctrl+hdA
Colurmn width according to tab header Ctrl+)
Search Ctrl+F
Caontinue search F3

For example, you can print the table in various sizes or export the data to an Excel spreadsheet or HTML table for

further processing.

From Version 2013.17.222: The report export can be regulated by the User Right No. 422. If you revoke this right,
the export functions will be disabled.
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You can also search the table content for specific text (“Search” and “Continue search”). Enter the search text in
the “Text” box and select the column you want to search.

Search @
Text: Canavan
Search ir: [[all] -
[T] Exact match

[7] Case sensitive search
[T] Mark search results

[ Q. H Cancel “ Help J

Select the ] Exact match check box to only finds strings that match the search text exactly. Otherwise, the
system also returns matching parts of words.

If you select the 1] Case sensitive search check box, the case of the text must match the search string.

Select the ¥l Mark search results check box to highlight all rows that contain the search string. If you clear this
check box, the system shows the first match only. Click “Continue search” to find the next match.

£2  Available User Rights

422 | FO Active reports export | Regulates the ability to export reports to an Excel format file or an HTML file.

Profile tabs

Profile tabs offer a great way to enter a lot of information in the same window in a structured manner. This is
particularly useful for guest profiles. To switch to a different tab, just click the respective tab heading.

p

-

Guest - Edit; Baker Mr =3 EoE ==
jVWFLath ] AR l Master [ Future I History I Letters l Invoices [ Phatos I Traces History |
Address | Pers. Data ] Requests | SalesData l Sales Contacts i Sales Activity ] Sales Revenue |
Salutation ‘

| Last name: kel @-@ Profie status for: 7933 -
| . - 3 Notincluded in my favorites [
L @ Address not verified

First name: o Include in Mallings

6 Profile protection is off

L : :

i [EnQIISh vJ --IEa Search name:Baker
Salut: Mr B Gender E 2| Addresses
Title: "=| Main address
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Context menu

The context menu is a useful tool that is widely available in protel HMS.

Showe TCS

Rate details incl. netwalue
Rate code description L‘\g
Add to shopping basket

Cancel menu

Right-click an item to show a context menu with editing options for the item or the corresponding list. Left-click
an option from the context menu to select it.

Selecting multiple items

The CTRL key allows you to select multiple items from any of the lists. Press and hold the CTRL key and left-click
the items that you want to select. The example below shows how to check in multiple guests simultaneously.

W Arival Report for the 10/03/13 . (==
Ro.-Stat.  Mame N.. # ¢ RT Adlt.  Depart.. Cu.. Price Rate code  Stat
VD Miiller Clemens 0 2m STTB  1/0..  11/03/13 GBP 75,00 NEGZRO GTD

VD Smith 1 201 STTB  1/0.. 11/0313 GBP 7500 NEG2RO  GTD
203 13/03/13
20 ) 12/03/13
214 1/03/13

Vi [ NewioveSaah | _1]223  [STDB [ 2/0 [ 17/03/13

VC Macleod Pete... 1 234 STDB 2/0..  18/03113 GBP 93,00 NEGZ2RO GTD
< | m | >
Name # RT A Arrival  Depart.. Cu.. Price Stat. Note
[ None ][ All ][ Add-Ons ] [ Check In ][Cancel Fleserv.]
[ 0K ][ Cancel ][ Help ][ Print ] [ Reg. Cards ][ Refresh Rates ” Void Cl ][ Reactivate ]
Rm.: 6 Res.:.7 Adults: 11 Child: 0/0/0/0 Acc:0  HKto:0 [ Show extended tooltip

The SHIFT key provides an even easier method to select multiple consecutive items from a list.

To do so, left-click the topmost item first. Then press and hold the SHIFT key and click the last item in the list you
want to select. This selects the first and the last item and all items in between.
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Drag & Drop

You can easily drag & drop items from one window area or panel to another, e.g. when assigning features to
rooms or distributing charges to various partial invoices.

Select the item you want to move, hold down the mouse button and drag it to the target position. Release the
mouse button to drop the item to the new position.

Assignment of Guest Requests =
Assigned features Available features
SCut.  Feature ] y} SCut.  Feature
NOFP  Non Feather Pillow BB Bed Board

Y DUY  Prefers Duvet

oK ][ Cancel J

Entering a date

Many windows provide date entry fields that allow you to enter the arrival and departure dates for a reservation,
for example.

TIP!
¥ You can use the [+] and [-] keys on your keyboard to change the dates in these fields:

Press the [+] key or [-] key to increment or decrement the date by one day, respectively.

Using the calendar to select a date

The following button appears next to some date entry fields: E]

Click this button to open a small calendar and select the required date using the mouse. Use the arrow buttons to
browse forward or backward through the months and then click the day you want to select.

NOTE:

¥ As an alternative, you can right-click any date entry field to open the calendar.

Entering a date manually

Double-click the date entry field (the figures are now highlighted in color), and enter the required date using the
keyboard. Make sure to enter the date as eight digits in dd.mm.yy format, e.g. 01.08.12.
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Sticky notes

The protel HMS main window (background screen) allows you to create small yellow “sticky notes” that are only
visible to the logged on user. You can post these notes as reminders for the next shift, for example.

Proceed as follows:

Right-click the background screen (all windows and dialog boxes should be closed or minimized). The following
window appears:

Mewy sticky note L\}

Click the window to open a text editor and enter any comments or notes you want to post.

Search bar

If required, you can ask the protel support team to configure a search bar that will allow you enter (part of) a
guest's name to search for the guest. The search will return all reservations and guest profiles that match the
search string. Alternatively, you can enter room numbers, reservation numbers or confirmation numbers to
search for any matching records.

74| Roarm Type Plan B Room Plan 20 Available Rooms | I I & co | g Drrivals

MPE hotel selection  Banquet plan  Reporting

Search: [Milled I

Supported commands

In addition, the search bar allows you to enter specific commands:
Command Description Example

Snav #fparaml  Opens the protel Navigator window for a specific reservation. Snav #108
param1 stands for an internal protel reservation number, a Shows a reservation for room

confirmation number or a room number. 108.
Sci #param1 Checks in paraml. param1 stands for an internal protel Sci #502
reservation number, a confirmation number or a room Checks in the reservation for

number. If a check-in cannot be completed, protel opens the room 502.
Navigator window.

Sco #param1l Checks out paraml. param1 stands for an internal protel Sco #116
reservation number, a confirmation number or a room Checks out the reservation for
number. If a direct check-out cannot be completed, protel room 116.

opens the invoice window.
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Command Description Example

Sbqgt #param1  Opens the dialog box for banquet reservations. param1 Sbqgt #PB5145A229LX
stands for an internal protel banquet reservation number,a  Opens the banquet reservation

(only if a valid . . .
banquet confirmation number or a room name preceded by a dialog box for an event that has

license for the

Banquet module  hash sign (#). the confirmation number
has been PB5145A229LX assigned to it.
purchased)

¥ The protel search bar requires a certain setting to be activated. For more information, please contact your
protel distributor or the protel support team.

Local text fields

Many hotel groups and chains have hotels and resorts in many different locations all over Europe and/or the
globe. The greater the variety of locations, the greater the variety of languages and character sets that are used in
the individual countries.

protel allows you to enter specific information in a second language (e.g. Chinese) that is maintained in addition
to the active system language (e.g. English). You can enter this information in user-defined fields of the “Unicode”
data type. Some windows also provide an additional field named “Text (local)” for this purpose.

Example: Entering traces in a local language:

0] Traces o [ ]==e

Reservation info

Fi 10/03/13 To:  10/03413 Time:
om E] ° E] me Arrival: 10/03413 Departure 10703413

[VIMo ¥ Tu []we @I Th [¥|Fr [¥]Sa [¥]Su [¥]Allnane

) o Text:
Traces history [T ] Auto Trace  Show at:

Department; [Animalion v ]
Abbr, 7 Text
DJ Disc jockey
KABUKI
ORCH Orchestra
Text (local):
EE &

Document: E]

[ View Document H Delete document assignment l

[ OK ” Cancel l
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The Navigator

Navigator structure

The navigator is an important component of the protel philosophy. It serves as a control center and provides
direct access to all information that is associated with a guest. You can open the navigator at any time. Simply
right-click a guest name from any of the interactive lists, the room plan or one of the many dialog boxes the
software offers.

The navigator provides direct access to:
+ Personal guest information
+ All reservation details
+ Allinvoice details

+ All notes regarding specific guest requirements

[edl Mavigator ?@
fruest @0 Totak 000
Narme: atighan B0y A Vaughan 0,00
First name: Vince Mr -4y B: Taiored Travel 0,00

----- © Routing instructions
. Hel

Company: -5 Category types
Street: E Orchard Grove [y Fixed charges 3
ZIP/City:  SBG 850 ROTHERHAM -3 Additional reservation informatio
Bithdate:  15/05/1570 E] V|P1[Specia|0ccasion v] | e
Arrival drink a & E.ﬁ%ag;;d profles

Fientable objects

v .. Object

e
Reservation
AmdDep: 1240313 13/0313 2 bervation
Res. status: GTD CC(D) - e Taiored
Rioaom type: STTB A GM_Berlin
Foom-Ha.: 211 Cleaned > ||| Ta
Adultsfchildrer: 1/ o ol 5=
Rate: [ Mew 99.00 GBP RED | |Fixed ch.

- Diate i . P M F. R Dat
Change rate to: [[dlspla_l,l rates) v] [ Trarae roie ool ] ate/ftime essage ate
1405413 T.. Please inform ro...
Mate 1/ /
Mate 2| /7 21366
12/03/13-13/03413 211 STTE - de
"nv
- ] m b

The Navigator is the control center for direct access to guest information. It comprises four main sections:
Guest

Reservation

Invoice

Messages and notes

Right-click any of these sections to open the relevant window: the guest profile, the reservation screen, the
invoice or the input screen for notes.
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You can make changes directly on the navigator interface. Any changes that you make are immediately reflected
in the profile records and in the occupancy details.

The buttons on the right-hand side provide access to information on reservations or guests. They also allow you
to write reservation texts and enter specific reservation details (More..., IFC info) or edit the reservation (Change

name, Create sharer).

TIP!

¥ If you need to make changes to an existing reservation, you should always access it using the navigator. The
navigator normally provides access to all necessary data.

Pane - Guest

[Navigator > Guest]

l#8! Navigator

Guest
Name: Yaughan

First name: Vince Mr

Company: | Guest information

Street:

ZIP/City:  SE6850 ROTHERHAM

Bithdate:  15/05/1970 [.] VIP:[Special Occasion |
Arrival drink B
Reservation

An/Dep: 12/0313  13/03/13 | RP-Reservation
Res. status: Taiored

Room type: STTB v GM_BelIin
Room-No.: 211 Cleaned v ||| TA

Adults/children: 1/ 0 0

Total: 0,00
A Vaughan 0,00
B: Tailored Travel 0,00
Routing instructions
-3 Category types
Iy Fized charges
#-{E Additional reservation information
Memo
Traces
=-{&3 Attached profiles
=5 Edit
=-{&} Rentable objects

=& Objects

=]

0|

= £
=

[

Cancel

Help

DC Menu

Res. history

Create sharer

Guest history

12/03413-13/0313 211 STTB -

Rate: [T New 99.00/gep || RBOD ||Fixedch

Rate code: ‘Wellness [W]

Changexaletn:[[displayrates] '} [ Changelatecnde] Dateftime  U. P Message R.
[Note 1] 7/ 14/05/13.. T..  Pleaseinformro..

Note 2| / /

This pane shows information that was stored in the guest profile.

Name: Last name from the guest profile (Address tab).
First name: First name from the guest profile (Address tab).
Company: Company 1 from the guest profile (Pers. Data tab). The company name is for information purposes

only. The reservation is not assigned to a company profile.

Street: Address 1 from the guest profile (Address tab).

Zip/City: Zip code and city from the guest profile (Address tab).

Birthdate: Birthdate from the guest profile (Pers. Data tab).

Remarks: Remarks from the guest profile (Requests tab).

VIP: VIP status from the guest profile (Marketing tab / Sales Data tab).
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NOTE:
¥ Any data that is modified here will also be modified in the guest profile!

¥ If you need to assign a reservation to a different guest, do NOT overwrite the name on this pane! To assign a
reservation for a different guest, click the [Change name button] in the list on the right.

£2, Available user rights

This right is required to be able to edit the guest data within the navigator
directly. If users do not have this right, all editable guest data fields will be grayed
out.

FO Navigator (edit

201
0 guest)

If this right is revoked, the user will be informed that the name cannot be
overwritten. Users that do have this right have to confirm a confirmation prompt

349 FO Navigator -Replace | 4fter overwriting the name.
guest name
¥ This setting works only in conjunction with XSetup “Overwrite name in guest

profile”. Ask the Support team about implementation.

FO Change reservation

239 .
colors in room plan

This right controls access to the “Traces” transaction in the tree view.
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Pane - Reservation

[Navigator > Reservation]

s8] Navigator =[5 E]
Guest .
[#-44 Total: 0,00 -UK
Name: Yaughan 4 Az Vaughan 0,00 -
First name: Vince Mr B: Tailored Travel 0,00
Routing instructions
, Hel
Company: | (-5 Category types
Street: 6 Orchard Grove T Fixed charges
ZIP/Ciy: 566850 ROTHERHAM -3 additional reservation information
emo
Bithdate:  15/05/1970 [_..] VIP:[Special Occasion - g Tischs
: > = =-{EF Attached profiles Z
Arrival drink =2 Edt
=-{E Rentable objects
s Object
G
Reservation
An/Dep: 12/0313  13/0313 | RP-Reservation [ Create sharer |
Res. status: GTD CC(D) v Tanlol;ad
Room type: STTB v GM_Berlin
RoomNo:  Reservation details
Adults/children:
Rate: [T New 99.00/ GBP RBD | |Fixed ch.
Rate code: Wellness Rate info
Change rate to: [[display rates] 'I [ Change rate code Dateftime  U. P Message Fi| Ri
Note 1] // 14/05/13.. T. Please inform ro...
Note2| 7/
12/03/13-13/03413 211 5TTB - 21360
N
- &

In this pane, you can view and edit information about the reservation. Right-click anywhere within this pane to
open the detailed Reservation form.

Certain, potentially conflicting data will not be displayed for reservations with a move. Details about the move will
be displayed in the “Guest messages” pane, so no Note boxes will be displayed.

Arr/Dep

Res. status

Room type

Room-No.

Adults/children

Rate New

Rate code

Change rate to

Arrival/departure date

For reservations with a move, the entire stay will be displayed irrespective of which part of the
room plan was clicked.

Displays the reservation status. You can also choose a different status here.
The selected room type
As soon as the category is changed, a new number appears in the “Room-No.” box.

Shows only room numbers of the room type posted that are available for the reservation period
selected. To choose a room of a different type, you first have to change the type.

Number of adults and children (Child 1 and Child 2 from the Reservation form)

You must select this check box if you want to change the amount, but not the rate code. The
amount field is then no longer grayed out, and you can amend the rate as required.

If the check box is selected and the rate code is changed, the rate will not be updated with the
rate for the new rate code.

The currently selected rate code
Use this option to change the rate code. The rate will then be updated accordingly. Choose a new
rate code from the drop-down list and click Yes to confirm the prompt.

If the Rate I New check box is selected, the manually entered rate will remain unchanged.
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Next RC
(available from version
2013.17.066)

Co., Grp., TA, Sc

RBD
Rate info
Change rate code

Note 1 / Note 2

Room info box

Next Rate code
The field displays the rate code for the upcoming night — this is especially useful when another
rate code has been set via the “rate by day grid”.

Names for company, TA, source and group reservations will be displayed as buttons. Click these
buttons to display the profile assigned to the reservation.

If the reservation covers multiple season periods, clicking this button opens the Rate by day grid.

Click this button for information about how the displayed rate has been calculated.

?7??

If any notes were entered during the reservation, you can display these by clicking the Note 1
and Note 2 buttons. You can also use this option to modify notes or create new ones.

Displays additional information about the reservation: reservation period (from / to), room
number, room type. Note that if a move exists for the reservation, this is indicated in this info box
as follows:

18.06.12-19.06.12 552 Business X

19.06.12 - 20.06.12 554 Business
20.06.12 - 21.06.12 553 Deluxe

Available user rights

325 | FO Rate Alteration
326 | FO Rate code alteration
200 | FO Navigator (edit notes)

Rate code information

Right-click the “Change rate to” drop-down list (Change rate to: [RACK

Required for users to be able to modify rates.
Required for users to be able to modify rate codes.

Controls access to the Note boxes in the “Reservation” pane.

~)) to open the following window:

0! Rate Codes == @@
Rate details for
Arrival: E’D3/1 3 || Chid1: 0 A-Beds: O
Departure:  13/03/13 sday Adits: 1 Chid2: 0 Cats: 0
Rate code  Curr.  Ex. Su.. PRDE PRSB Su PRTB STFAM  PRFAM  NSFAM | A
NEGZ RO GBP 75.00 75.00 75.00 75.00 75.00 75.00 75.00 75.00 ‘
SUPEREB  GEP 20000 20000 20000 20000 20000 20000 20000  200.00 X
Feel well CaN$ 10000 10000 10000 100.00 100.00 100.00 100.00  100.00 3
Right pric GBP - 150,00 - 100.00
In the mea GEP 100.00 100.00 10000 100.00 100.00 100.00 100.00 100.00 =
Rack2 GEP 15000 150.00 150.00 150.00 150.00 150.00 150.00 150.00
RACK EUR 10000 10000 10000 100.00 100.00 100.00 100.00 100.00
Promo GBP 10000 10000 10000 100.00 100.00 100.00 100.00  100.00 >
<[, I »
for room type: [ STTB v j [T] Net Rates
[ 0K ] [ Cancel ] [ Total cost of stay ] -

This shows a list of all rate codes and room types together with their associated rates. Rate codes that are not

valid for the period selected will be

included in the list, but no rate will be shown.
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If the arrival and departure dates are changed, the rate could also change; for instance, if the daily rate is reduced
for stays exceeding three nights. The rate will also change (based on the rate information stored in the system
data) if the number of adults, children or additional beds is changed.

To do this, simply change the number in the “Adults” box or the arrival or departure date and press the Tab key to
confirm (do NOT press Enter because this will apply the entries to the reservation!). You will then be able to see
immediately how the rate changes when certain reservation parameters are changed.

Display net rates: Select the ”Display net rates” check box to display all the rates as net rates.

For room type: The “for room type” drop-down list is connected to the [Total cost of stay] button. Select a rate
code, choose the room type, and click the [Total cost of stay] button. You will then be shown a breakdown of the
total cost that would apply for this stay, taking into account the rate by day and room type selected. Weekend
days are displayed in red. Select the [“INet Rates check box in this case too to display all the rates as net rates.

Total cost of stay 2 |[=sal)
Day Date Curr, Price. Comment
Tu 12/03.. EUR 100.00
We  13/03.. EUR 100.00
Th 14/03.. EUR 100.00
Fr 15/03.. EUR 120.00
Total: 42000 [ Net Rates
[ 0K ] [ Cancel
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Pane - Invoice

[Navigator > Invoice]

[§8] Navigator o |=E)
ikt s Total 0,00 oK.
Name: Waughan 5 Charged: 0,00
First name: Yince Mr &5 Payments: 0,00

: % A: Vaughan 0,00
Campary: : Tailored Travel 0,00
Street: & Orchard Grove © Routing instructions
ZIP/City: 566850 ROTHERHAM -1 Category types
= > T Fixed charges
Bithdate:  15/05/1370 E] VIP: [#-{E3 Additional reservation information
Arival drink - Memo i
=-{E2 Attached profiles
b4 =2 Edit

i, =&} Rentable objects
An/Dep: 12/0313  16/03/13 | RP-Reservation x5 Objects
Res. status: GTD CC(D) v Tsilored .

' Invoice

Room type: STTB v GM_Berlin +
Room-No.: 211 Cleaned w [ TA: P m

ot r aa oo |

jdig AL | 0 0L Se : :
Adults/chlldrer? - information
Rate: [TINew 100.00| EUR RBD | |Fixed ch
Rate code: RACK Rate info
Change rate to: [[display rates) '] { Changeratecode | | Dateftime U. P Message F: R‘|
Note1: / / 14/08/13.. T Please inform ro.
Note 2:| / /
12/03/13 - 16/03/13 211 5TT8 5 2
N
- 3
< T » |

This Navigator pane contains a tree view for displaying information about the guest’s invoice and additional
reservation information. Clicking the individual entries within this list will open the associated dialog boxes.

¥ Right-clicking anywhere within this pane opens the Invoice window.

Total

Charged The total charged for the invoice. The amount shown here cannot be overwritten; it
changes when postings are made to the invoice.

Payments Total of payments made for the invoice. The amount shown here cannot be overwritten;
it changes when payments are made for the invoice. Right-click to open the invoice
dialog box.

Invoices A-F

A B,C..F Invoices are only displayed if they have an assigned invoice address. Invoices will not be
displayed if a company has not been assigned or there are no postings for B-F.

©Routing If a routing exists, this will be indicated by a blue dot and the letter i “Routing

instructions instructions”. Click this row to open payment/routing instructions that provide additional

information about the routing (see “More... button, Payment/Routing instructions”).
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Category types
Booked

Rate Code

Fixed charges

Shows the originally posted category. This can be changed/corrected. Right-click the
category to display a list of all categories. Double-click a new category to select it.

Shows the originally posted rate code.

An exclamation point indicates charges that protel has additionally posted to the room
rate at end of day.

Additional reservation information

Confirmation
number

Child 3/4

Add. beds

Cots

Room plan color

Packages

CcC
CC Token

Route planner

Sharer

Memo

This is assigned by protel and can be modified in the Reservation dialog box.

Number of children, 3 or 4

Number of additional beds required

Number of cots required

Click this option to assign a different color to the reservation.

Shows any arrangements that are assigned to the reservations. You can also change
these here.

The credit card information that has been stored for the reservation.

From version 2013.17.000

If an EFT interface is used, the interface returns a credit card token to protel upon
authorization of the payment request. This token can be displayed in the Navigator under
the sub tree "Additional reservation information". The token stands for the successful
authorization of a credit card payment (=result of a positive check).

By clicking the credit card token, it can be copied to another reservation if the required
user right (419) is set. When a token is copied, protel automatically creates an entry in
the action log; so the copy process can be traced at any time.

From version 2013.17.547

If desired, you can also display the credit card number instead of the Token ID. Being able
to copy the token to another reservation remains unaffected by this.

¥ Displaying and copying Credit Card Tokens requires special system settings. Ask your
protel partner or contact the protel Support Team, to learn more!

Shown only if this add-on is being used. Launches Microsoft MapPoint (version 2004,
2009)

Shown if the reservation is a sharer reservation.

Click “+” to view the list of sharers and double-click one to open the Navigator for this
sharer.

For storing additional information about the reservation where there is not enough space
available in the Note boxes.
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Traces

Attached profiles

Rentable objects

If there are any traces due for a reservation, this item will be preceded by a red
exclamation point. Click to display or edit these traces or store new traces. For more
information about creating traces, see “More... button, Traces”.

If there are any other guest profiles attached to this one, you can display and edit these
by clicking “+”. You can also attach new profiles (for more information about creating
attached profiles, see “More... button, Attached profiles").

Rentable objects are items that are available for renting out to guests, such as bikes, skis,
tennis courts, and tennis rackets for example. This item is for information purposes only;
no revenues are posted in association with this.

You can assign rentable objects to a reservation either for a specific period or for a
specific time/duration. Click New to add this object to the reservation.

Modify objects @
Text Group From To Qu.. Remal Group: {Locker - Locker key in wellness area VJ
Bicycle Bicycle 12/03/131200 16/03/1312:00 2 Obiect {L . J

: =
Locker  Locker.. 12/03131200 16/03/1312:00 1 s Lt

Period:  12/03/13 12:00 - 16/03/13 12:00
Number: 1

Note:

l New Delete

< (T »

e

To access the overview of available objects, click the Overview button. This overview
provides a list of the number of objects still available and the associated timescale (day
or hour, for example).

£2, Available user rights

214 | FO Rentable objects

223 | FO Traces history

239

419 | FO Navigator (copy token)

FO Change reservation
colors in room plan

This right controls access to the “Rentable objects > Modify objects”
transaction in the tree view.

This right controls access to the “Additional reservation information > Room
plan color” transaction in the tree view.

This right controls access to the “Traces” transaction in the tree view.

Enables the user to copy a displayed credit card token to another reservation.
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Ly | Available Settings

= Add additional functions to tree structure. Upon request, the rate by day grid, deposit, credit card tokens
and payment instructions can be connected as a separate sub-tree in the tree-view.

= Additional guest information can be displayed as a separate sub-tree. As a result, you can decide whether
the sub-tree should expand or not when opening the Navigator.

= Upon request, the already existing sub-tree “Additional reservation information” automatically expands
when the Navigator is opened.

= If required, the “Category types” menu automatically appears expanded in the tree view of the Navigator.
Alternatively, you can adjust to have the “Category types” sub-tree open only when the booked category
deviates from the current one. If you want, the sub-tree can even be tagged with an exclamation mark.

» [f desired, a notification pops up when opening the Navigator if the same reservation is being accessed by
another user in the Navigator. This prevents the reservation being simultaneously edited in the Navigator
by several users.

Pane - Messages

[Navigator > Messages]

50 Mavigator o (8=
Guest m |
=44y Total: 0,00 0K
Name: Yaughan i@ Charged: 0,00 ,—‘
First name: Vince Mr L2 Payments: 0,00 | Cancel |
g +-4Jy A Vaughan 0,00 l
Compan: -0, B: Tailored Travel 0,00 [ Heb ]
Street: E Orchard Grove 6 Routing instructions
2ZIP/City: 566850 ROTHERHAM 2 :é; E_atedsc';‘v types
ied charges ——
Birthdate:  15/05/1970 B YIP:| Special Dccasion = +-[E Additional reservation information DC Menu
Agrival drink - Memo Res. history |
—1-{E2 Attached profiles Res. texts |
= =8 Edit
o arvation = i Rentable objects
Object
Aut/Dep: 12/03/13  16/03/13 | RP-Reservation : E Biclf:l: 12/03/13 12:00-16/03/13 12:00 )
Res. status: | GTD CC(D) - CD‘JTM'& d Lo Locker, 12/03/1312:00-16/03/13 12:00| | Guest history
Room type: STTB v ||| Grp: |GM_Berlin 7| = s [E
-No.: 211 Cleaned x| TA -vaMaslev
foointlo: = Date/time  User P Message F -
Adults/children: il L L : 14/05/13.. Ted Please inform ro...
Rate: I New 100.00/guR || RED M 21366
Ralecode:  RACK sicie o &
Change rate to: [ldisplay rates) v] [ Change rate code ] < . »

This pane shows all saved messages for this guest.

These saved messages can be forwarded to different interfaces, Pay TV for example. If no such interface exists,
information about existing messages is provided at check in or check out. If you are unable to forward the
message directly to the guest, it can be left with the status unread. You will then see a message reminder at check
out. To view a list of all open messages, go to “Reports > Messages”.

Right-click to add or delete messages or set them to read or unread.

To enter a message, go to the context menu (right click) and choose “Add”.
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( Message % E|
Date: 14/05/13  Time: 13:52
User: Ted Baker
Priority: |_
Mess. Text:

[7] send short message to no.:

2 immediately using the above text
after room has been cleaned using default text
Date: Time:
User:
[TIRead [ Internal FO Message
[ OK ] [ Cancel ] [ Help }

Date and User: protel automatically records the date and time of creation and the user name. This information is
displayed in the top part of this dialog box.

Priority: Assign a priority to this message by entering a letter or number.
Mess. Text: Enter the message text in this box.
Send short message to no: You can also choose to send the message by SMS. To do this, check this box and enter
the required cellphone number.
'1§:'immediately using the above text: Sends the text entered above immediately.
®)after room has been cleaned using default text: Automatically sends a default text to the guest once
the room has been cleaned (room status = cleaned).

From Version 2013.17.222

The ability to send text messages can be regulated by a number of new User Rights (see Available User
Rights).

¥ To send messages by SMS, you need the protel Messenger add-on. For more information, please contact your
protel distributor or the protel support team.

Setting the message to read

If the message has been read, select the [“IRead check box. protel will then save the date, time and user name
and display this information in the lower part of this dialog box. Messages that have been successfully passed on
are shown in black font while unread messages are shown in red.
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Internal FO Message

If the ] Internal FO Message check box is selected, the message in question is an internal front office message.
This check box can prove particularly useful if you are able to forward messages to Pay TV.

L.+ | Available Settings

From Version 2013.17.222

By default, any message will be deleted after checking out the respective reservation and running the end-of-
day routine.

If requested, protel can keep older messages, e.g. for reasons of traceability. To prevent old messages from
being edited, they will be opened in read-only mode.

¥ Ask your protel Support Team to set up your protel system accordingly! We’re happy to help!

5?_3 Available User Rights

FO Navigator: Modify

This right controls creating and modifying messages within the Navigator.
messages

From Version 2013.17.222

FO Messages send/edit

415 SMS This right controls sending short messages within the Navigator.

417 FO Messages (ad hoc This right controls ability to send messages immediately (option "immediately
SMS) using the above text")

418 FO Messages (SMS This right controls ability to send messages after room clean service (option
after room cleaned) "after room has been cleaned using default text")

DC Menu

To open the DC (double-click) menu:
+ Click the [DC Menu] button in the Navigator
+ Double-click a reservation in the Room Plan or
v Double-click a reservation in the reservation list.
The double-click menu lists all the actions that are also available within the room plan plus additional functions.

Always use this function for modifying reservation data because changes made here are also queried for any
group members of a reservation.
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Guest Waughan IEI
Tranzaction Fiesereation information
@ Check In 0ld &rrival: 12403413
) Check Out / Invoice Old Depart:  16/03/13
~) Alter Arrival new Arrival; I Course of reserva.,  # be

) Alter Departure nevs Departure: A

~ ) Shift rezervation

Move to at | S/

) Move and extend Fes tupe: GTD CC

_) Catcel rezeryation Reactivate Res status  Reservation confirmed
Woid Ol shatus

Delete blocking reservation

_) Copy

[ QK ” Cancel H Help I

The pane on the right displays the current reservation data.

The pane on the left contains the editable settings for the reservation. Simply select the relevant action and click
OK to confirm and run the transaction.

Check In Performs check in.
Check Out / Select this check box on the guest’s date of departure to access the guest’s invoice.
Invoice

If you try to complete this transaction before the date of departure, you will receive an error
message advising you that the guest is not departing today. For an advanced invoice, interim
invoice, or early departure, go to “Cash register - Invoice” or, if you are in the Navigator,
choose Invoice.

Alter Arrival Change the arrival date (departure date remains unchanged). Select the check box, double-
click in the date box and enter a new date. For group reservations, if you complete this
function for the Group Master you can execute it for all group members in one go.

Alter Departure  Select this check box to change the departure date, following the same procedure as the
Alter Arrival check box. Double-click the date and enter a new departure date. For group
reservations, if you complete this function for the Group Master you can execute it for all
group members in one go.

Shift Select this check box to move the reservation

reservation + To a different room by selecting the “Shift reservation” option and choosing a

different room in the box to the lower right

v To adifferent period (a few days in the future, for example) by selecting the “Shift
reservation” option and changing the arrival date in the box to the lower right. In
this case, the date of departure will also be changed accordingly.

+ To a different period and room by selecting the check box and choosing a different

room and arrival date in the subsequent fields:
@ Reservierung verschisben
© Umzug Lo [ w209 Bus + s 100612 |

Move If the guest moves to a different room during their stay, you need to select this check box,
select the new room number from the drop-down list, and enter the move date in the date
box.
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Move and
extend

Cancel
reservation

Void Cl status

Delete blocking
reservation

Copy

If the guest wishes to extend their stay, and has to move to a different room as a result of
this, you need to select this check box, enter the new room number and the new date of
departure. The stay will be extended until the date of departure given; the move will take
place on the original date of departure.

Select this check box to cancel a reservation. In the subsequent dialog box, choose a reason
for cancellation (created in the system data) and enter supplementary text, if required.

Select this check box to remove the checked in (Cl) status for a guest. This option is not
possible if charges have already been posted to the invoice.

Select this check box to remove a block from a room.
You can also go to “Reservation”, “Block/Unblock Rooms” to block a room.

If you have regularly recurring reservations, you can use this function to copy over the
details, so that you do not need to enter the same data again. Click “Copy” and choose [OK]
to confirm.

Copy reservation
End date:

Copy frequency: | Monthly [dynamic stay v

Options
[¥] Copy sharers

1 Groups: Members including names
Copy period: 12/0313 30/03/14 E Including fixed charges
[ A ] [¥] Including packages
[¥] Including IFC information
Weekd Dat 2~
&E ] [¥] Including rate by day table
uesda; 12403413
: y [¥] Including traces
Fiidey | 12/04113
12/05413 = [¥] Room number assigned
1206413 [¥] Allocation assigned
e o
. [¥] Include memo
12/08/13
hursday 12/09/13 [¥] Keep group assignment
12010413 Resul
uesday 124143 o [7] Show reservation list after copy process

—J

[ 0K } [ Cancel

Copy frequency: How often is the reservation to be copied? Example: “Monthly” would
create a copy every month in the copy period selected below; for example, from day 11-14
of every month

Quantity: Quantity of copies to be created (usually 1)

Copy period: The period for which the copies are to be created. If you want protel to create
copies for the rest of the year, you would enter today’s date in the first box and 31.12. in the
second.

Options: The right window pane lists the options (information) that you can choose to
include in the copy/ies.

Once you have made your selection, click [Create copy data].

¥ The created copies are shown in the left pane with the arrival date and weekday. Right-
click one of these days to open the context menu from where you can edit the list. Use the
“All” or “None” functions to select or deselect all the entries in the list. Choose “Add” to add
additional reservations to the list (a dialog box appears for you to enter the arrival date).
You can also use the “Edit” function to edit the arrival date for individual reservations.
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Click [OK] to complete the process. Confirm the subsequent prompt to view all the created
reservations. Select the 1 “Show reservation list after copy process” if you want the
reservation list for this profile to be opened immediately afterward.

¥ You can only copy reservations allocated to a specific room. You cannot copy reservations
that have been split across more than one room (due to a move for example).

TIP!

¥ Go to “Options > Enter moves” to view a list of all pending moves for today’s date. In this list, you can flag a
move as complete; for example, to block the phone line in the old room and activate it in the new room.

5% Available user rights

309 | FO Double click menu Controls access to the DC menu.

84 | FO Alter date of Arrival/Dprt | Required for users to be able to modify the arrival or departure date.

85 | FO Shift reservation Controls access to the “Shift reservation” function.

86 | FO Move Required for users to be able to move a reservation to a different room.
87 | FO Cancellation Required for users to be able to cancel a reservation.

88 | FO Cancel Check In Status Required for users to be able to remove the checked in status for a guest.
330 FO Void CI Required to be able remove the checked in status.

228 | FO Copy reservation Controls access to the “Copy” function in the DC menu.

Reservation history

Res. history

The reservation history lists all changes and activities relating to a given reservation.

80! Reservation History =] @\@
; Date Period  User Station  # Action Mame of guest Text
26/02/13 095357 TedB.. 10124 21 New _Temporar Reservation from 10/03/13 to 13/03/13 roomnr. 211
26/02413 03:54:35 TedB.. 10124 1 alter RD GM_Berlin 2013 Reservation from 10/03/13 to 13/03/13, room 211, room type|
26/0213 095455 TedB.. 10124 1 New GM_Berlin 2013 Payment/routing instructions ALL (2739)->4 (GM_Berlin 2013
26/02/13 095517 TedB.. 10124 2n Add. infor...  GM_Berlin 2013 Information changed ..3,
26/02/13 09:56:38 TedB.. 10124 21 Alterroo...  GM_Berlin 2013 Reservation from 10/03/13 to 13/03/13 roomnr. 211 altered i
26/0213 095311 TedB.. 10124 21 Alter VD Yaughan Reservation 12/03/13-13/03/13 Roomnr 211 Name GM_Ber
14/05/13 131557 TedB.. O New Trace new
14/05/13 131835 TedB.. O 21 New WYaughan Message no. 53 created
14/05413 13:3813 TedB.. O 21 Alter VD Yaughan Altered reservation from 12/03/13 to 13/03/13 roomr. 211 rat
14/0513 13:4208 TedB.. O 21 Change Yaughan Reservation 12/03/13 to 13/03/13 room 211 altered in 12/07
K n »
[ 0K ' [ Cancel ] [ Help J [ Print ] %

It shows the date, time, user, protel workstation number (networks only), the room number, the name of the
guest and any text that was entered for the reservation.
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$2, | Available user rights

78 | FO History of Reservation Controls access to the reservation history.

Reservation texts

Click this button to access reservation-related correspondence with the guest. This is useful, for example, if you
want to check which charges have been confirmed with the guest. The button takes you to the Letters tab, from
where you can view, edit, and create reservation-related correspondence for the guest.

NOTE:
¥ The “Letters” tab only lists reservation-related correspondence that was defined as such (RTXT) in the system

datal!

If different profiles are stored for a reservation (guest, company, and travel agent, for example), you will be asked
to choose the intended recipient after clicking the button:

Confirmation of reservation @

Send confirmation to which address:

[ Guest [¥aughan) ]

I Company [T ailared Travel) J

[ Giroup [GM_Berlin 2013) ]

Travel dgent

Source

Once you have confirmed this, you will have access to all correspondence for the associated profile. When a letter
is created, the associated address will be inserted automatically.
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Creating a reservation confirmation

1. Open the reservation in the Navigator.
2. Click [Res. texts].
3. Choose the intended recipient, if applicable (required only for group or company reservations).
4. Click [New letter].
5. Double-click the appropriate confirmation form to select.
6. Make any necessary changes to the Word file.
7. Save the Word file and print.
PLEASE NOTE

¥ Starting from version 2013.17.222, the date format day-month-year (e.g. "21 June 2013") will be used by
default on reservation confirmations. If you would like continue using the former date format, please ask your
protel Support Team to set up your protel system accordingly. We’re happy to help.

Sending the confirmation of reservation by e-mail as a PDF
1. Create the confirmation as described above.

2. Save the opened confirmation as a PDF (Office 2007 and later: Save as > PDF).
Enter a descriptive name for the file and note where it has been saved!

Close the confirmation.

Right-click within the Letters tab to open the context menu.

Click “Add file”.

In the “Open” dialog box, locate the folder containing the PDF file (e.g. \PROTEL\GUESTS\LETTERS).

N o v & W

Select the PDF file and click [Open].
8. Select the PDF file within Letters and click [E-Mail].

¥ Special settings are required in protel to be able to send e-mails from the Letters tab.
For more information, please contact your protel distributor or the protel support team.

NOTE:

W Exception for group confirmation: If you confirm the [Res. texts] button from the Navigator of a group
master, you can create a group confirmation because in this case all the group members are included in the
confirmation (provided an appropriate form has been created in the system data).

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 35 of 322


http://www.protel.net/
mailto:support@protel.net

protel Front Office - User Manual | The Navigator

Tips & Tricks (Reservation texts)

Exporting the total number of booked rooms
From version 2013.17.400

For reservations involving numerous rooms, it is practical to export the total number of reserved rooms into the
confirmation of reservation. The $y100 replacement code makes this possible.

¥ Your protel Support Team will gladly provide you with more information about the new code and how you link
it into the new confirmation of reservation form. Just get in touch — we’re happy to help!

Change name (assign to another guest)

Click this button to assign the reservation to another guest. This empties all guest information fields in the
navigator. Enter a guest name to create a new profile or select an existing profile to assign to the reservation.

W Strictly speaking, you don't change the name but assign the reservation to another guest.

5?_3 Available user rights

FO Assign profile to reservation

This right allows a user to assign a reservation to another guest.
(change name)

Creating sharers

Create sharer

If several guests plan to share a room but want to keep the reservation separate, you can create “sharers.”

Please refer to the Sharer reservations topic for instructions on how to do this.

5?_3 Available user rights

321 | FO Sharer input | This right allows a user to enter a sharer for a reservation.

Guest history

Click this button to show the guest history (see also Guest profile, “History” tab).

If different profiles are stored for a reservation (guest, company, and travel agent, for example), you will be asked
to choose the intended guest after clicking the button:
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Guest history @

0OF whom do pou want to view the
higtany:

[ Guezt [Waughan] ]

’ Compary (Tailored Travel) ]

[ Giroup [GM_Berlin 2013) |

Trawvel fgent

Source

Once you have confirmed this, you will have access to the guest history for the associated profile. When a letter is
created, the associated address will be inserted automatically.

The history shows detailed information on all of the guest's stays. For example, you can see which room the guest

booked for their previous stay.

e

Guest - Edit: Yaughan Vince Mr =n ] @
, Address | Pers. Data HggggggLSales Data ] Sales Contacts | Sales Activity I Sales Revenue I Rates I AR l taster ‘
_\ Future | History | Letters Invoices Photos | Traces History l

Hotel: [‘Allhotels v}Displa_l,' [Heselvalions v]Period:

01/01/1980 - 31/12/2073

|Hote| Guest A, ¥ Depart.,

Room

Victoria Hotel ...  Yaughan.. 05/03/03 07/03/03 401
Richard's Hotel ~ Vaughan.. 07/12/02 08/12/02 331

RT.
STFAM
PRDE

RateCode
GRFP BB
DL5 BB

Price Adlt,

170,00 2/0/0/0/0
13400 2/0/0/0/0

Accom,

316,00
11950

Click the “Display” pull-down list to selectively list reservations, cancellations or no shows and click the date boxes

to indicate a period.

Digplay [ Reservations -

Cancellation

QEEM
¢ Peservations

Click the [View] button to refresh the view.

$2, | Available user rights

306 | FO Guest history

This right allows a user to access the guest history.
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More... button

The More... dialog box

Click the [More] button to access additional options for modifying the reservation.

51_} Available user rights

264 | FO More dialogue Controls access to the “More...” dialog box.

Delete reservation

50 More.. o [-@ ]@
=5 A ok

£53 Payment/Routing instructions 1
T Fixed charges
7 Commission recipient -
£ Deposit 7
® Rate by day grid
[® Companion

&3 Phone calls

g‘,‘ Wake up calls

-8 Interface information

{2 Traces

= Attached profiles

E53 Deviant exchange rates

EZ3 Credit card authorisation <

[7] Delete reservation Y

If you select 1 the “Delete reservation” check box and then click [OK], the reservation will be deleted after
confirming a prompt. Reservations can be deleted only if you have the relevant user rights, if no revenue or
payments have yet been posted for the reservation, and provided that no end of day has been carried out within
the reservation period.

51_3 Available user rights (delete reservation)

79 | FO Delete Reservation | Required to be able to delete a reservation from the “More...” dialog box.

More...

Payment/routing instructions
Navigator ¥ [More...] button F Payment/routing instructions
Payment and routing instructions govern the automatic transfer of charges within different guest accounts.

This feature is particularly useful when invoicing group reservations as these usually involve both a collective
invoice and separate individual invoices to which part of the revenue needs to be assigned. For instance, this
applies to company reservations where the company assumes all costs for board and lodging but the employees
pay for individual costs (such as extras). The invoices are therefore perfectly prepared for check-out because all
revenue is posted in accordance with the rules stored in the payment/routing instructions.
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CREATING A PAYMENT/ROUTING INSTRUCTION

1. Open the reservation in the Navigator and click [More...] > Payment/Routing instructions.

2. Create a payment/routing instruction: Click [New]. This opens the detailed dialog box for creating a new
payment or routing instruction.

3. Open the transaction accounts list: Click [New] again to access the transaction accounts list.

e

H Routing instructions Yaughan Yince Mrroom 211

Route postings to the following accounts

Account Text

New ] [ Delete

Routing is valid

@ During whole stay

() From date: 12,
On following days:
Routing target

Within the folio to

@ Do not route to differeny

() Route to different reser

") Route to group master

oK ] [ Cance

= |[[@][=]

Post Charges to Guests Invoices

Search term was

Text:

Hotel: Richard’s Hotel - Richard’s Hotel, ASPO 24J London (2] v]

Ord1.2,3.4:

Account 7 No. C.. U-price  Posting to *

beconmodgtion [ | [ [ Jd

“Accounts not routed

&l Sccounts

*Extras

“FB

+ wang 1.

Accommodation 10101 G 0,00 Accommodation

Accommodation 102 G. 0,00  Accommodation

Banquet Other Buffet 215 G.. 0,00 Banguet OtherB... =

Banquet Other Seated 217 G.. 0,00 Banguet Other S...

Banquet Teas & Coffees 224 G.. 0,00 BanquetTeas..

Banquet Wedding Seated 216 G.. 0,00 Banguet'weddin...

Banqueting Bar 308 G.. 0,00 Banqueting Bar -

This lists all the transaction accounts as well as the routing codes that have been set up for frequently used
payment/routing instructions. Transactions marked with an asterisk* are default transaction accounts that
are defined in the system:

*All Accounts

*Extras

*FB
*Accommodation

*Accounts not
routed

Transfers all transaction accounts.

Transfers all accounts from the “Extras” statistic group

(statistics groups are assigned by means of transaction accounts within the system data).

Transfers all accounts from the “FB” statistic group.

Transfers all accounts from the “Accommodation” statistic group.

Transfers all accounts that have not yet been routed.

Accounts marked with a “+” are user-defined routing codes.
The transactions stored in the system data are listed at the end.

4. Select a transaction account: Double-click an account to select it. Multiple accounts can be selected and
accepted by clicking [OK].
P All revenue for the accounts selected here will be posted to the routing target that is selected in the

lower pane.

Keyboard entry: 102,404

Add

Keyboard entry: You can also enter transaction accounts
manually in the “Keyboard entry” box. Use a comma
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separator to enter additional transaction account numbers. Click the [Add] button to add these accounts

to the list.

5. Define routing validity: Use the following options to further restrict the validity of the payment/routing
instructions. This allows you to define the precise routing time.

During whole stay
From date / To date

On following days

6. Define routing target:

Within the folio to

Do not route to
different reservation

Route to different
reservation

Route to group
master

Transfers all the accounts listed during the whole stay.
The transaction accounts listed will be transferred for the period selected.

Here, you can select the weekdays on which you want the transaction accounts
displayed in the list to be transferred. Routing will only take place on the days selected.

Choose the part of the invoice to which the transaction accounts selected within the
reservation are to be transferred.

Choose this option if charges are to be routed within the reservation (for example, to
Invoice B of the same guest account)

Select this option if you want postings for the selected transaction account to be
transferred to a different guest invoice. Click ... to browse to the reservation.

If the reservation is assigned to a group, the third option is available for selection. If
selected, the transaction accounts selected will be transferred to the group master.
Click ... to browse to the reservation.

7. Apply settings: Click [OK] to apply all the settings and show these in the routing instructions:

[68] Routing instructions Yaughan Vince Mr room 211 = @@
Items are posted to invoices as follows:
‘ Day From Day To TAA/Codes Targeti.. Routeto Da...
= Tu 12/03113  Sa 16/03/13  ACC Standard  GM_Berlin 2013 | 08/03/13 - 20/03/13 #3003 M...
Z Tu 12/03/13  Sa 16/03/13  FB A Do not route M...

( Now_ J Eat ][ Delete |

[ Frequently Used Instructions ]

Day = weekday; Target invoice = the target invoice details (A-F for internal, Standard for external routings)

Route to: Do not route = revenue is routed within the reservation.

For external routings: details of the recipient of the respective reservation.
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INVOICE RECIPIENT AND DEFAULT METHOD OF PAYMENT

The lower pane of the “Routing instructions” window shows the invoice recipient and assighed methods of
payment stored. If a company or travel agent profile is assigned to the reservation, this will be included on part B
of the invoice. Part A of the invoice is always assigned to the guest profile. This cannot be changed.

Irvoice recipient and default method of payment

L. Method of payment Address Address
E Cazh Payrnent “aughan Yince Mr 6 Orch..  Main address
E Cash Payment Tailared Travel 110112 ... Main address

E Cazh Papment
E Cazh Paymnent
E Cazh Paymnent
E Cazh Payment

Changing the method of payment: If a method of payment is selected for the reservation, this is used for part A
of the invoice. To change the method of payment for part of the invoice, select it and click [Method of Paym.].
Then choose the new method of payment required from the list.

Address: The [Address] button opens the profile search dialog box, in which you can select a new invoice recipient
for the partial invoice.

Secondary address: If an alternative address to the main address has been stored in the profile (e.g. a company
address), this can also be selected as the “Secondary address”.

FREQUENTLY USED INSTRUCTIONS

Click the [Frequently Used Instructions] button to access a list of freely definable and default routing codes.

Default routing codes are routings that are predefined in the system and would typically be required by most
hotels; company reservations for example. In this case, the accommodation costs to be charged to the company’s
account would be posted to invoice B.

It is also possible to create custom routing codes; for example, if different revenues from entirely different
accounts (accommodation, spa treatments, and parking for example) are to be grouped within a single routing
code. Once these have been created, they can be reused for your payment/routing instructions.

¥ For more information about creating routing codes, see the protel system data manual.

Instructions “100” - “205” are the default instructions provided by the system.

Pe

50 Frequently Used Instructions F=a 5] @

101 -
102 - Accommodation+FB+E stras to B invoice
200 - Accommodation to A invoice of group master
201 - Accommodation to B invoice of group master
202 - Accommodation+FB to A invoice of group master
203 - Accommodation+FB to B invoice of aroup master
204 - Accommodation+FB+Extras to & invoice of group master
205 - Accommodation+FB+E stras to B invoice of group master
waww to B invoice
waxy to Cinvoice
wxwy to A invoice of the group master
wax to B invoice of the group master
waww to C invoice of the group master

ok || Cancel &l None
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5% Available user rights (payment instructions)

72 FO Instruction of Payment Controls access to payment/routing instructions in the More... dialog box.

Fixed charges

Navigator ¥ [More...] button F Fixed charges

601 Fixed charges o B
Account  # Articles Text Amao.. Currency Price Total Invoice Pattern  From date Created
= 503 Car Park Staff Car Park Staff 1 GBP 050 050 A Daily 12/03413 Ted Baker 10/03/13
< m »
TAA Article Text Quantit Currency  Amount Inv. Pattern from
0| o = 1 N s
[ ok J[ cancel |[ Hep | [ wNew | Edt ][ Delete |-

Use this option to enter charges that are to be additionally posted to the room rate at end of day. Example: An
additional daily charge of two euro is to be posted for a daily newspaper.

You enter or select the accounts in the lower pane.

L Click [Y] to select an account from the list of all the accounts available in the system.

lNLI Click [New] to use the selected account/article as a fixed charge.

TAA Number of the transaction account to which the additional charge is to be posted.

You can enter the transaction account number directly or click the input box to open a drop-down list
and select the required account. As you start entering the transaction account number, you will see
that the account beginning with these numbers is highlighted in the list.

Text The description associated with the transaction account number. This can be overwritten and will be
printed on the invoice.

Amount The number of units to be posted
Currency If you want to use the multi-currency function, you can change the posting currency here.
Price If a fixed price has been assigned to the transaction account, this will be proposed here. You can

overwrite this price for any posting. If no price is entered, you can define one for this posting.

Total The total from the amount multiplied by the price

Inv. Drop-down list for choosing the detailed invoice (A-F) on which this fixed charge is to appear (default =
A)

Pattern Drop-down list for the posting pattern (default = Daily).

from Date from which the posting (in accordance with the chosen posting pattern) is to commence. The

arrival date is displayed by default.

5?_3 Available user rights (fixed charges)

74 FO Fixed Charges Controls access to the fixed charges option in the More... dialog box.
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20" Available settings (fixed charges)
e The default value for the posting pattern of fixed charges can be changed, if required. The default value
is “Daily”
e Deviating from the default, fixed charges can also be posted on the departure date, if required. This

setting causes fixed charges to be posted automatically at check-out on the departure date. The setting
can be applied for day use reservations only, if required.

Commission Recipients

Navigator F [More...] button ¥ Commission recipient

You use this function to assign a reservation to multiple commission recipients of the same profile type.
Commission recipients through profile assignment

This pane lists the commission recipients that are assigned to the reservation automatically from the linked guest
profile (4 max.: travel agent, company, source, and group). The account number, name, and assigned commission
code are displayed.

Additional commission recipients
To add additional commission recipients, click [New]. Click [Delete] to remove a selected profile assignment for

this reservation.

E:JJ Available user rights (commission recipient)

FO Commission

. Controls access to the commission recipient option in the More... dialog box.
recipient
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Deposit
Navigator F [More...] button F Deposit
The deposit function allows you to manage deposits and advance payments.

From Version 2013.17.672
The deposit will be marked as “used” in the balance check already during the check-in; in doing so, the deposit’s
booking status changes to “in use”.

Deposit of Guest Waughan @
Payrri..., Curr,  C.amount  Amount  Create| Date Curr,  Amount Amount Text DepJmeMo,
| EuR| 10000 101343 GBP 10000 10000 CashPay..
<« [ m = v« [ T o
MHew l [ Change l [ Delete l Papment
To be paid deposit =
Currency: EUR - Deposit: . EIEII i
Payments: B
[ ate: 10/0313
Amount: = 100.00 Total i
oLt ' Urbalanced 78.38
Fritit payment farm Print deposit invoice
Form: [ ’l ’Payment farm Default invoice Frint Woid
’ 0K ] [ Cancel ] [ Help ]

The upper section of the dialog box is divided into two panes, the left showing the deposit due and the right the
deposit received.

ENTERING A DEPOSIT (LEFT PANE)

In the left pane, enter the payment due date:

1. Currency: The deposit currency.
2. Date: The deposit due date (the date by which the deposit needs to be paid)?
3. Amount: Enter the required deposit amount.
4. [News]: Click [New] to accept your entries.
You can follow the above procedure to enter multiple receivables.

Print payment form (possible only if a data exchange license is installed!)

Guest deposits can be transmitted to the protel HMS automatically by means of a bank transfer via data exchange
(using MultiCash e-banking software, for example), where they can then be stored as payments. Click the [Print
payment form] to create the payment/transfer form required by the guest for making the payment.

Select the deposit that is to be paid in the upper pane and click [Payment form].

¥ A data exchange license is required in order to be able to print out payment forms. For more information,
please contact your protel distributor or the protel support team.
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Changing the deposit

If you need to change the amount or payment deadline, select the row in the upper pane, enter the changes, and
click [Change].

TIP!

¥ include the deposit information on the reservation letter

To insert the deposit details into the reservation letter, use the following text codes:

SDepBel, SDepBe2... Amount of deposit 1, 2, and so on

Sdepcrl Deposit currency

SDepDal, SDepDa2... Due date of deposit 1, 2, and so on
Sdepdebrl, Sdepdebr2... Document number of deposit 1, 2, and so on

POSTING A DEPOSIT (RIGHT-HAND PANE)

Click the [Payment] button on the right-hand side of the window.

Enter the method of payment (important for ensuring that the deposit is posted correctly) and the
amount paid. If you need to add more than one received deposit payment, click the [Add] button to
calculate the total.

3. Click [OK] to post the deposit payment entered.
The system also accepts credit card payments. Click [Read CC] or [CC from Profile] to do this.

Once the deposit has been posted, the guest now has a credit balance corresponding to the amount posted. Any
charges to be applied will then be posted against this credit.
Print deposit invoice

If the guest requires a receipt for the deposit, you can print out a deposit invoice for payments received. Be sure
to select the appropriate deposit form for this printout.

¥ To make the [Print] & [Void] buttons available for selection, a special setting must be made in protel to give
the deposit a unique deposit invoice number. Additional customizing settings are also required to be able to use
the full scope of deposit invoice functions. For more information, please contact your protel distributor or the
protel support team.

TIP!

¥ For an overview of outstanding invoices, go to “Cash Register > Deposits to be paid”, where you can view a
list of the deposits due for a specific cut-off date. Any partial payments that are received will be posted, but will
still be shown on this list as due deposits!

Sq'l_; Available user rights (deposit)

122 FO Deposit Controls access to the deposit option in the More... dialog box.
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‘. Available settings (deposit)

From version 2013.17.547 onwards
The “Deposit:” addition appears by default in the additional text of the booking. This text can be arbitrarily
adjusted. You can additionally add another text to the already existing booking text, when desired.

Rate by day grid (RBD grid)
Navigator k [More...] button F Rate by day grid

You use the RBD grid to define different rates or rate codes for specific days of the stay (e.g., if a guest has booked
a package for a single day or is entitled to a special rate for one night). You can also use it to change the number
of persons for specific days of the reservation.

More examples:
+ A conference speaker is arriving one day early and receiving a discount for this day

+ A guest books for his wife to join him for the weekend at half-board (instead of the usual bed and
breakfast)

The RBD grid easily accommodates changes such as these. protel posts the information stored here automatically
for the specifically scheduled days.

— nE
6] Rate by Day Grid [o @
Guest  Yaughan Vince Mr, room 211, 12/03/13 - 16703413 [:] [¥] Calculate rates
X Day Date Room  Adit. C1 C2 C3 C4 AB Cr. Ratecode Package Packa... Price  Mark
Tu 12/0313 211 1 0 0 0 0 0 0 RACK BREA... 100,00
We 13/03413 211 1 0 0 0 0 0 0 RACK BREA... 100,00
Th 140313 211 1 0 0 0 0 0 0 RACK BREA... 100,00
el Fe (150313 [211 | 2] of o] of o] of ofmeck | [BREA. 14000 |
>> Total % s [ m] el A e &l = % 4000 -
< m »
[¥] Adults: 2 [] Market code: :}
[lChiden1/2/34 0 0 0 0 [JSowcecodss [ ]
[JAddbeds/cribss 0 0 Packages: BREAK.DR
[ Special rate: 120,00/ EUR
[ New rate code: @ Use rate avail. of arrival Use rate avail. of 15203413
[ 0K l [ Cancel ] [ Assign Packages I [ Save Data ] [ Delete ]

The upper pane shows each day of the stay on a different row. Once guests have checked in, protel shows only
the days still to be posted.

CHANGING DATA

Select the row of the day of the stay that you wish to change, select the check box adjacent to the entry you want
to change, and enter the required values.

Click the [Save Data] button to apply your changes.
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Changing the number of persons or number of additional beds/cribs

Adults Select the check box and enter the new number of persons. The price will be updated accordingly
based on the rate code.

Children 1/2/3/4 Select the check box and enter the number of children in the appropriate category box.

Add.beds/cribs Select the check box and enter the number of additional beds/cribs required.

Changing the rate

W NOTE: If an amount has already been changed manually in the Navigator or when entering the reservation, no
change will be made here because manual rates are fixed.

Special rate If you need to change the rate, select the ¥l Special rate check box and enter the new rate for
the room night. If the check box is selected, the rate has already been changed manually.

New rate code To assign a new rate code, first select the day for which the rate code is to be changed; then
select a different rate code.

@) Usze rate avail. of amival Ilze rate avail of 15/03/13

You can define a starting date for the application of this rate code. If you do not want the rate
code to apply directly from the date of arrival, select the Use rate avail. of check box and enter
the required date.

Other

Market code Set market code

Source code Set source code

Packages If there are any packages stored for a rate code in the system data, you can use the [Assign

Packages] button to assign these to specific days.

ADDITIONAL INFORMATION

Right-click a date to view the associated rate information or price information per person. Select the required
information from the context menu.

NOTE

¥ The RBD grid only shows days that have not yet been posted. Therefore, if reservations have already been
posted using the “Advanced invoice” function, no information will be shown for these.

5?_3 Available user rights (RDB grid)

95 FO Rate by day table Controls access to the “Rate by day grid” option in the More... dialog box.
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Companion
Navigator F [More...] button ¥ Companion

Registration laws in some countries stipulate that guests have to fill out a registration card when they arrive at
the hotel. All data associated with this can be stored using the “Companion” function, where you can enter all
accompanying persons and persons subject to this registration requirement (for example, the reservation was
booked by Mr. Smith and his companions are his wife and his son, who is subject to the registration requirement).
Ideally, you would enter the companion details at the time of reservation since this will allow for preparation of
the registration cards prior to the guests’ arrival.

NOTE:

¥ Alternatively, companion details can also be stored using the “Attached profiles” option!
>> More information...

ENTERING A NEW COMPANION

Open the reservation in the Navigator and click [More...] > Companion.

1. Inthe “Companion” tab, enter the details of the companion, including their name, date of birth, and
passport number.
Information such as nationality and language is transferred directly from the profile assigned to the
reservation. If the nationality or language is different from that of the guest making the booking, you can
change it here.

2. Click [OK] to apply the companion settings.
THE [FAMILY] BUTTON

You can enter family members in the guest profile and then add these to the reservation as companions. This
saves having to re-enter their names and dates of birth the next time this guest stays at the hotel with the family.

1. Click the [Family] button. If family members have been entered in the guest profile, click the relevant
entries to add them to this reservation.

THE STAYS TAB

The “Stays” tab is required if companions will be staying for a different period. The relevant dates can be entered
here.

S?_E Available user rights (companion)

FO
76 . Controls access to the “Companion” option in the More... dialog box.
Companion

Phone calls
Navigator F [More...] button F Phone calls

If the system has a PBX interface, this option takes you to a log of all calls made by the guest. It shows the date
and time of the calls, the number of units, the amount charged, and the phone number called. Use the drop-down
list to choose whether to show telephone charges for all invoices or a specific invoice window.
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Click the [Print] button to print the list. A list of all calls might be required by the guest, for example, to settle up
with his or her company.

5?_3 Available user rights (PBX IFC)

77 FO Telephone Protocol Guest Controls access to the “Phone calls” option in the More... dialog box.

Wake up calls
Navigator F [More...] button ¥ Wake up calls

This option is particularly useful for hotels that have an appropriately configured PABX interface. Any wake-up
calls that you enter in this dialog box are communicated to the PABX and processed automatically. The wake-up
call management feature can also be useful even if you don’t have a PABX interface since you can print out wake-
up call lists from Reporting that you can use to make and monitor the calls manually. The process steps are the
same either way.

Zeitabhangige Weckibersicht )
0K
Tag: Donnerstag Freitag Samstag Sonntag tontag , ;
Abbrechen
D atum: 07.06.12 08.06.12 09.06.12 10.06.12 11.0612 . N
Hilfe
Zimmer: | 311 3 an an 3
Zeit: | : ;Bem.; : ;Eem.; : ;Eem.; : ;Bem.; : ;Bem.;
B B B B B f ]
= = = = F0 [ Alle lhschen
;Bem.: : ;Bem.: : ;Bem.: : ;Bem.: : ;Bem.:
;Bem.: : ;Eem.; : ;Eem.: : ;Bem.: : ;Bem.;
4 3
- Arreize:  |07.06.12
Gastname: | Beaufort-Lucings
Abreize: 1206712

You are only shown the days reserved for the guest’s stay. You can enter up to four different wake-up times per
day.

0a:00 |+
As soon as protel receives confirmation from PABX that a wake-up call has been made, it selects the relevant
check box.

[Bem.|

The [Rem.] button takes you to information that is used exclusively by the PABX interface. This information
cannot be modified. These entries are made by the interface and relate to the wake-up call.

Click [Delete all] to clear all entered wake-up calls.

If you wish to delete only one wake-up call, double-click the entry and press the “Delete” key.

5?_5, Available user rights (wake up calls)

324 FO General view of wake up calls Controls access to the “Wake up calls” option in the More... dialog box.
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Interface information

Navigator k [More...] button F Interface information

-

Interface information @
[_ Paint of Sale I Hotelomat I Ext/PIN Settings I Miscellaneous
PayTV | Telephone | DoorLockingSpstem | Access Limitations
TV: @ Permitted ) Prohibited
Pay-T4: @ Permitted () Prohibited
Adult-Ty ) Permitted @ Prohibited
Games: @ Permitted () Prohibited
Hotelshop: ) Permitted @ Prohibited
Training channel: [ Permit this Channel:
Welcome message: @ Enabled ) Disabled
[ oK ] [ Abbrechen ] [ Hilfe

Use the protel.ini to activate this feature.
If various interfaces are available, you can use this feature to define guest-specific settings for each interface, e.g.

for Internet access, for connected access control systems, telephone settings, Pay TV etc.

9&) Available user rights (IFC)

FO Additional IFC

Controls access to the “Interface information” option in the More... dialog box.
features

Traces
Navigator F [More...] button F Traces

In protel PMS, traces are important internal guest-related messages or tasks for different hotel departments. For
example, a trace can be created for the kitchen if a birthday cake needs to be prepared for a guest, or for
housekeeping if a bouquet of flowers is required in a room.

For an overview of traces, go to the trace report (“Reports > Traces”), where you can view all the traces by date.
You can also generate a trace report when you complete the end-of-day routine.

g0 Traces | o [|-@
Date Time  Department Entered By user Text Cleared Clear.. H
12/03413 Animation 14/05/1313.. Ted.. Orchestra Not cleared

120313 ][ Restauant | 14/05/1315._ | Ted | Dinnes fisservalion | Notcleared || |

< [ T )

[ 0K ][ Cancel } [ Print ]

The “Traces” dialog box lists all the traces stored for a reservation. This provides a clear overview of the dates and
times of the required traces, the departments affected, the name of the users who entered the traces, the times
the traces were entered, the respective tasks, the task status, and, the name of the user who completed the task
if it has been completed already.
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Traces can also be saved in the guest History. This is indicated by an “X” in the “History” column.

THE CONTEXT MENU

To access the edit function of the Traces dialog box, right-click to open the context menu:

New
Alter
Delete

Add trace package

Cleared

Not cleared
Traces History
View document

Delete document
assignment

Opens the Traces dialog box, in which you can create new traces (see below)
Opens the Traces dialog box, in which you can change traces (see below)
Deletes the selected entry.

If trace packages have been stored for departments in the system data, these can be accessed here
(see protel system data manual). In this case, there is no need to enter any additional information
because the traces will be transferred from the trace package automatically.

Sets the trace entry to “Cleared”. A check mark will then be shown adjacent to the trace in the
Navigator:

@ Traces

Sets a trace marked as “Cleared” to “Not cleared”.
Opens the Traces History in the guest profile.
Opens a document that is associated with the trace entry.

Removes a document that is associated with the trace entry.

CREATING/ALTERING TRACES

g0’ Traces

From 12/03/13 (] To:
VMo @] Tu [¥]we [V|Th WIFr [¥]Sa [V]Su [¥]Altnone

: . - Text:
|| Traces history ASuto Trace  Show at: [None) o

Reservation info

12/03/13 (] Time: - :
Arrival: 12/03413 Departure 16/03/13

make a reservation for a table at 7 PM|

Department: lAnimation

v

Abbr. s Text

DJ Disc jockey
KABUKI Fire works
ORCH Orchestra

Text (local):

Document:

L]

[ View Document

][ Delete document assignment ]

The dialog box for creating/altering traces is divided into several panes:

From / To / Time: You enter the date or period and time the trace must be completed here.

Reservation info: Displays the reservation period booked.

Weekdays (as of version 2013.16.690 of Jan. 22, 2013): You can define specific weekdays on which you want the
trace to appear for a period. The period must be entered from the first trace to the last trace. This cannot be
transferred to the Auto Trace; it applies only for unique traces.
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Traces History: If you select this check box, the trace will also be saved in the Traces History of the guest
profile.

Auto Trace: If you select this option, the trace entry will be saved after reservation check-out and set
automatically each time the guest makes a new reservation.

Show at: Causes a trace to be shown in association with a specific action (reservation, check-in, and check-out).

¥ If required, you can set “All events” as the default value for the new trace. This causes the trace to be
displayed independently of the action performed. For more information, please contact your protel
distributor or the protel support team.

Department: Select the department responsible from the drop-down list. The table below lists the predefined
traces for the respective department. Double-click to insert traces listed here in the text box.

Text: If you choose not to insert any traces from the table (see above), you can enter your own text here.

Text (local): In this box, you can enter text in a local language that uses a different character code (e.g. Arabic).
For more information about local text boxes, see: Hints and tips > Local text boxes.

Document (as of version 2007.11.395 ): Click the [...] button to store a document associated with the trace entry.
This could be a menu, for example, if the guest has reserved a table for the restaurant, or a greetings card that
can be accessed and printed out for a birthday trace, or even detailed trace-related instructions for employees,
and so on. Documents stored here are saved centrally at path <protel>\TRACEDOC, which can be accessed from
any workstation.

¥ A special setting must be made in protel in order to be able to link documents with traces. For more
information, please contact your protel distributor or the protel support team.

Click [OK] to save the trace entry.

If at least one open trace exists, an exclamation point will appear in the Navigator:
i Traces

5;3 Available user rights (traces)

Controls access to the “Traces History” option in the context menu (More > Traces >

223 FO Traces history right-click > Traces History)

230 FO Delete traces Determines whether or not traces can be deleted

Controls access to the “Trace cleared” option in the context menu (More > Traces >

231 FO Clear traces right-click > Cleared)

232 FO Modify traces Users not assigned this right will not be able to edit traces.

Controls access to the trace report. Users not assigned this right will not be able to view
233 FO Traces traces by selecting “Reports > Traces”. Access from the Navigator will be denied and the
sub tree for traces in the More dialog box will be grayed out.

FO Traces If the document linking feature for the Traces dialog box has been activated, this user

365 .
Document right controls access to stored trace documents.
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Attached profiles
Navigator k [More...] button F Attached profiles

You can attach another guest profile to a reservation. protel interprets the attached profile as an accompanying
person and uses this person’s details for registration purposes. A guest profile for the accompanying person must
exist (or be created) in protel; the companion does not then need to be entered manually from the “More” dialog
box.

¥ Please contact protel hotelsoftware GmbH Dortmund to enable this feature.

Right-click anywhere within the dialog box to open the context menu, which contains the following editing
options:

Attach new profile Opens the Search Profiles dialog box. If the required profile already exists, double-click it to
select.
Link family profiles Opens the “Family” tab of the guest profile, where you can assign other profiles.

The profiles assigned here are saved in the guest profile (“Family” tab). Right-click to add a
family member. To insert family names, simply right-click the name box in the search form
and select "paste":

3

Search Profiles @
Mame: |\Faughari |
First name: | | Cancel
City: | | I Help I
termber: | |

by Profiles
[] Expert query
| |

When assigning family members, you can define the guest’s relationship with individual
persons/companions. To do this, select the entry and choose the relationship from the drop-
down list at the lower edge of the dialog box. You can also enter your own text in the “Text”
box.

Note: Relationships can be stored in the system data under “Reservation” > “Guest profile
codes” > “Family Relationship Types”.

Profile linked to other Opens the reservation list containing all the reservations that fall within the posting period of
reservation this reservation. Double-clicking one of these reservations deletes the link with the original
reservation and creates a new link.

Delete attachment Deletes the attachment. The formerly attached profile is retained.

View profile Opens the attached profile.
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Change additional You can enter more information about the attached profiles in this dialog box.
information
Add, information
drival || S Departur £ #
Type: I.&dult v‘
ClMo a0 Mew
[ 0k ] I Cancel I

You can enter deviating data for accompanying persons or family members here and choose
the type of person from the drop-down list.

Move up / Move down: If multiple profiles have been attached, you can sort these in the list to gain a clearer
overview.

5?_3 Available user rights (attached profiles)

227 FO Attached profiles Controls access to the “Attached profiles” option in the More... dialog box.

Deviant exchange rates
Navigator ¥ [More...] button ¥ Deviant exchange rates

You can use this option to define an individual exchange rate for a reservation. This will overwrite the global
exchange rate for this reservation.

Select the 1 “Fix exchange rate for this reservation” check box. You can then choose to define a specific
exchange rate for a currency or select a date that is to provide the basis for the currency exchange rate.

E:-JJ Available user rights (deviant exchange rate)

FO Deviant exchange

rates Controls access to the “Deviant exchange rates” option in the More... dialog box.

Credit card authorization

Navigator F [More...] button F Credit card authorization

¥ This option can be used only in conjunction with an EFT interface and connected card reader. For more
information, please contact your protel distributor or the protel support team.

You perform credit card authorization to verify the card validity and credit limit. The amount you enter can range
from the rate for one night to the cost of the entire stay.

..\ Available settings (credit card authorization)

If an EFT interface is used, the interface returns a token to protel upon authorization of the payment request.
This token can be displayed in the Navigator under the sub tree "Additional reservation information". The token
stands for the successful authorization of a credit card payment (=result of a positive check)... For more
information, see section Navigator > Invoice pane > CC Token.
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53_3 Available user rights (credit card authorization)

FO Credit card Controls access to the “Credit card authorization” option in the More... dialog
authorization box.

Edit invoice

Navigator F [More] button ¥ Edit invoice

A number of additional invoice processing options are offered here. You can also access the options listed here by
clicking the [Edit] button from within the invoice form.

Information invoice

Navigator ¥ [More] button k Edit invoice k Information invoice

Print out of an invoice that shows all registered charges up to now (can be used as a receipt for payment
receipts).

5?_3 Available user rights

FO Info Sample Bill /

Invoice Controls access to the “Information invoice” option in the More... dialog box.

Invoice print mode

Navigator ¥ [More] button ¥ Edit invoice ¥ Invoice print mode

Summarization and sorting of items

The following different options are available for printing out the guest invoice:

Detailed invoice: If you select this option, every individual posting is printed; nothing is summarized.
TAA summarized by day: Causes postings for the same transaction account to be summarized by day.

TAA summarized by stay: This option is chosen by default. Postings for the same transaction account will be
summarized by stay (one row for accommodation, one for telephone, one for minibar etc.).

TAA summarized by guest names: This option is particularly recommended for group invoices because the
individual charges are assigned to each guest.

TAA summarized per rooms: This setting can also be useful for group invoices.

Summarize EOD charges only: With this option, all postings that are posted as part of the end-of-day routine
(room rates and other fixed charges) are summarized and any additional postings are printed out in detail.

Summarize TAAs to total package: Same as “TAA summarized by stay”, but also summarizes all accounts as
total packages; in other words quantity = 1. This is useful for weekend arrangements that involve daily
posting at different daily rates.

Summarize EOD charges to total packages only: With this option, only EOD postings are summarized as total
packages; all other postings will be printed in detail.

TAA summarized by guest, sorted by res. no.: This setting can be useful for group invoices. The charges are
assigned per guest and sorted by the guest reservation numbers.

Detailed invoice, sorted by TAA main groups: With this option, the postings are not summarized, but sorted
by the main groups defined in the system data; for example, accommodation, hotel bar, spa treatment, and
soon.
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= TAAs summarized per day, sorted by TAA main groups: Postings for the same transaction account are
summarized by day and sorted by the defined main groups.

= TAAs summarized per stay, sorted by TAA main groups: With this option, all postings for the same
transaction account are summarized for the entire stay and sorted by the defined main groups.

Invoice Layout

Additional invoice forms to the standard invoice can be stored in the system data. Choose the invoice form you
require from this drop-down list.

You can also define the currency to be used for this invoice. To be able to do this, the currencies and exchange
rate must have been created already (see the Exchange rates chapter).

Lease invoices for long staying guests (available only after activation)

You use this option to define the invoicing procedure for long-term guests. Please contact our support team if you
require the separate guide that explains this in more detail.

‘:;JJ Available user rights

FO Modus Invoice
Printing

Controls access to the “Invoice print mode” option in the More... dialog box.
Pro forma invoice

Navigator ¥ [More] button ¥ Edit invoice ¥ Pro forma invoice

The pro forma invoice calculates the accommodation costs for a guest or group in advance and displays these on
an invoice form. These costs are calculated on the basis of the rate code, the stored fixed charges, and the stored
packages.

¥ A special system setting is required in protel to activate this pro forma invoice feature. For more information,
please contact your protel distributor or the protel support team.

Pro forma invoices can only be generated before the guest checks in.

A pro forma invoice for a group can be created from the group master. It is important that the split has already
taken place (i.e., that individual reservations exist) for group members at the time the invoice is generated.

Charges are not posted at this time. An advanced invoice is created only for charges according to rate code and
fixed charges.

1. Immediately after choosing this function, the “Invoice print mode” window (see above) appears, in which
you can then choose the required invoice mode and form.

2. Adialog box then appears, in which you choose whether to create the pro forma invoice for the entire
stay or for a specific number of days only:
Enter days: Enter the number of days and click [OK] to confirm.

3. Select the invoice window (A, B, C, etc.) for which you want to create the pro forma invoice. Routings to
other invoices/invoice windows will be taken into account here.

The pro forma invoice is not given an invoice number. If you would like pro forma invoices to have invoice
numbers, this can be configured in the system. Note that the invoice number is allocated by the final check out
for the reservation. If the invoice section on which the pro forma invoice was based is not used, the invoice form
is retained and is stored within the system.
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Invoice history
Navigator k [More] button ¥ Edit invoice * Invoice history

Shows all previous invoices for this guest.

0! Invoice History [ (=)
Filter
Inv.-No: | Haotel: (Richald's Hotel - Richard’s Hotel, ASF V]
Name: Yaughan
Deptdate: 08/02/13  [..]
Fiscal code: [ '] [ Start Search ” Reset Filter ]
Invoice  F-Code  Date Narme Payment Charge  (Rewversal ... Comment
4080 10/0313  Vaughan -100,00 0,00 Depositin... 2
()i Ermm— - N - »
[ All H None ] [View Invoice Form ][ Print Invoice Form } [ Show Details ][ Yoid Invoice ]
[ oK H Cancel ][ Help } [ Print Report ] [ Check for unprinted Invoices l

The functions in the upper pane of the dialog box allow you to filter your search by specific criteria. Enter an
invoice number, a date, and/or a fiscal code, and click [Start Search]. Click the [Reset Filter] button to clear all the
filter criteria.

All of the invoices matching the entered search criteria will be displayed in the center of the window. If you do
not set any filters ([Reset Filter] + [Start Search]), all of the invoices for the guest will be listed.

You can select invoices individually or all at once (click the [All] button).

The following functions are available for the selected invoices:

View Invoice Form Opens the invoice form on screen.

Print Invoice Form Prints the invoice form.

Show Details Provides a detailed breakdown of all invoice items.

Void Invoice Opens the “Void invoice” window (see below)

Print Report Prints a list of invoices.

Check for unprinted Opens invoices that have not yet been printed for editing purposes.
Invoices
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VoID INVOICE

You use this option to void invoices retroactively. This creates a void invoice and, if only a part of the invoice is
being voided, a new, corrected invoice.

|6l Rechnung 7285 stormizren | S| S
Buch.Dat.. Rech.Dat.. Gasthame A Mr Konto Text Zusatztext
06.06.12 06.06.12 Meier Helmut 1 100 Accomodation  “Bestdwa.. 0B.0612/420..
07.0612 07.0e.12 Meier 1 Bar Euro Bar Euro
4 I »
Summe Leistungen: 110,00
Summe markigrte Leistungen: Markierte Leistungen neu buchen
ak. I Cancel | [ Alle 1 K.eine ] Rechhung stornieren

The dialog box lists all items from the invoice. The lower pane shows the total charges and the total for the
individual items selected.

Post marked items to new invoice: If only part of the invoice is to be voided, select the charges that are to be
reposted after the void (one by one or by clicking the All / None buttons) and select the [¥IPost marked items to
new invoice check box. Then click [Void invoice] and confirm the subsequent prompt to complete the procedure.
This will generate a void invoice in invoice window A and the new invoice in invoice window B. From the invoice
window, you can now check out the newly posted charges.

For more information, see also “Cash Register”, “Invoice History”

Advanced payment
Navigator ¥ [More] button k Edit invoice ¥ Advanced payment

From version 2013.17.000: This function can also be added to the Navigator's tree view. Ask your protel Support
Team to set up your protel system accordingly! We're happy to help.

If the guest makes an advanced payment either at the time of or after arrival, you can enter and post the

payment here. The payment will be posted directly to the guest account. This payment will be included in the
daily balance calculation.

Paost advance payment @
M arme: ' aughan Charges: 0.00
Room: Payments; -100,00 Cancel
Ireedice: &% aughan ~ | Balance: -100.00 Tlp
Walue: 10/03/13 D CC-auth.: 0,00
Method of papm.  Amount: Additional test: Walid  Ex. rate/CC card holder Add
Cash Papment .00 100.000000 3
W 0.0 100.000000 " ReadC |
Cach Payment n.0a 100.000000 —
Cash Payment = 0.00 100.000000 - R —
Copies Invoice lapout

+ Invoice Standard
Detailed lmvoice
Prewiew invaice Invoice currency: GEP

Guest information is shown in the upper pane of the dialog box.

Invoice: From the drop-down list, select the part of the invoice to which the advanced payment is to be posted.
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Value: Choose the date on which the credit is to be entered (if not today’s date).
Method of paym.: Select a payment method and enter the amount:

¥ Cash payments: If the guest is paying cash, you can enter more information in the “Additional text” box. The
other boxes remain blank.

¥ Credit card For credit card payments, you can either read the card details by clicking [Read CC] or, if
payments: the card information is already stored in the guest profile, transfer the details by clicking [CC
from Profile]. In the latter case, the “Additional text”, “Valid”, and “Card holder” boxes will
then be populated automatically.

Alternatively, you can authorize the credit card. In this case, the amount entered is
guaranteed by the hotel, which has verified that the amount is covered by the credit card
limit. The amount entered is then transferred to the “CC-Auth.” box.

¥ Foreign currency For payments in a foreign currency, the stored exchange rate is shown under “Ex. rate”.
payments:

£2, Available user rights

82 | FO Post deposit | Controls access to the “Advanced payment” option in the More... dialog box.

Manual rate code posting
Navigator F [More] button ¥ Edit invoice ¥ Manual rate code posting

This option is for posting or voiding rate codes and additional fixed charges manually (“More...” button, “Fixed
charges”).

Manual posting of roorn rate/Nfoid for Vaughan, (Arrival: 12/03/13/Departure:16/03/13) @

Ratecd. |RACK Date Guest Price Rat

T

[T Use different rate code

Date:  10/03/13 E]B
Quant: 1 B

Options

[ lanore special rates
("] Incr. date (multiple post.)
[7]Woid [post negative)

[7] Post fired charges ;
< i )

All Postings total 0,00

Test Posting ]

Use different billing text: [
[ Do Posting ]

l 0K ” Cancel H Help ]

¥ Note that, unlike advance invoices, the postings made here are effected in addition to the rate codes/fixed
charges posted during an end-of-day routine.
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Rate code: The box in the top left shows the rate code that was entered for the reservation.

Use different rate code: If you want to post a different rate code, select the [“luse different rate code check box.
This makes the rate box editable, allowing you to select a different rate code.

Date: Choose a date for which the room rate is to be posted. You can enter the date directly or use the [+]- or [-]
buttons. This function is used for price determination purposes only. The posting will always be made to today’s
date. The date does not need to be within the reservation period.

Quant.: You can also enter the quantity to be posted, meaning the number of nights rather than number of

persons.

Options: The following options are available for selection:

Ignore special rates

Incr. date (multiple
post.)

Void (post negative)

Post fixed charges

If you select this option, any special rates that were entered in the Navigator or Rate by day
grid will be ignored (for example, if a different number of persons has been specified for a
specific day). This check box will be selected automatically if you choose a different rate code to
that specified in the reservation. If you do, however, still want special rates to be taken into
account, you can clear this check box again.

If you select this check box, the posting date is shown in the additional text for the postings and
printed on the invoice.

Use this check box with care. Selecting this check box and clicking [Do Posting] voids the rate
code that was set above. Note that the revenues will be voided internally in accordance with
the stored split tables.

If you select this check box, the fixed charges created under “Fixed charges” will also be posted
or voided.

Use different billing text: In this box, you can enter free text that also appears on the invoice. If you leave this box
blank, protel displays the rate code text.

In the center of the window, the name of the guest for which the posting applies is highlighted. If you accessed
this function from a group master, all the guests in the group will be listed here. In this case, all the guests will be
highlighted, but not the master itself. Click individual guests or click the [All] or [None] buttons to select or
remove guests to be posted.

Test Posting: Before completing the posting, you can display in the second window a list of the postings to be
made according to the conditions entered previously. This gives you an opportunity to check the list and amend if
necessary before posting the revenue.

Do Posting: Click this button to complete the posting to the invoice. If at this point you notice that the settings are

incorrect, you can only make corrections by voiding the invoice or deleting items from it.
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Date of next rate code posting

Navigator F [More] button ¥ Edit invoice ¥ Date of next rate code posting

s

Date of next Roorm Rate Posting @

Guest:  Waughan
Arrival: 12/0343 Depart: 16703413 Days: 4

Hext room rate is posted: fl2/m03M3 D

Room rate iz posted [nights] 4

[ Fram Arrival J I Dizable Room Rate Posting I
[ (]S ] [ Cancel J

You use this option to set the room rate posting date to an earlier or later date.

Next room rate is Shows the next room rate posting date. You can change this date.

posted:

Room rate is posted Shows the number of room rates that are still to be posted.

(nights)

[From Arrival] Resets the accommodation date to the arrival date.

[Disable Room Rate Sets the accommodation date to the date of departure and sets the number of room rates that
Posting] are still to be posted to zero.

This option can be used to make correction postings after an advanced invoice. The date of the
next room rate posting is set to the date of departure as a result of the advance invoice. If the
incorrect rate code was posted for the advance invoice, this can be rectified by resetting the
date, changing the rate codes, and reopening the advance invoice to post the correct rate to it.

This function can also be used to set the date to a later date if the room rate posting is to be
postponed for the following days.

E:-JJ Available user rights

FO Change date of next Controls access to the “Date of next rate code posting” option in the

11
6 lodgment posting More... dialog box.
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Transfer charges to another invoice

Navigator k [More] button ¥ Edit invoice ¥ Transfer charges to other invoice

Urnbuchen / anderes Zimmer/Konto X
Mame: | Maillé dela Ziel 0K
- . Mame: r 1
ZiNr: [103 &lle markieren _ (ikbhieshen)|
- - Zi-Mr.: . - N
Rechrung: [& Mails de 1 Tour-Landr = | Hife

Rechnung: Rech.-Empfanger.  Betrag:

Datum  Zeit A, Text

[ aufa
07.0612 11:49 1 “Best fwvaila... - }

: auf B

: aufC |

: auf D |

: auf E

4 T » auf F

Hur Buchungen in der Zeit MHur falgende Warengruppen

Vom: 080612 ] bisz2um  [08.0812 ]

This offers an additional option for transferring charges (to supplement that explained in Transferring charges to
another partial invoice).

The window is divided into two panes. The left pane lists the data for the invoice containing charges to be
transferred (the source invoice). The right pane lists the invoices to which the charges are to be transferred (the
target invoice).

SOURCE INVOICE

The details (name, room number) are displayed for the guest whose charges are to be transferred.

Click [Mark all] to select all the charges listed. If you only want to transfer individual charges, click the relevant
ones to select.

If you select the Charges with posting date check box and enter a period, the system will only transfer the
charges that fall within this period. If you select [“IThe following TAAs only check box and enter the transaction
accounts, the system will only post charges for the specified accounts. Use a comma separator when entering
multiple transaction accounts.

TARGET INVOICE

Enter the room number or name of the guest account to be posted. If a group master exists, you can click the
Group Master button to post to the master account.

The individual partial invoices of the target guest account are displayed below this. If balances already exist, these
will also be listed. To post the charges to the appropriate partial invoice (A, B, C etc.), click the corresponding
button (to A, to B etc.).

5?_3 Available user rights

Controls access to the “Transfer charges to other invoice” option in the

1
81 FO Transfer charges to room More... dialog box.
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Collect charges from group members (group master only)
Navigator k [More] button ¥ Edit invoice F Collect charges from group members

You use this option to post charges for group members to the Group Master.

rTransferring charges to group master GM_Berlin 2013/account 9003 ‘
Groupmembers: The following charges are transfered
- | @A MNarme Date Qty.  Text
:Z:e :::m E o
erson 244 |5l @ic =
Banghem EEER o
Canavan 232 E‘Q E
N suidenn 297 > [ @IF
From Maingroups  Following TAAs only 2 T .
TAL Groups Accounts
[ Transfer by using payment instruction ]
‘ tod 'GM_BerIin 2013 ‘ 1287.00
* ot ¥ 'i;‘f o » [ 1B | [TaloedTravel | [ 0.00
[al [ none [ al |[ MNore | toc | |
Charges from [
Dat to D
)] ™" — |
[ J| |
| ¢ G v | (wtof] | l 0%

All charges for all group members are listed by default and will therefore be included in the transfer posting.

To select specific charges to be included in the transfer posting, simply click the relevant entries (guests, TAA main
groups, transaction accounts, and individual postings). These postings will be listed in the top right under “The
following charges are transferred”.

Group members:
Lists the names and room numbers of all group members.
¥ Please note that only checked in group members (members with status Cl) will be displayed!

All of the members are selected by default, meaning that charges will be transferred from the invoices of all
guests. You can, however, select individual guests to be included in the transfer posting. You can also click the
[All] or [None] button to select or deselect all guests respectively. You use the [“IA - F check boxes on the right if
you wish to include charges from specific detailed invoices in the transfer posting.

From Main groups / Following TAAs only:

These boxes show the TAA main groups and transactions accounts for which postings have been made to guest
invoices. Select the specific charges you want to transfer to the master by selecting the required main groups and
transaction accounts.

Charges from:

With this option, you can select charges that were posted on specific days to be included in the transfer posting.
Simply choose the days in question. You can use the [All] and [None] buttons to quickly select or deselect all dates
listed.

The following charges are transferred:

This box, which is situated in the top right of the window, lists all the charges selected. You can also select
individual charges from this list.

To transfer the posting of the selected charges to the required group master invoice, click the relevant button (
| aufd || aufF |)
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Click the [Pay. instr.] button to open the routing/payment instructions for the group master. See the
“Payment/routing instructions” for more information about this window. Click the [Transfer by using payment
instruction] button to complete the transfer posting in accordance with the routing/payment instructions stored.

$2, Available user rights

96 FO Transfer to Group Master Controls access to the “Collect charges from group members” function.

Print reports
Navigator ¥ [More] button k Edit invoice k Print reports

Displays/prints a report showing all the posted invoice windows of the guest.

Group members/Group master

[Navigator ¥ “Group members/Group master” button]

[ Grp.members ] [ GrptMaster ]

¥ The [Group members] and [Group master] buttons in the Navigator are available for group reservations only.

When you open the Navigator for a group member, clicking the [Group Master] button opens the group master
Navigator.

Click the [Group members] button to view the list of all group members.

6] GM_Berlin 20134/ ,, Lo (o=
Hotel Name 7 Fits... Salut.  # RT. Anival  Depar.. Adit. || & “ﬂé;‘c‘;‘& R —
Hadult 4
Richards ... Isherwood H rs 215 STDB 10/03.. 13/03.. 2/0.. ; 231 ‘rdulls 2na2n;eduns 218;3Adultsuﬂsnm
Richards ... Macleod Peter r 234 STDB 10/03.. 18/03.. 2/0.. I @ H#Children.: 0/0/0/0
Richard’s .. Newlove Sarah 223 STDB 10/03.. 17/03.. 2/0.. &5 1 Adult rmn: 2 #2 Adult rm: 21 #3 Adult m: |
Richard's... Oakes B Mrs 226 PRDB  11/03.. 13/03.. 2/0.. (=-€4] Room Nights
ichard s Paikes 221 1/03.. 1 3,*03 20.. [T 2 3360'3111?:'; fs :";N 3
e n- ST R | S G imon
ichard s.. Ray PRDB 12/03.. 13/03 2/ L 3 08/03113 #: 3RNGPN
Richard’s... Sane John Mr 205 STDB 12/03.. 18/03.. 2/0. |7 &3 09/03/13#: 5RN 10PN
Hichard’s o Taylor David Mr 214 STDB 12/03.. 13/03.. 2/0.. ‘ 3 10/0313 % 10RN 19PN 4
Richard's .. Upton Paul Mr 212 STDB  12/03. 13/03. 2/0. a :; ggj 1 g 31 lé 2: gg i:
Richard’s ... Vaughan Vince Mr 211 STTB 12/03.. 16/03.. 1/0.. g 1303413 ”' 11RN 21 PN
Richard's.. Wallace 221 PRDE 1303 18/03. 2M0. 14313 8 13FN 25 1
Dimlamed’s  vims _albimiane LTS _a0c cTND 12102 102 am = A A A A L A P AT e pec
< g I | » < m | »
— Opy group master memo -
N @c
["| Rooming list [ Room allocation ” Add ta group ] £ Copy group master traces 7
[ All ] [ None ] [ Add ] [ Grp. Profile ] [ New ” Femave from group ] “ﬁ Copy group master UDF 1 ‘
&4 Group master copy traces
[ 0K ] [ Cancel ] [ Help J [ Print J [ Yoid ][ Reactivate ] \..£3 Enable extended tooltips S

Right-click the individual entries to open the Navigator for each reservation.
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An overview of the entire reservation is provided in the lower right:
#Conf: Number of confirmed reservations

#Cancel: Number of canceled reservations

# Adults: Total number of persons

#1 Adults.: Number of one person rooms

#2 Adults: Number of two person rooms

#3 Adults: Number of three person rooms

# Rooms: Total number of rooms

#Children: Number of children

You use the following buttons to edit one or more reservations:

Add Shows additional reservation data relating to the selected reservation.

Grp. Profile Used to undo rooming assignments (see Rooming list); in other words, clicking this button
resets the name of the group member selected to the group master profile!
¥ Use this button with caution!

Room allocation Select a guest and click this button to access Room allocation. The selected reservation can then
be assigned to a room. This is the preferred means of allocating individual rooms for newly
created group reservations.

New If you want to add a new reservation to the group reservation, click this button to access the
Reservation dialog box. Group-related data, such as the group name, for example, are displayed
automatically.

Void If one of the rooms for the group is canceled or not all of the rooms on the rooming list are
requested, you can access this dialog box to void the room(s) directly. Voided rooms remain in
the list as evidence of the original number of rooms from the group member list, which would be
required if charging for cancellations.

Add to group For adding existing reservations to a group. Clicking this button opens a list of all the reservations
that lie within the reservation period of the group master. To add reservations to this group,
select the required reservation and click OK to confirm. You will then be asked whether you also
want to transfer the payment/routing instructions, fixed charges, and the rate by day grid. Since
these can be created individually in the reservations, you should choose a reservation that
contains the appropriate entry (sample reservation).

Remove from group  Use this button to remove individual reservations from the group. The removed reservation(s)
will still exist. First select the reservations you want to remove and then click the button. You will
then be asked whether you want to delete any existing payment/routing instructions.

Reactivate Reactivates a voided reservation.

Rooming list

In the “Group members” dialog box, you can assign individual guests to the group reservation. Guest names can
be entered in the rooming list, which is useful for group reservations involving 30 rooms, for instance, because
you do not then need to open the Navigator for each individual guest.

¥ By default, protel creates a profile for each individual group member. If you only want to enter names of the
group members without creating a profile for each, select the Rooming list check box. The names of the
members will be deleted after group check-out and the first end of day.

Double-click the first entry in the list to open the Navigator for the associated reservation.
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[kd| Moonlight & Sunset// Drenkelfort, , Herr

F Marne Yo, AL L. Kat Anreise
City DO | Moarlight & .. F“ 116 .. | 080512
City DO b oonlight & ... 124 Buzi.. 080612
City DO b oanlight & .. 206 Buzi.. 080612
City DO b oanlight & .. 219 Buzi.. 0B0612

The Navigator opens in “Change name” mode:

k0] Navigator (alter name) o |[-E
Guest
=44y Total: 0,00 oK
Name: oonlight & Sunse! i Charged: 0,00 _
First name: B3 Papments: 0,00
A Adderson 0,00
Lo B: Taiored Travel 0,00
Street: - Routing instructions
ZIP/City: % E,"“ef:“ types
; = ived charges
Bithdate:  / / @ VIP:[ '] -3 Additional reservation information
=
[+-{E8 Attached profiles
~ | @& Rentable objects
Change name
Hessnoton Dateftime U P M F| 213761723
e ; ateftime  User essage ;
An/Dep: 06/03/13 11703113 | RP-Reservation g i
a g G0, or
Res. status: cl Taiorad [ EE
Room type: STDE Gip: |GM_Berlin i i : [_More

To change the name, overwrite the entry in the “Name” box.

Click [OK] to launch the guest search and display the search results. If this name does not exist, the new guest
profile dialog box appears. If different reservation data exist within the group, the arrival and departure dates can

be changed in the “Reservation” pane.

To go to the next group member, click the page down key on your keyboard b

Repeat steps 1-4 until you have entered a name or assigned a profile for every group member.

£2,  Available user rights

380 | FO Group naming list name

IFC settings

Use the PROTEL.INI file to activate this feature.

Controls access to the “Rooming list” function.

If various interfaces are available, you can use this feature to define guest-specific settings for each interface, e.g.

for Internet access, for connected access control systems, telephone settings, Pay TV etc.
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Reservation

The Reservation dialog box

The Reservation dialog box

The “Reservation” dialog box is the central location for creating or editing reservations. It provides access to all
relevant guest and reservation details. You can change the reservation details with just a few mouse clicks. Any

changes you make here are immediately reflected in the occupancy details.

You can access the reservation dialog box in a number of ways:

+ Using the Search: Use the Reservation search function to access a previously created reservation or click

[New] in the Search Result dialog box to create a new reservation.

+ Using the room plan: Right-click the reservation to open the Navigator. Right-click in the Reservation

pane of the Navigator (see the “Navigator structure” section).

+ Using the room type plan (only when creating new reservations): See the “Room Type Plan” section for

more details.

Structure of the Reservation dialog box

The Reservation screen contains a considerable amount of information and is therefore divided into three main

sections:
Guest data

Reservation data

Reservation details

Reservation @
Mame Waughan Compary  Tailored Travel [ Guest info.: oK
Country | T4
City ROTHERHAM Source

elp
Statuz Auriveal Mgh Dprt. Gty R. type R. no. Adlt. Rate code Fiate Cn. Det Sp.
1|(GTDCC =|12/03/13|  4|16/03/13 1/|[.||STTE 211 Cles 1| RALCK. - E] 100.00[EUR [|®
2 0.00 Ok
0.00 Ok
[ 0.00 oy -
Reservation details for 1
M arket: [ V] Source: [ V] Allocation: -
Add. Info.
Hear: w | Come: w | Act all:
elters
Addbed 0 Chid1/2 0 O Pickus [ | Pament
Cats: 0 Chid3/4 0 0 [~ Blocked raom Flight: Sharer
[C] Event Dptian 44 PLZ13EEI3T0P:
Iy fuival  Res-No 21366 .
A Depart. - Uszer:  TedBaker = 2EA0ZA2003
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Guest data

+ The data transferred from the guest profile is displayed on the left. The country, city, and VIP status are
all editable.
The guest search function is launched when the name is entered. If a profile does not yet exist for the
entered name, you can create a new one. For group reservations, the group name is inserted in the
“Name of guest” box.

+ Enter information about the company, travel agent, source, and/or group in the central column.
Revenues and other statistical data generated during the reservation are stored in the guest profile and
also in the corresponding company, TA, source, or group profile. For company reservations, the company
address is automatically inserted as the invoice address.

From Version 2013.17.222

The company, TA, Source or Group Profile can also be assigned later (if the reservation already exists).
When adding a Profile with special rates agreements you can activate a pop-up window to ask the user
if the special rate code should be adopted or not.

Ask your protel Support-Team to set up your protel system accordingly! We’re happy to help!

+ The tree view on the right displays additional information from the guest profile:

m | »

- Waughan Yince Mr
- Last rate: 170.00

: - Laszt room: 401
Comp: Williz George Mr -

Double-click the “Guest info.” entry to open additional information, such as the last rate, last room, and
agreed special rates.

Right-click the “Guest info.” entry to open the guest profile. If a company, travel agent, source, or group is
assigned, it will be displayed here together with the relevant contact persons. Right-click the company to
open the company profile.

Attached profiles are also displayed here; right-click to open.

An additional name can be stored in the “Booker” box.

Click Send SMS confirmation letter to send a confirmation text message (only possible if the “protel SMS
confirmation” add-on is installed). The SMS is sent to the cell phone number entered in the guest profile
for this reservation.
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Reservation data

Status Arival Ngh Dprt. Qv R. type R.no. Adlt Rate code Rate Cn. Det Sp.
1|GRT(D) w|24/04/13| 2|26/04A13| 1| . |Buimess w |1150iy v| 1|RACK  »|.]  135.00FUR []® [Dk
b v v vl 0.00 O bk

Enter the reservation data in this pane:

Status Reservation status. The reservation status indicates if a booking is optional or definite, for example. The
status of a reservation determines the color used to display the reservation in the room plan.

Arrival Arrival date. You can change the arrival date by overwriting it or using the plus and minus buttons.
Alternatively, you can right-click the date box to open a calendar in which you can click the required date
to select.

Ngh Number of nights. This can be overwritten or changed using the plus/minus buttons.

Dprt. Departure date. This can be overwritten or changed using the plus/minus buttons. Alternatively, you can

right-click the date box to open a calendar in which you can click the required date to select.
Qty The number of rooms to be reserved. Use the ! button to change the number of rooms (group/company
reservations etc. only).

R. type Reserved room type. Select the required room type from the list of room types created in the system data.
If the reservation has been entered using the Room Type Plan or Room Plan, these boxes will be populated
already.

R. no. Room number of the guest. Not entered for room type reservations. If you click this box, you will only see a
list of the rooms available for this room type within the reservation period.

Adlt. Number of adults. This number influences the rate. You can enter the default number for each room type
in the system data.

Rate code The underlying rate code group for this reservation. The default rate code that is proposed when creating a
new reservation depends on the settings made in the system data (“Reservation > Room Types”). You can
select a valid rate code group for the reservation period from the list.

Rate The daily room rate to be posted.

You can overwrite this rate. Internal splitting will be performed on the basis of the rate code stored in the
system data. If the overwritten rate exceeds the splitting value, the stored splitting table will be ignored
and the entire amount will be added to the stored accommodation account. Splitting will also not be
performed if the rate is set to 0.00.

Cn. “Connect”: This box indicates whether multiple parts of a reservation are connected to the same
reservation (include a move for example). In this case, the arrival and departure dates refer to the length
of stay within a particular room.

If reference has already been made to the move in the reservation, the reservation can be created as a
reservation with move directly. First create partial reservation 1 and then select the [Cn.] check box. Now
enter partial reservation 2 by positioning the cursor over the arrival box and entering the date of
the move as the arrival date. Make sure the departure date of partial reservation 1 is the same as
the arrival date of partial reservation 2. Once you have chosen the departure date and the room,
select the [Cn.] checkbox here too. Click [OK] to confirm the reservation. An information message
appears, confirming that both parts have been connected.
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Det “Details”: For displaying multiple partial reservations on the Reservation screen. The details shown in the
lower part of the screen (number of children, additional beds etc.) are for the reservation for which this
radio button has been selected. If, for example, you only want to enter an additional bed for the third
reservation, you first have to select this radio button and then add the additional bed in the lower pane.

Finally, save the changes to the details and click [OK]

Sp. “Save”:
If you have multiple partial reservations and want to transfer the details of the first reservation to another
reservation, first connect the reservations (by selecting the [Cn.] check box), select the “Det” radio

button of the connected reservation, and click [OK].

If you have created multiple reservations and want to create different details for each reservation,
select “Det” of the relevant reservation, change the details and click [OK] to confirm. These details
will then be saved for the individual partial reservation.

Reservation details

Reservation details for 1

Market: v | Source: v | Allocation: v
Hear: v | Come: w | Act. all.:
Addbed:| 0|Chid1/2| 0| 0| Pickup: w | Paymert: | Bar Euro v || CC
Cots: 0/Chid34 | 0 0 [] Blocked room Flight:
Packages: [ Evert Option | To:|| / / PLZ778841318P1
Mote 1 | / / Amival: |15:32 |Res.-No 27738
MNote 2 || / / Depart. User: | Protel

Enter the reservation details in this pane:

Market code Market codes are used to collect statistical information about booking and sales trends by market

segment. Select the required code from the list created in the system data.

Source code Source codes are used to determine the sources of the reservations (and therefore sales). Select the

required code from the list created in the system data.

Allocation / If the reservation belongs to an allocation (also referred to as an allotment), you can enter the name of
Act. all. this allocation here.

The field "Act. all." displays the currently set allocation.
Hear / In the system data you can define codes that provide information about where the guests heard about
Come your hotel and the reason they chose to come to your hotel. You assign these to the reservation here.
Add.bed / Number of additional beds/cots required. This information can be used to calculate the rate.
Cots

Child 1/2/3/4

Pick up

Payment

Number of children 1, 2, 3, 4. This information can be used to calculate the rate.

If you offer transfers, or simply require information about how the guest is travelling to the hotel (by
plane, train), you can assign the relevant pick-up codes stored in the system data to the reservation.

Enter the method of payment that you want to be proposed by default at check out. Select the
required method of payment from the list created in the system data. If a CC payment method is
entered, the CC button will be shown automatically.
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CC button Opens the credit card information entry dialog box.
Additional reservation data @
Credit card
— ak.
Type: Wisa v|
| Canicel |
Mo.: 4546183653638016

Valid [MMYY)  OBAA

Card halder: Gearge “Williz

| Copy from profile |

| Transfer ta prafile |

Enter the data here or, if it has been entered in the profile already, click the [Copy from profile] button.
Use the [Transfer to profile] button to copy the entered data to the profile.

If a CC payment method is entered in the Payment box, this dialog box appears automatically.

Packages You can link different packages to the methods of payment in the system data in accordance with the
splitting table. You can then assign these to specific reservations.

Blocked If you select this checkbox, the room number assigned to the guest is fixed and the reservation cannot be
room moved. However, User Administration can authorize certain users to do this anyway. The guest name will
be displayed in blue in the room plan.

Event Reservations for which this check box has been selected will be listed in the “Events week plan” report on
the date of arrival.

Flight If you are picking up the guest from an airport, you can enter the guest’s flight number here.
Option To: A reservation can be held open as an option until the date entered here. If a specific entry exists in the
protel.INI file, the date will be entered automatically when this button is selected.

After this date has passed, however, the reservation will not be deleted or canceled automatically because
this is not generally desirable. At end of day, however, you can print a report, listing all reservations for
which an option date has been entered.

Conf No. (After Option To date) This number is calculated internally by protel. This number is useful when searching
for the reservation in the reservation list, for example.

Note 1/ For entering notes and a date. These notes are displayed on the invoice screen for information purposes,
Note 2 for example. You can also create a list for the date entered.

Arrival / For entering the precise time of arrival and departure for information purposes. protel enters the system
Depart. time automatically at check in/check out.

Res.-No. Reservation numbers are managed and assigned sequentially for each reservation by protel. Reservations

can be opened from the reservation list, for example, by clicking their respective numbers.
User Name of the user who entered this reservation.

Res.Date In the bottom-right of the window: Date the reservation was entered.

bJJ Available user rights

370 | FO Reservation: Read CC from profile | Controls access to the “CC button” > [Copy from profile] function.

371 | FO Reservation: Write CC to profile Controls access to the “CC button” > [Transfer to profile] function.
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The buttons

The Add. Info button

Click this button if you need to store additional information about the reservation.

Travel information (cruises)
Check In:

Check Out:

Laundry
Change xth day: 3

Memao

[ Dont prirt rate on req. card

Used member card:

Additional Reservation Data

Hotel safe User values
Safe no.: w| Valuel: 0

- Value 2: 0
Reservation Text 1-
Gender: w

Text 2:

=t Date 1: 77
Tax exemption UserCode 1

v Save to Profile

Promation code

Value:

Discount room rate in p.c.

w|  Value 0.00
Discount
Res Date: 25/07/23 (Profile)  v| | Savein Profile
Commission code
Comp:  protel “Profile coc v [TA: “Profile coc v
Group: “Profile coc v Source: *Profile coc v
Cancel Help Color Room Features Guest requests

Travel information

Laundry

Memo

Don't print rate
on reg. card

Used member card

Commission code
Hotel safe

Gender

Tax exemption

Promotion code
Value

Discount room rate
in p.c.

For information about check-in or check-out; embarkation and disembarkation point, for example.

In this box, you enter the preferred laundry frequency in days (i.e., how often the bed linen is to be
changed). The standard laundry frequency is controlled by an entry in the PROTEL.INI file.

Text box for entering additional information relating to this reservation.

Select this check box if you do not want the rate to be printed on registration forms.

If the guest has one or more member cards, you use this button to assign the card to the
reservation. This will either be for a loyalty scheme run by the hotel itself or an airline. In some
cases, guests will not decide until their arrival the card for which they want to collect points. In this
case, you would select the relevant card here.

The values entered here are transferred from the guest profile by default. They can be edited if
necessary.

For assigning individual safe numbers that are stored in the system data to the reservation. You will
receive a message about this at check out.

For assigning the gender of the guest.

For assigning one of the exemption codes stored in the system data (“Bookkeeping > Taxes > Tax
Exemption Codes”). Click the [Save in Profile] button to save the exemption code in the profile and
assign it automatically at the next reservation for this profile.

You can also create rate codes of the type “Promotion code” in the system data. These rate codes
are only displayed here.

Even if no discount code was previously selected, you can store a percentage discount rate here,
which will then be deducted from the room rate automatically (internally from accommodation
only).
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Discount For selecting a discount code that is stored in the system data (“Bookkeeping > Invoice > Discount
Codes”). Click the [Save in Profile] button to save the discount code in the profile to be available
for future reservations for this profile.

User values Text boxes for entering additional information relating to this reservation.

Use the [User-Code 1] button to assign hotel-specific codes to the guest. These codes must have
been previously created in the system data.

Color Assign a specific color to highlight this reservation in the room plan.
Room Features You can assign an additional room feature to a room specifically for a reservation. The assighnment

made here does not affect the system data.

Guest requests Save special guest requests that relate only to this particular reservation.
From version 2013.17.000

If required, reservation-specific guest requests can be shown as "Additional Reservation Data" in
the Navigator’s tree view. Ask your protel Support Team to set up your protel system accordingly!
We’'re happy to help.

51_} Available user rights

196 | FO Enter/Change reservation discount Controls access to the “Add. Info. > Discount” function.

Letters button

Click this button to access the Letters tab for the guest, which you use to create new letters for the guest and
display or change existing ones.

If the reservation is a company, travel agent, source, or group reservation, an address selection window appears.

Confirmation of reservation @

Send confirmation to which address: Linked profiles:

Mame ¢

Hall Catherine brs (Guest]

[ Guest [Vaughan)

[ Company [T ailored Travel] J

[ Group (GM_Berlin 2013) ]

Travel Agent

Source

You can also create the confirmation here (see the “Navigator > Letters” section).

Sharer button

See the “Sharer reservation” section

Guest Hist. button

Click this button to view all previous reservations for this guest. See the “Profiles, History tab” section

The More button

See the “Navigator, More...button” section.
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Navigation within the Reservation dialog box

A number of keyboard shortcuts can be used to speed up data entry within the Reservation dialog box.

I
—

Use the tab key to go to the next box.

ALT

\,l+ [letter]

An even more direct route to the required boxes is to choose ALT + underlined letter. These letters have been
highlighted in the following screenshot:

Details fur Reservieung 1

Market []: | 2 Source: | -
Wioher: | » | wianm: | -
Zuz.bett | ]| Kind 1/2 o o .-'-‘-.I:uhu:ulung:| -
Ein.bett: 0 Knd34: 0 0 [7] Zimmer Mr. fest

You can use the [+] and [-] buttons to change the arrival and departure dates. It is often quicker to do this than to
enter a new date. Alternatively, you can double-click the box directly and enter a date in six-figure format (e.g.
“101012” for October 10, 2012).
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Finding and creating a reservation

When you enter a new reservation, protel automatically opens the guest profile search window so you can assign
a booker to the reservation. For more detailed information on how to find a guest refer to the “Searching guest
profiles” section.

If you enter a reservation directly in the Room plan or Room type plan, a search for existing profiles starts as soon
as you enter a word or string in the “Name,” “Company,” “TA,” “Source” or “Group” box of the Reservation dialog
box. Any matches are listed in the search results dialog box.

” o«

Finding a reservation

The reservation menu (e.g. Reservation > Private Reservation) allows you to find existing reservations or enter
new ones. Regardless of your initial intention, the “Search Profiles” dialog box automatically opens.

Search Profiles @
Hame: |Mi|[ |
First namme: | |
City: | | Help
tember: | |
[] Expert query
| |

Enter (part of) the guest's name and press the Enter key or click [OK]. The Search Result dialog box returns all
guest profiles that match your search string. Double-click a guest profile to select.

G

[fd| Search Result

Marne City Compary

b tilan G M | MANCHESTER | ]
= tdillar | br

= hiillar b Mrs CUFPAR

= hiillbank M Mrz  TOWCESTER

= filler ALLOA,

= hiller Mz CUFPAR

This opens the “Reservations” dialog box with all reservation information that is relevant to the selected guest.

Guest: Miller, Ruth, Miss ‘?‘
Hotel MName # RT Arri..  #  Depart., Adlt. Rate co.. Price  Status G V& T [sSasauriSha
Rich.. Miler Ruth Miss 242 STDB 10403413 13/03113  2/0/0.. ‘Wellness 198,00 GTDCC s

[l {1 »
New ] [ Cancel Res. ] [ Reactivate l [ Print ] [ Add [7] Extended tooltip

0K | [ Abbrechen | [ Hire |-
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The following features are available:

New Opens the Reservation dialog box in which you can enter a new reservation for the guest.
Cancel Res. Cancels the selected reservation.

Reactivate Reactivates a voided reservation.

Print Prints the list of reservations.

Add Shows additional information for the reservation.

Extended Select the [“lExtended tooltip check box to show tooltips with additional information as
tooltip configured in the PROTEL.INI file.

Creating a new guest profile

If a profile does not exist for the guest, click the [New] button in the Search Result dialog box to open a blank
profile and enter the relevant information.

If your search does not return a match, you are automatically prompted to create a new profile.

Create the new profile to open the above dialog box, then click the [New] button to open the Reservation dialog
box.

51_} Available user rights

310 | FO Reservation input Authorizes the user to enter reservations.

Private reservation

FRONT OFFICE ¥ RESERVATION ¥ PRIVATE RESERVATION OR
FRONT OFFICE ¥ PROFILES ¥ PRIVATE

All reservations that are not made for companies, groups or through a travel agent are considered private
reservations. In most cases this is guests making a reservation for themselves and in their own name.

Go to “Reservation > Private Reservation”, enter the guest search data, and follow the procedure described in the
“Finding and creating a reservation” section.

¥ If you enter the reservation directly in the Room plan or Room type plan and fill out the “Name” box only, the
system automatically creates a private reservation.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 76 of 322


http://www.protel.net/

protel Front Office - User Manual | Reservation

Company reservation

FRONT OFFICE ¥ RESERVATION ¥ COMPANY RESERVATION

Unlike a private reservation, a company reservation is made through a company. Amongst other things, this
simplifies the search for reservations and allows for more detailed analyses of occupancy and revenue data.

For company reservations, the company address is automatically inserted as the address for invoice “B.”

Go to “Reservation > Company Reservation”, enter the profile search data, and follow the procedure described in
the “Finding and creating a reservation” section.

¥ If you enter the reservation directly in the Room plan or Room type plan and fill out the “Company” box, the
system automatically creates a company reservation.

Group reservation

Front Office F Reservation ¥ Group Reservation

It is advisable to create a group reservation if a customer is booking multiple rooms on a single invoice. This form
of reservation also allows you to change other data, such as the arrival or departure date, for all group members
at the same time.

You can of course also specify a company name, travel agent name, or source name in addition to the group
name, if required. As a result, information about revenues for the company and individual groups, for example,
will be available separately in the respective profiles and histories.

During creation of a group reservation, a joint group account (known as the “group master”) is created
automatically and will be used for the collective invoice, among others. The group master can also be used to
manage and edit the group members and other reservation information centrally. The subsequent chapters
explain the group master in more detail.

Once you have finished making your entries, a prompt will appear asking if you want to create a group invoice. If
you confirm the prompt, the Payment/routing instructions for the group master will appear. You can then define
the precise distribution of sales (revenues), if required.

From the room plan or room type plan

There are various ways of creating a group reservation. In addition to the method described above (Reservation >
Group Reservation > New), you can also create group reservations from the room plan or room type plan.

From the room plan

1. Drag the first reservation in the required room over the required period, but do not press Enter or right-
click to confirm the reservation.

2. Add another reservation immediately afterward by dragging a new reservation (differing arrival and
departure dates are possible).

3. Drag as many reservations as you require:
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Fr =a Su
K 5 03
< >
{ b
< >

4. To complete the process, press the Enter key or confirm the reservations by right-clicking and choosing
“Reservation” from the context menu.

This will open the Reservation dialog box. Enter the group name in the Group box.
This opens the profile search window where you assign a group to the reservations.
Assign an existing guest profile of the “Group” profile type or create a new guest profile.

Click [OK] and click [Yes] to confirm the prompt asking if you want to create a group master invoice.

L 0 N o U

Choose a routing target in the Routing instructions dialog box; for example, “Accommodation to B
invoice” ([Frequently Used Instructions]).

10. Click [OK] and, in the dialog box that appears, choose [Group members and master].

Optional: Rooming list entry
Assigning guests to individual rooms:

1. From the room plan, open the reservation Navigator (right-click any individual reservation belonging to
the newly created group reservation):

24
Fr Sa S Mo Tu
o7 03 03 10 11

< Association of Mational Park Authority
< Association of Mational Park Authority > e .
< Association of Nationsl Park Authority > (R{T[IEI®[1 4

(215 5TBg / 08/06/13 Association of Mational Park Authuority|

2. Inthe Navigator, click [GrpMaster]

w

In the group master, click [Grp.members].

&

If you only want to enter names without creating a profile for each group member, select the Rooming
list check box.

5. Double-click the first entry in the list to open the Navigator for the associated reservation.

s

H Association of Mational Park Authaoriby/S Parsons, Sarah, bs

Hotel ¢ Marmne First Ma... Salut. #® RT.
Richard's ... | Aszsociation of .

Richard'z ... Association of .. STDE
Richardz ... Asszociation of .. STDE

6. The Navigator opens in “Change name” mode:
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W MNavigator (alter name) p— ] =)
et S = Totak 0,00 ok
Name:: |2 : ‘ @ Charged: 0,00
First name: 2 Payments: 0,00

-4y & Association of National Park Authority 0,0
Eompals © Routing instructions
Street: 1 Bute Street ) ﬁ;:‘:} Category types
ZIP/Ciy.  CF157L) CARDIFF g Fixed charges
#-{# Additional reservation information
e (77 Tl U | o
¥ {2 Traces Fes. hist
(#-{E8 Attached profiles
#-{# Rentable objects

7. To change the name, overwrite the entry in the “Name” box.

Bild

8. To go to the next group member, click the page down button 2.

9. Repeat steps 7-8 until you have entered a name or assigned a profile for every group member.

10. Click [OK] to confirm. The group reservation was created with the relevant group members:

Fr Sa Su
o7 03 =]
< Dunningham Donald >
4 Miller S
< Jackson Peter >

From the room type plan
It is very easy to create group reservations from the room type plan.
1. Inthe column to the right of the room type name, enter the number of required rooms.
2. Using the mouse, drag the reservation in the required room type over the required period.

3. Add more room type reservations if required by dragging a reservation in another room type. Enter the
number of rooms required in this case too.

June %ﬁ Eﬂ?:. Tu e
2013 0z 03 04 | 0s
=T 1 1 1 1 1
[eETE 1 | 25 25 25 25
=TTE 1 42 42 42 42
STTP 1 E g E g

Fig.: This booking is for four rooms of room type PRTB and four rooms of room type STDB, all from
June 02 to 04, 2013.

4. Confirm the reservation by pressing Enter or by right-clicking and choosing “Reservation” from the
context menu.

This will open the Reservation dialog box. Enter the group name in the Group box.
This opens the profile search window where you assign a group to the reservations.
Assign an existing guest profile of the “Group” profile type or create a new guest profile.

Click [OK] and click [Yes] to confirm the prompt asking if you want to create a group reservation.

s R

Choose a routing target in the Routing instructions dialog box; for example, “Accommodation to B
invoice” ([Frequently Used Instructions]).
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10. Click [OK] and, in the dialog box that appears, choose the option [Group members and master].

11. Open the reservation by clicking “8 Reservations jn the toolbar. Enter the reserved period.

12. Select the group master for the reservation (indicated by room type “GRP MST”) and right-click:

Reservations 01/06/13-10/06/13

Marme " RT. Adlt. Arrival Departure
... | 04406413
Agzociation of.. 9000 GRP MST ofo/s..  07/06.. 090613

13. In the Navigator that appears, click .
14. In the next window, click the button.

15. In the Room Allocation dialog box, click to allocate rooms to the individual partial
reservations.

16. Optional: Rooming list entry - Assign guests to individual rooms.
-> See above: “From the room plan > Rooming list entry”.

Via the Reservation menu
1. Open the menu “Reservation > Group Reservation”, enter the profile search data, and follow the
procedure described in the “Finding and creating a reservation” section.

2. Click [New] to enter all additional information, such as arrival and departure, room type, occupancy/room
etc. in the Reservation dialog box:

Reservation @
Name  Alied Distilers Ltd Company @- Euw info. = 0K
Countr TA - Lomp. (=]
City ’ Source ;é E'i:
we [ ~v|Gow [aliedDistilers Ltd G =
Status Amival  Ngh Dprt. Oty R. type R. no. Adlt.Rate code Rate Cn. Det Sp.

] ssoocer O @K 5
[.]  93o0GeP 1O @K
[] ssnoGer [J®
() 00 [Ho

1[GToCc v 10/0313  414/0313  1[ |[sTDB  ~| 2410l v| 2[NEG2FROD ~
2[GTDCC v 10/0313 4 14/0313 1 [STDB v | 243Ck: v| 2[NEG2FRO v
3[GTDCC v 10/03/13  414/0313 1 |[PRDB  +|231Clec v| 2[NEGZRO ~

> [ 3 p— -

Reservation details for 3

—

=
1

Market: Source: Allocation: :]
Hear: Come: Act. all:

Addbed 0 Chid172 0 0 Pickup: Payment;
Cots: 0Chid3/4 0 0 [F] Blocked room Flight:
["] Event Option /4 PL215B031310P:
Iy Arival  :  Res-No 21580 B
[ Depart. User. TedBaker = 15/05/2013

3. Click [OK] to confirm the Reservation dialog box and click [Yes] to confirm the prompt asking if you want
to create a group master invoice.

4. Choose a routing target in the Routing instructions dialog box; for example, “Accommodation to B
invoice” ([Frequently Used Instructions]).

5. Click [OK] and, in the dialog box that appears, choose the option [Group members and master].
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6. This will open the group window. Select the group master (indicated by room type “GRP MST”) and right-
click:

Group: Allied Distillers Ltd, Young, Gail, Mrs

Rezersations

Hotel: | "4l hotels -
Hotel  Marne # RT Arvie 7 Depart,
Rich...  Alied Distilers... 241 STDB 10403413 1440313

Allied Distilers... 243 STDE 1040313 14/0313
Allied Distillers... 1040313 1440313
Allied Distillers... | 5001 3

1| 1]

[ MHew ] l Cancel Res. ] l Feactivate ] [ Print ] l Add

7. Inthe Navigator that appears, cIick.

8. Optional: Rooming list entry - Assign guests to individual rooms.
-> See above: “From the room plan > Rooming list entry”.

Adding group members

a) From the room plan

Post the additional reservation:

Tailor Mace Tours 280403 >
Tailor Mace Tours 280403 >
Tailor Mace Tours 280403 b

FAVEEANFA AN

Resersation I},
Walk In
YWalk Infreqister report

< Erase termporary reservation

Cancel rmenu

In the Reservation dialog box, enter the group name in the “Group” box:

Resemvation

Mame Company

Country T4

City Source

WIP [ vl[Group T ailor Made Tourg l

The reservation will be added automatically to the group reservation with the same group name.
b) From the group master

+n o
Open the group reservation, by clicking the *l Reserdations putton in the toolbar for example.
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V Reservations ol 8=
Filter Status
Date: 10/03/13 to 1703713 [¥llncl. conf.? [TTIncl. provisional?
[ame: Tailor Made Tours | fubstiing  [7] [T Incl. inhouse [T Incl. optional?
Reo Accounts: [7]  [C]Incl. cancelled ? [T Incl. waiting list
Companion: [T Incl. No Shows [TInel. departed
First Name: [T allMNone
Sc/TA/LCm/Ge Substring [ =" Reservation status -
i [CIGTD CC E
Res: No: 1GTD Comp/Agent
Cnf. No.: Substing [ PoHE GTD Correspond (=5
[ oK ][ Cancel ] [ Help ] [ Print } =

Select the group master for the reservation (indicated by room type “GRP”) and right-click.

W Reservations 10/037/13-17/03713

Mame ¢ # RT. Adlt,  Arrival
Taillor tade T... 245  STODB 2/0/. 10403
Tailor Made T... 301 STTE 140/ 14403,
Tailor tade T... 302 STTE 140/ 14403
Tailor Made T... 303 STTE 1404 14403,

Tailor Made T...
Tailor Made T... | 9004

GRP MST

In the Navigator that appears, click .

To add an existing reservation to the group, cIick[

addiocoun or, to create a new individual reservation

to add to the group, click bleyy

NOTE

¥t is important to use different names for different groups that are making reservations for the same period.
Otherwise, you will find it very difficult to distinguish one group from another.

ATTENTION

¥ If payment/routing instructions, fixed charges, or changes exist in the rate by day grid, these will be
transferred to the new reservation automatically after selecting a sample reservation and confirming various
prompts.

9% Available user rights

34 FO Group members - add to | Controls access to the “Add to group” button in the group members dialog
group box of the group master.
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Removing group members

If you want to void the entire reservation, follow the same procedure as for a normal reservation (double-click
within the room plan, select the “Void” button, and click OK to confirm). The delete procedure is also the same;
go to the “More... button” in the Navigator.

However, if you want the individual reservation to be retained and only removed from the group, you need to
remove the group name in the Reservation dialog box.

An even easier option for removing individual reservations is to click the button in the group master

Navigator. Select the relevant entry in the group members dialog box and then click the

button.

£2 Available user rights

FO Group members - exclude

341
from group

The group master

To open the group master, do one of the following:

[ Remove from group

Controls access to the “Remove from group” button in the group members
dialog box of the group master.

+ Right-click a group reservation in the room plan and, in the Navigator, click .

+m 0
v Search for the group reservation in the reservation list (l Reservations pytton)...

[¥] Incl. conf.?

[T Incl. inhouse

[ Incl. cancelled ?

[T]Inel. No Shows

[ All/None

[ Incl. provisional?

[T Incl. optional?

[ Incl. waiting list

[Incl. departed

= EOR ==

=" | Reservation status

[CIGTD CC
[TIGTD Comp/&gent
|| GTD Correspond

V Reservations
Filter Status
Date: 10/03413 to 17/0313
[Name: Tailor Made Tours| | Fubslting =
Room: Accounts: [V]
Companion:
First Name:
Sc/TA/CM/GE Substiing [
Res. No:
Cnf. No.: Substring [
[ 0K ][ Cancel ] [ Help ] [ Print

)

¥ Reservations 10/03,/13-17/03,/13

Mame 7 # RT.

Tailor Made T... 245  STDE
Tailor Made T... 301 5TTE
Tailor Made T... 302 STTE
Tailor Made T... 303 STTE

Tailor Made T...
Tailor Made T...

9004

GRP MST

Adlt,

2004
1404
1404
1404

Arrival

10403...
14403..
14403...
14/03...
14403

...and right-click the group master (indicated by room type “GRP”):
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Unlike a standard room reservation, the group master is identified by the group room type (GRP MST).

Instead of the room number, the group master is assigned a group account (usually with a nine thousand number
range):

Rezervation

aar/Dep: 1040313 16/03/13 | RP-Reservation

Res. status: [GTD CC(D) v] Eu.—
[Ficu:um hype: |GHP MST vI ITp:]TaiIDrMade
|Roomto:  |S004 )| [T

Fig.: Group master - Reservation information
in the Navigator

9002 GRP MST
9003 GRPMST  DB/OSS

9004 GRP MST 4 Tailor Made Tours 250403 >
9005 GRP MST

Fig.: Group master in the room plan (scroll right
down!)

The group account that is additionally posted when creating a group reservation is used for creating the collective
invoice and for centrally managing the group reservation.

Group action

All group-relevant changes must be made in the group master. After every change, the “Group action” prompt
appears, asking to which reservation you want the changes to be applied. You have to choose one of the following
options:

Group members and master
The changes will be applied for everyone.

Group action

Ta which rezervation da pou want to
apply the changes? Group members onIy

The changes will be applied for the members, but not the master.

Group members and master

Group master only
The changes will be applied for the group master, but not the group members.

tember zelection

Member selection

Select this option to open a list of all group members, in which you can select
the member or members for whom you want the required changes to be
applied.

[ |
I J
I Group members only J
I Groupmagster only J

Changes that apply to an individual guest or the group account only are typically made from the room plan or
Navigator, for example.

Group members

In the group master Navigator, click the Grp.members button to access the list of all group members.

Double-click a group member in the list to access Change name mode. You can use this window to enter the
names of group members one after the other. Simply overwrite the displayed name with the actual guest name.
The same applies for changes to all the other data for group members in the Navigator.
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Once you have opened the Navigator for one group member, simply use the page up

page down

Poge

g
and

Page
9" buttons to toggle between group members.

Names of voided group members are displayed in the member list in red font.

Context menu

Right-click the list header to open the context menu.

Print with small font

Print with medium font

Print with large font

Export to Microsoft Excel
Export to HTML

Autofit columns Ctrl +hd
Colurnn width according to tab header Ctrl+]
Search Ctrl +F
Continue search F3

Edit mode an

Cancel menu

From the context menu, you can:

h

Print the group member list in various font sizes (small/medium/large):

If you want to print the entire list, make sure that none of the rows are selected.

Select a row in the table, then open the context menu and choose Print with small font, Print with
medium font, or Print with large font to print only this row.

Export the Allocation overview to an Excel or HTML file
Adjust the column width in the overview
Search in the overview

Activate edit mode (“Edit mode on”):

You can edit the name, first name & salutation columns directly if you select “Edit mode on” in the
context menu. You can then click the relevant name directly in the overview and make the necessary
changes. To go to the next box, press the [TAB] key, the right arrow, the left arrow, or the ENTER key. The
newly entered values will be changed directly. If a dedicated profile has yet to be assigned to the
reservation, a new guest profile will be assigned when the name, first name, or salutation is changed; if a
guest profile already exists, the name/first name/salutation entries will overwrite the data for the existing
profile. If the ¥/ Rooming list check box has been selected, new profiles (when these are created) will be
created with the option “Delete profile as soon as possible” selected.

5?_3 Available user rights

323 | FO Group members Controls access to group members in the group master Navigator.
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Group confirmation

If you confirm the [Res. texts] button from the Group master Navigator, you can also create a group confirmation
retroactively because in this case all the group members are included in the confirmation (provided an
appropriate form has been created in the system data).

Changing the arrival/departure date

Double-click the group account in the room plan to open the DC (double-click) menu.

After selecting the [“IAlter Arrival or [ Alter Departure check box, enter the new date and click [OK] to confirm.
The Group action dialog box appears. If you want to change the arrival or departure date for the entire group,
click [Group members and master].

To change the arrival or departure date for specific members of the group only, click [Member selection].

¥ The Group action dialog box is not opened if the arrival or departure date is changed in the group master
Navigator!

Such changes cannot be applied to individual reservations for which a move has been stored.

Similarly, when changing the arrival or departure date, the posted rooms always have to be available in that
period. If a room is not available in the requested period, the arrival or departure date for the reservation in
question will not be changed, and a system message will inform you of this.

Reservations will also be changed if their arrival and departure dates match those of the group master.

Changing the rate for all group members

Open the group master Navigator. In the lower left Reservation pane, select the [“IRate: New check box and
change the rate as required. Click [OK] to confirm your entry. The “Group action” prompt appears, where you can
choose the reservation to which you want the changes to be applied. In this case, you would typically choose the
“Group members only” option.

Changing the rate code for all group members

Open the group master Navigator. In the lower left Reservation pane, change the rate code as required. Click [OK]
to confirm your entry.

The “Group action” prompt appears, where you can choose the reservation to which you want the changes to be
applied. In this case, you would typically choose the “Group members only” option. Depending on the rate codes
created in the system data, it might not be possible for the rate code change to be applied for all rooms. If this is
the case, a system message will inform you of this.
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Group cancellation
Double-click the group master within the room plan, the reservation list, or the in-house list to open the DC
(double-click) menu.

After selecting the [“Icancel reservation radio button and clicking [OK] to confirm, the “Group action” prompt
appears, where you can choose the reservation to which you want the changes to be applied.

Group actioh

To which reservation do you want to
apply the changes?

Group members and maszter

tdember zelection

[ |
I I
I Group members only I
I I

Grouprnaster anly

Group check-in

1. Double-click the group account within the room plan (scroll right down) or the reservation list.

9002 GRP > ¢ Tanzgru . )
9003 GRP e Moonlig;rt and Sunset Bochumeg > Fig.: Group accounts in the room plan
a004  GRP 1006, PMD Kef . . " " .
9005 GRP 1006, Kleshisl » & Wesbiaipeisen > (identifiable by the "GRP" attribute).
9006 GRP
Fig.: Selected group account in the

Mame Kat. ti list. Th ter i
Lindemanm Standand reservation list. The group master is
Mck.enzie Peter Mr. Dehuxe identified by the group room type (GRP
Moonlight and Sunzet Bachum M ST)

2. The DC (double-click) menu opens.
3. Select the [¥ICheck In radio button and click [OK] to confirm.

4. The “Group action” prompt appears, where you can choose the reservation to which you want the
changes to be applied. Since the group master is also to be checked in, it is advisable to select Master
“Group members and master”.

Group check-out

The group check out procedure is different from that described above.
The easiest way to do this is from Departures because it is often the case that some of the group guests will still
have a balance left to pay (meaning that an invoice still has to be printed out) and some will not.

1. Open Departures (F7).

2. Filter the departures list by group by searching for the group name directly. You will then only see a list of
the guests in this group

3. You can select individual guests for check out or click [All] to check out all group members in one go
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4. Click the | E=ek04 [hutton. The guest invoices will now open one after the other (if you have selected
more than one or all of them), and you can edit each invoice as required. The invoices for guests who
have no balance left to pay will not open and will be checked out directly.

Void group check-in

Double-click the group account in the room plan to open the double-click menu.

Q002 GRP > < Tanzgru >

003 GRP >< hoonlight and Sunset Eloc:humul'>

9004  GRP 1006, PMD ke >

9005 GRP 1006, Kieehlsy < HKleehlstt Reisen Fig.: Displaying group accounts in
ggg? ggg 5 the room plan

a00%  GRP

o003 GRR

amn - GRR

After selecting the [¥IVoid CI status check box and clicking OK to confirm, the “Group action” prompt appears,
where you can choose the reservation to which you want the changes to be applied.

Creating a group invoice
1. To create a group invoice, click the [More] button from the group master Navigator to go to the
“Payment/Routing instructions”.

2. Define which charges are to be transferred to the group master: Click [New] and click [OK] to select the
relevant accounts.

Choose a routing target, for example “Within the folio to B”
Also select option “Route to group master”:

Click [OK] to confirm the dialog box.

o v &~ Ww

A message box appears, asking to which reservation you want to apply the changes. Choose [Group
members and master] to route the selected charges of all group guests to the master.

¥ See also “Navigator > The More... button > Payment/routing instructions”

NOTE:

¥ If an automatic routing was not created during the reservation, it is also possible to transfer all or specific
charges for group members to the master at group check out. To do this, open the master invoice and click the
[Edit] button - “Collect charges from group members”.

¥ If charges already exist on the invoice of a group guest, these will not be automatically transferred
retroactively. They can, however, be transferred to another room or the group master, for instance, directly
from within the guest invoice by clicking [Edit] - “Transfer charges to other invoice”.

bJJ Available user rights

96 | FO Transfer to Group Master | Authorizes a user to transfer group member charges to the group master.
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Post charges to each group member
1. Open the group master Navigator; by right-clicking the group account from within the room plan for
example.

2. Right-click in the Invoice pane to open the invoice dialog box.

3. Inthe lower right of the invoice dialog box, click the button.

4. Enter the TAA number, the quantity, and the amount for each room, and click OK to confirm.

5. The “Group action” prompt appears, where you can choose the reservation to which you want the
changes to be applied.

Group advanced invoice
With this option, room rates that are still to be posted and the fixed charges created for the group up to the date
of departure are posted automatically.

1. Open the group master Navigator; by right-clicking the group account from within the room plan for
example.

2. Right-click in the Invoice pane to open the invoice dialog box.

3. From the invoice dialog box, click the | Eheck Out | bytton.

A dialog box appears featuring the Interim Invoice, Advanced Invoice, and Preliminary Departure buttons.

Check out before date of departure @

[ Interim Invoice l

I Advanced lhvoice I

I Freliminany Departure I

Cancel

Now choose Advanced Invoice to post the room rates still to be posted & fixed charges for group guests to the
group master.

This is very time and process intensive. Do not cancel this operation! Note that this triggers the posting of all
revenues for the entire group and may therefore cause a shifting of the revenues in your statistics.
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Travel agent reservation

FRONT OFFICE ¥ RESERVATION ¥ TRAVEL AGENT RESERVATION

Unlike a company reservation, a travel agent reservation is made through a travel agent. Amongst other things,
this simplifies the search for reservations and allows for more detailed analyses of occupancy and revenue data.

For travel agent reservations, the software automatically opens a second invoicing window (invoice “B”) that uses
the travel agent as the invoicing address.

Go to “Reservation > Travel Agent Reservation”, enter the profile search data, and follow the procedure described
in the “Finding and creating a reservation” section.

If you enter the reservation directly in the Room plan or Room type plan and fill out the “TA” box, the system
automatically creates a travel agent reservation.

Source reservation

FRONT OFFICE FRESERVATION ESOURCE RESERVATION

Unlike a company reservation, a source reservation is made through a source (reservation office). Amongst other
things, this simplifies the search for reservations and allows for more detailed analyses of occupancy and revenue
data.

A “source” is a reservation office, e.g. the Cologne HRS office

For source reservations, the software automatically opens a second invoicing window (invoice “B”) that uses the
source as the invoicing address.

Go to “Reservation > Travel Agent Reservation”, enter the profile search data, and follow the procedure described
in the “Finding and creating a reservation” section.

If you enter the reservation directly in the Room plan or Room type plan and fill out the “Source” box, the system
automatically creates a source reservation.

Sharer reservation

Front Office ¥ Reservation FSHARER RESERVATION

A “sharer” reservation is one for which several guests share a room but each guest requires a separate invoice.
For example, this is the case when two colleagues share a room, both addresses are recorded and a separate
invoice must be created for each. The sharing parties may even have different arrival and departure dates, rate
codes and rates.

A sharer reservation may be made as follows: When you create a new reservation in the Reservation dialog box,
or by entering the required information in the Navigator if the reservation already exists. In both case, click the

Sharer button. .

A sharer reservation is treated the same way as a single reservation in protel. This allows you to enter different
details for each sharer. Sharer reservations appear as single reservations in reports such as Arrivals, Departures,
and Reservations which allows you to also search by guest name.

The company is automatically assigned to every allocated sharer reservation for Company reservations. One room
can have up to six sharers. Sharing is not available for reservations with room changes.
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The number of shared rooms that appear in the Housekeeping report corresponds to the number of sharer
reservations. The hotel status counts the rooms and guests even if the arrival and departure days of sharer
reservations are different.

Shared reservations in the room plan are indicated by a [+] sign and the number of sharers.

4 (21 Gallagher Mike hir 3

51_} Available user rights

96 | FO Sharer input Allows the user to enter a sharer for a reservation.

Creating sharers in the Reservation dialog box

1. To enter sharers when creating a new reservation, click [Sharer] in the Reservation dialog box.

2. Subsequently, the “Sharers for” dialog box appears. You can enter the guest name in this dialog box.

Sharers for Hutchinson @

Mame

|— Search...
Search...
Search...
Search...

Search...

Search...

JIEHE)

searching ..

[ (]9 ” Cancel I

3. Enter the first letter of the guest's surname. Then press the TAB key or click the Search... button. The
“Search Result” window appears.

4. Double-click the respective name or select the name and click [OK]. Click [New] to create a new guest.

5. Once you have selected an existing guest or created a new one, the “Sharers for” dialog box appears
again. You can enter up to five additional names.

6. Once you have entered all of the sharer names, click [OK]. In the Reservation dialog box click [OK] to
confirm the reservation. The “Sharer / input rate” dialog box appears.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 91 of 322


http://www.protel.net/

protel Front Office - User Manual | Reservation

Sharer finput rate (23]
Mame Rate code Special  Rate Adult Rl
NEGZROD | [T mmi1 O
Laughlin T Mr NEGZRO +| [ w01 |/
Medlister Patricia NEG2RO ~v| [ wm 1 A

0.00

000

000

0.00

0.00
[ ok, H Cancel I

All room sharers are now displayed.

You can change and monitor the rate code, rate and the number of guests for each reservation. If you want to
change the actual rate amount, you must select the Special rate check box for verification.

Select the 1 RI check box to specify which guest will be responsible for the payment of all bookings made by the

other sharers (e.g. one sharer books a spa treatment). The booking will then be filed with the guest assigned the
Rl tag.

Click [OK]. You will be prompted to indicate whether the accounts of all sharers should be diverted to this guest.

NOTE:

¥ If several reservations appear in the Reservation dialog box (as would be the case for a Group reservation, for
example), you can enter one or more sharers for each room respectively. Click [“IDet to select the corresponding
room. This indicates that you want to create sharers for this room.

Presstyp Preiz b bp.
5TD vl.] 7.00EuRNIC JBk
STD vl.] 700EwR OO @

Click [Create sharer]. Enter the names of the sharers as described above.

Creating sharers in the Navigator
Sharers are created for existing reservations using the Navigator. They can also be created even if a room has not
been allocated.

1. Inthe Navigator, click [Create sharer]. The Reservation dialog box appears in which the arrival, departure,
category, room number, rate code and rate have been copied from the original reservation.

2. You can change the suggested arrival and departure dates as required.
3. Enter the guest name and click OK to confirm the reservation information.

4. The Sharer / input rate dialog box appears. Proceed as described in the section “Creating sharers in the
Reservation dialog box.”

5. Click [OK] to confirm your entry and return to the Navigator of the original reservation.
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Sharer display in the room plan

Sharer reservations are indicated in the room plan by a plus sign (+) shown in the arrival and departure section of
the window. The number of sharers is shown in brackets in front of the guest name.

If the arrival and departure dates of the sharers in the reservation differ, the first arrival data and the last
departure date will be shown. The tooltip will expand automatically when you move the mouse over a sharer

reservation.

< (2) Jahngiegfried

AER Business / 22.06.12 [2]Jahn Siegfried
Sharer 1: Jahn, Siegfried,

21.06.12 23.06.12

Sharer 2: K.ahlke, ‘Wemer, Har

21.06.12 23.06.12

Right-click a sharer reservation to open the sharer list containing the names and reservation data of the sharers.

Now right.click to open the Navigator of the respective guest.

58! Sharer list = ’E-
Narne RT. Arrival Depar Cu... Price  Bala.. Stat LC] e (L ’

Eﬂ.ﬁﬂ---- |

Duncan 5 217 STDB 12."03 14/03 GBP 99,00 0.00 GTD..

< i ] »

[ 0K M Cancel ][ Help 1 Refresh balance
Res.:2 Adults: 4 Acc:0  HKto:0 [ Show extended tooltip

Double-click a sharer to open the Double-click menu. This menu contains additional options such as cancellation,
etc.

To open the Sharer / input rate dialog box, click [Rates].

Summarizing reservations as shared reservations

You can summarize two single reservations as one sharer reservation.

You can combine two complete reservations for the duration of a stay (Shift reservation) or combine two rooms
during the second night of a particular stay, for example (Move).

1. Inthe Room plan (or In-house list or Reservation list), double-click the reservation that you want to move
to another occupied room. The Double-click menu opens.

2. Select the @ Move radio button.
3. The selection list appears. Select the M inel. occupied rooms (share mode) check box.

4. Inthe drop-down list, select the room to which the reservation should be moved.
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Guest Yunus I 3 ]
Transaction Reservation information || [ |
(7) Check In Old Arrival:  04/04/13
() Check Out / Invoice Old Depart:  06/04/13
() Alter Arrival new &irival: LR Course of reserva... # b

04/04/13.06/04413 [ 215 [ |

() Alter Departure new Departure: Fav

() Shift reservation

to [210PRI vt 05/04/13

() Move and extend | RT. Status Features FO Status - ‘
() Cancel reservation Il 208 PRDEB Dirty IRON,LARGE NON... |_]t
3 | 209 STTB Cleaned FRONT MEDIUM....
Void Cl status
| 210 PRDB Cleaned LARGEMNONSMX..  Neil h
Delete blocking reservation | 211 STTB  Cleaned FRONT MEDIUM....
© Copy | 212 STDB Cleaned NONSMSMALLE..
. 214 STDB Cleaned NONSM.SMALLE...
[ ok J[ cancel ] E_‘; 216 STDB touched MEDIUMNONSM,...
" 217  STDB  touched FRONT NONSM.S...
14 218 PRTB Cleaned MEDIUM.COTZIP.... -~
I Incl. occupied rooms (share mode) I 2
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Sales enquiry

If a guest calls and wants to make a reservation for two single rooms for himself and another person, you can use
the sales enquiry to enter the reservation while you are on the phone. This feature checks the availability for the
requested stay and displays an overview of all available room types and prices for the different hotel rates. This

overview allows you to see quickly which room types you can offer at what rate.

Press the F11 key on your keyboard to launch the sales enquiry:

g8l Sales enquiry Lo o=

What is your name? Shopping basket:

1 Name: Comp. [_E@] Hotel  Arrival Depart.. Roo..
TA: Sci3
Booker: Hotel: | Hotel

2 For which dates do you need the room? [@] Richard’s Hotel - Ric...
Arival: 1070313 Departure 11/03/13 Njghts: 1 [7] Louis Palace - Louis ...

3 How many rooms do you need? For how many adults? [C] Victoria Hotel Amste... [m]
No. of rooms: 1 No. of persons: 1 Number of children per
Market/Source code: [ v H vI Add./ChBed:

4 ER0EEA o) (in] [ loment: | | -
[ Start enquiry I Promation:

| can offer you the following rooms: (Offer uparade!) Hotel availability: 4 il ’

For whom may | reserve the room?

turned away, because [] Display net rates

Rate
g . 8§
NOTE:

¥ As you open the sales enquiry using the F11 function key, it is often referred to as the F11 dialog box.

You can access the F11 dialog box from practically any part of the software. Wherever you are in the program,
you can stop what you are doing at any time and immediately deal with a sales enquiry. Note that the sales

enquiry enters a room type reservation, i.e. you can only define a certain room type to be reserved. You must
then allocate the actual room to the reservation afterwards.
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Processing a sales enquiry

1. What is your name?

Enter the name of the caller in the Name text box. You can also leave this field blank for tentative or non-binding
enquiries. You do not need the name until a room is actually booked.

2. For which dates do you need the room?
Arrival: Enter the required arrival date.
Departure: Enter the required departure date.

Nights: Alternatively, if you enter the number of nights the caller wants to stay, the departure date will be
automatically calculated and updated.

3. How many rooms do you need? For how many adults?
No. of rooms: Enter the number of rooms needed.

No. of persons: Enter the number of persons per room. For example, if the reservation is for 5 double rooms for 2
persons each (a total of 10 persons), enter the following: No. of rooms: 5, No. of persons: 2

4. [Start enquiry] button - | can offer you the following rooms

* Click the [Start enquiry] button to view all available room types, rates, and prices. This information is
displayed in table format in the lower window section.

Rate code PRDE (22/22) U (1/1) PRTE (2537250 STTE (42742)
Promo 12000 120,00 P 120.00 120.00
Package no 181,35 181.35 (W) 181.35 181.35
Rack2 160,00 160.00 () 160.00 120.00
Feel well 120,00 120,00 [ 120.00 120.00
BaR 10 180.00 e e e

The number of rooms that are still available for each type is indicated in parentheses (). If a room is not available
for a certain type, a rate is not shown (***). The rate information always refers to the first night of the reservation
period per room.

Rates that are highlighted in red are invalid or unavailable.

Rates that are highlighted in blue are fully booked but reservations can be made with a “waiting list” status.
An asterisk (*) in front of a rate code indicates a special rate from the guest profile.

You cannot overbook a room type in this dialog box.

¥ If you make any changes during the sales call (e.g. to the arrival/departure dates, the number of rooms etc.),
remember to click the [Start enquiry] button to refresh the output.
+ Select a cell in the rate grid to make the reservation at the indicated rate or retrieve additional price
information.

Rate details

If you want to view the rate details and the total price for the enquiry, right-click a rate in the rate grid to open a
context menu. Then select “Show TCS.”
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' o

[§8! Rate info STDB o @
Date Price MNet rate  Currency
19/04... 160.00 =% GBP
20/04... 140.00 = GBP
Total: 300.00 = GBP

The window that appears shows the room rates for each day of the reservation period. It also indicates any rate
changes during that period, e.g. because of special weekend rates.

5. [Reservation] button - For whom may | reserve the room?

If you want to make a reservation, select the relevant rate in the rate grid and click the [Reservation] button.
Alternatively, you can double-click the rate.

This opens the Reservation dialog box and updates it with your input from the F11 dialog box. You can add
additional information to the reservation if required.

If the caller decides to not make a reservation, proceed to step 6 to exit the dialog box.

6. [Turned away, because] button

I turned away, because I

_ Erguirg Qrily -
Error
Facilities
Fate
RBoaom Tupe
Undeszirable

=
-

From the pull-down list, select the reason why a reservation was not made and click the [turned way, because]
button. The reasons available for selection are maintained in the system data (System data > Reservation >
Reservation Codes > Turn away codes) and can be used in reports.
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Entering multiple reservations using F11

The F11 dialog box allows you to enter multiple reservations with different data (e.g. you need to book a double

room for 2 persons + a single room).

1. Enter the key information for the first reservation and click the [Start enquiry].
2. Select arate in the rate grid and right-click the selection to open the context menu.
3. Select “Add to shopping basket” from the context menu.

Alternatively, you can drag and drop the rate and room type from the rate grid onto the “Shopping basket

section.

4. The reservation appears in the “Shopping basket” section of the F11 dialog box.

=[O

Shopping bazket:

Avrrival Cepart.. Roo..
19/04/13

2

5. Now enter the key information for the next reservation, save it to the shopping basket section etc.

6. Finally, click the [Reservation] button to move all stored reservations to the Reservation dialog box.

7. Ifrequired, you can remove individual reservations from the “Shopping basket” section: Select the

relevant reservation, right-click the selection to open the context menu and select “Delete.”

Rate code description

You can enter a description for the rate code details in the system data. If such a description exists, it can be

accessed in the rate grid for every applicable rate:

Select the relevant rate in the rate grid, right-click the selection to open the context menu and select “Rate code

description.”

Example of a rate code description (here: in German):

|68l Preistyp Beschreibung [ = [i= &J
vy
vy
protel ¥

Buchbare Kategorien: Standard & Business

Gltigkeit: Keine besonderen Einschrankungen

Saisonabhangig? nicht saisonabhangig

Wochenendpreise: “

Splits inkl.: Frihstiick (inklusive)
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Special features in the F11 dialog box

The F11 dialog box provides a number of special features and useful settings that can be activated for each hotel
separately. Here are some examples:

b

The BAR feature calculates the rate codes for each day of a guest's stay and displays the least expensive
rate code per day. If a reservation is made in BAR mode, the corresponding rate codes are automatically

added to the rate-per-day grid.

You can selectively include certain rate groups only.

You can selectively include rate codes with a certain market code only.
You can make allocation reservations.

You can create yield enquiries in installations with a connected yield management system (version
2008.11.784 or higher).

You can create waiting list reservations.
You can hide numbers in the F11 dialog box.

And much more...

¥ For more information, please contact your protel distributor or the protel support team.

Enable rate group selection

From version 2013.17.400

The rate group selection can now be activated as part of the BAR function located in the reservation assistant.

How to proceed:

Withdraw the respective user right “367 - FO Reservation Best Available Rate”. In doing so results in

blocking access to the BAR functions.
A new system setting overrides the withdrawn right and makes the field for rate group selections

available separately in F 11 as a dialog box:

] Sales enquiry - o lEE
Vhat is your name 7 k|
1 Hame Sgarch | Comp Seargh
TA Ssarch | 5S¢ Saarch
Bockgr Hes | Hotel -
2 Far which dates do you naed the room? [# City DO - Cityhotel D...
Amval: |184H/13 | Departure | 19/4/13  Nights: 1 ] Cariten 00 - Cariton ...

How many moms do you need? Forhow many adulis? | Wictoria MO - Victaria_. w || Fiter

Mo, of oo : 1| Mo, of parsons 1| Mumber of childeen per
Market/ Seurce code: v w  AddCh Bed
4 D JBAR RMS)0Y) | Alotmert v
Sat enquiny Promotion
| can offer you the following ranms [Offer upgrade Hotel availshity

¥ Please don’t hesitate to contact the protel Support Team to assist you with these settings. Just get in touch —
we’re happy to help!
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Room allocation

FRONT OFFICE ¥ RESERVATION * ALLOCATE Rooms

The Allocate Room menu item allows you to assign a room to individual reservations and modify these as
required.

If protel is set up so that room type reservations are not automatically assigned a preliminary room number (see
below), the room will automatically be allocated when you check in the room type reservation from the arrivals
list, for example.

W An entry in the PROTEL.INI file (in Section "Zplan", "Zimmerplanbezug=1/0") indicates whether or not room
type reservations are assigned preliminary room numbers and are consequently displayed in the room plan. If
this option is activated, the room numbers assigned to room type reservations will be flagged with a question
mark; otherwise, a room number will not be entered. For more information, contact your system partner or
protel hotelsoftware GmbH in Germany.

Accessing room allocation

Click Reservation > Allocate Rooms.

Room &llocation
Filter Sort order
Date of arival:  [10/03/413 Q () room plan order ) by room status
@ All reservations Stats
(©) &l reservations without room no. [¥] Confirmed [¥] Option without ded.
) &l reservations with room no. assign [¥] Option with ded.  [¥] wait. list
Name (V] &lNone
TA/Cor./Gip
[ 0K ] [ Cancel ] [ Help
Filter
Arrival date Filter reservations for which you want to perform a room allocation by the date of arrival.

Enter the date directly or select it using the ... button.
@ All reservations All rooms are displayed.

(@ All reservations without All unassigned rooms are displayed.
room no.

@ All reservations with Only allocated rooms are displayed.
room no. assign

Name Filter the rooms you want to display by a specific name. This can be useful when editing all
rooms in one group that must be on the same floor.

Sc/TA /Cm/Gp Filter the reservations you want to display by source, group, company or travel agency.

Sort order

You can define whether the displayed reservations should be shown by room plan number or room status.
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Status

Define the number of reservation statuses to display.

Use the @ All/None to select all four status options or no status option.

Room Allocation dialog box

Once you have filtered the reservations, all reservations that meet the selected criteria will be shown in the left
window pane of the Room Allocation dialog box. When you select a reservation, all rooms available for a specific

reservation period are shown in the right window pane with their respective room features.

|68l Zimmerverteilung Snreise: 08,06.12

= [0

Aktiongauswahl

@ Zimmerverteilung nomnal () Mehifachzuteilung aktivieren [
(7 Reservierung splitten L J () Zimmerverteilung iickaangia [
(D Tausch aktivieren Zimmervert. alle K.ategorien
Zi-Mr kat, Status  Erw Marme Res,-Stat = < Zi-Mr, kat,
? EX Suite 6/0/0/... Daimler Benz  GRT m Deluxe
? City Suiter 1/0404..  Adehardt Si..  GRT a 540 Deluse
? Standard 1/0/0/...  Drenkelfort GRT = 553 Deluxe
? Standard 1/0/0/...  Apple GRT 0 5E3 D eluxe
¥ Superior 2/0/0/..  Apple GRT ] 5 Deluxe
¥ City Suite 2/0/0/..  Apple GRT R73 Deluxe
7 Superior 2/0/0/..  Apple GRT ] RE3 Deluxe
2 [Dewe | |20/ Lbpple [GAT | 585 Delure
? Business 1/0/04..  Drenkelfort ... GRT 0 223 Deluxe
T4 Superior 2/0/0/...  Rudelwohn... GRT an3 Deluse
123 Deluxe schm...  2/0/04.. FCBayem GRT 592 Deluse
124 Business  schm.. 1/0/0/.. Moonlight &.. GRT 5393 Deluxe
203 Deluxe schm...  2/0/04.. FCBayem GRT - 594 D eluxe
4 1} » 4 [}
Anzahl markierter Zimmer: 1 1}
Features: Gastwiinsche: Wunsch: - Preis:
Wip: Abreize:  Gp/Fa/Rb/Sc ABZeit Matiz 1:
09.06.12 | A4pple 47 : Matiz 2
0K || Abbrecren | [ Hite | [ Zusatz

Status

schimu...

Cl

schmu...

Cl
Cl

schimu...

Cl

schimu...

Cl

sohimu...

sauber
sauber
sauber

Optionen

Zimmerfeatures passend

Feature
MR

Hof
Seeblick MR
Haf WA
Hof
Seablick
Hof
Seeblick
Hof
Seablick
Hof

Hof

Hof

240,00 EUR

*

1
1l
n

Besch =
EZ MR
Eirzelz
Einzelz
Einzelz

m

Einzelz
Einzelz
Einzelz
Tagur:
Einzelz
Eirzelz
Einzelz
Einzelz
Einzelz ~
»

Room column in left window pane
This column displays the following:
* A question mark if no room has been assigned

* The room number if a room has been assigned

* A question mark / the number of rooms (?/4 rooms) if the reservation is for a group and no rooms have
been assigned. In this case, the reservation must be split before individual rooms can be assigned (see

"Split ting a reservation" below).

"<" and ">" columns in the right window pane

The "<" and ">" columns in the right window pane indicate how many days precede or follow the previous or

following reservation.

¥ A"0"in the "<" column indicates that the next reservation directly follows the reservation in question,

providing useful occupancy information.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 101 of 322


http://www.protel.net/

protel Front Office - User Manual | Reservation

Results list

Some reservations displayed in the results list appear in different colors:

Red: The guest left a comment in the guest profile and/or a VIP code was stored in the guest profile.

Blue: The reservation has been tagged with "Blocked room". A message appears if a different room is assigned.

Right-click the mouse to open the Navigator and edit the reservation as required.

Selection

Select one of the following options:

@IStandard mode (single Rooms will be allocated individually

select)

@ISplit reservation mode If the total number of reservations and not the individual rooms ("?/10) for a group or
multiple reservations is shown, the reservation must be split before rooms can be
allocated.

Select the “Split Reservation mode” check box, select the reservation and click the [Split]
button. You will then be asked how many rooms you would like to split. If you want to split
the entire reservation, you must enter the total number of rooms. If you only want to split
a certain number of rooms, enter the respective number of rooms in the box.

2ISwap rooms mode If you would like to swap rooms for two reservations, select the “Swap rooms mode”
check box and select the two reservations whose room numbers should be swapped. Once
you have made your selection, click [Execute swap].

2/Multiple assignm. mode You can allocate several rooms simultaneously. Select the check box to select several
rooms on the left-hand side. Click the [Avail. rooms] button. All available rooms appear
on the right-hand side. The number of rooms selected on the left-hand side are
automatically tagged. If you want to allocated rooms other than those suggested, change
the selection in the left window pane. The “Number of selected rooms” box directly below
the lists helps you select an identical number of reservations and rooms. Click Allocate to
assign the rooms to the reservations.

2/Undo allocation mode If you need to change a room reservation, select this check box, select the reservation you
want to change and click Undo to cancel the assighment. A question mark will
automatically appear instead of the room number.

Room allocation within Select this check box if you want to display all rooms available during the reservation
all roomtypes period. Clear the check box if you only want to display rooms that have an identical
category in the right window pane.

Room features Select this check box if you only want to display rooms with identical room features, for
example if the guest requests a room with a balcony.

Guest information is shown at the bottom of the dialog box. This information is taken from both the guest profile
and the reservation.

If room features have been stored in the guest profile, rooms with these features will appear first in the list during
a room search. This requires that the corresponding codes must be entered in the system data (System Data >
Reservation > Room Features). Manual entries will not be taken into consideration.
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Rooms out of service

Front Office F Reservation ¥ Rooms out of service

An “out of service” status indicates that a room can still be sold but is temporarily blocked because of a minor,
easy-to-fix malfunction. Unlike “out-of-order” rooms, “out-of-service” rooms are included in any availability
calculations. In addition, out-of-service rooms are automatically reactivated after a predefined period of time
without user intervention.

Setting a room status to “out of service”

1. From the Reservation menu, select the “Rooms out of service” menu item.
2. Select the check box next to the room.
3. Selecting a time:

a) Click the [Create] button if you want to set the room to “out of service” for a period in the future. Then
define the period:

QuEOF Senvice @ Fig.: Selecting a period of time. The room is out of
Status from to: 11/03413 - 11/02413 service from January 21st to 25th, 2013 because of
Status fter lmeaned v] ongoing paint work. Afterwards the status changes to

“cleaned.”
Reason: |&IR CON - &it Conditior v |
] ] l Cancel J
or

b) Click the [Set rooms OOS today] button if you want to set the room to “out of service” for the day of the
current protel date only.

4. Select the status that the room should change to automatically once the out-of-service period is over.
5. Select a reason for the out-of-service status as required.

6. Click [OK].
For the duration of the out-of-service period, the room status is indicated as follows in the room plan:

599 Deluxe @

g0 Excute @ D [ | [ | [ |

B0l EX Suite @

NOTE:

¥ Rooms with an out-of-service status are not included when allocating rooms.
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Revoking an “out-of-service” status

The out-of-service status is automatically lifted by default when the predefined period expires. If you need or
want to revoke the status earlier (perhaps someone only had to replace the TV set), you can do so very easily:

1. From the Reservation menu, select the “Rooms out of service” menu item.

2. Scroll to the room and select the check box next to the relevant blocking date:
] 108

a-[]107
09.06.12- 09.06.12

108
4. Click [Delete].

‘::-JJ Available user rights

372 | FO Roomstatus O0S Authorizes a user to set an out-of-service room status.

O, Available settings

-

You can define a default status that a room should automatically change to after the out-of-service period
expires (“OO0S status after”). For more information, please contact your protel distributor or the protel support
team.

L Related topics:
Reports > Room Plan > Room information

Block/unblock rooms

[Front Office ¥ Reservation ¥ Block/Unblock Rooms]

protel HMS allows you to block rooms that need repair etc. and therefore cannot currently be reserved. This
allows you to keep a clear overview of your hotel's availability. The software automatically deducts blocked rooms
from the overall availability to prevent them from being taken into account during reservation enquiries. To
ensure that your statistics are correct (see “Hotel status”), your lists and reports are also updated to reflect the
current day's information.

Block a room

1. Inthe “Reservation” menu, click the “Block/Unblock Rooms” menu item.

2. Select the room you want to block in the left window pane. You can also select multiple rooms for
blocking if required.

3. Inthe right window pane, select the period for which you want to block the room:
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Block/Unblock Rooms IEI

Room list Block

# Room type H.. * it |- T Reason Text

409 FRTE 4a

11 FRTE 4a

12 STTE da

414 STTE da

415 5TTP 4a

116 STTH da

7 STDE 4h B

418 PRTE 4

419 5TDE 4h

420 FRTE db

421 STDE db

Delete Blocking ] [ Delete all Blockings ]

422 FRDE 4h

423 STTE 4h T el Dlock

424 FRTE 4b From: 10/0313 [.]  Room 410

425 ST A R e N3 (o] Reason [+
[ ark all ] ’ Mark none ] ’ Block Roam ] [ Change Blocking ]

[ Ok l ’ Cancel ] ’ Help ]

4. Click the [Block Room] button.

5. Inthe “Room blocking” dialog box, enter a reason for blocking the room.

Roorn blocking

Reason: ’B.t’-‘n.TH - Bath v]
Teut:

Shower

[ QK. ” Cancel l

4

6. The available options are configured in the system data under “Reservation > Room Maintenance.”
7. Click [OK] to block the room. The blocked room appears in the left window pane highlighted in red.

For the duration of the selected period, the room status is indicated as follows in the room plan:

Right-click the selection to see the reason for blocking the room. Click the [Res.-Hist.] button to open the
Reservation History dialog box with information on when the room was blocked and by whom.

¥ Blocked rooms are assigned an out-of-order status (OOOQ) and are not available for reservation for the
duration of the block.
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Unblocking a room

Once the reason for blocking a room no longer exists, you can release the room with a few mouse clicks.

Unblock the room to make it available again.

1.

2
3
4.,
5

In the “Reservation” menu, click the “Block/Unblock Rooms” menu item.

To remove the block, select the blocked room in the left window pane.

Then select the block that you want to remove from the right window pane.

Click the [Delete Blocking] button. Confirm the prompt to unblock the room.

Then you can select a news status for the room:

Changing / editing block settings

Swvitch roorm status @
Status
Clean Checked clean. in progress
Drirty @ Touched Ot of service
[ ]S l | Cancel |

If you try to shift or change block settings for a room in the room plan, you are prompted to confirm the changes.

If you want to change room block settings using the “Reservation > Block/Unblock Room” menu item, select the
block in the right window pane, make the required changes and click the [Change Blocking] button.

2

302

255

256

Available user rights
FO Block/Unblock rooms
FO Room block without reason

FO Block room without entering a
reason

Authorizes a user to block and unblock rooms.
Authorizes a user to block rooms without selecting a reason.

Authorizes a user to block rooms without entering a text as an
explanation.
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Hurdle rates

FRONT OFFICE PRESERVATION FHURDLE RATES

This menu item is only visible if your protel installation interfaces with an external yield management system.

The “hurdle rate” defines a room rate threshold below which a room cannot be sold on a given day. Hurdle rates
are defined by the yield management system.

L2 Further information:

Please contact your local protel distributor or the protel support team.

Rate availability

Front Office k Reservation F Rate Availability

You can achieve better rates by flexibly adjusting the rate availability for each day and situation. Using protel Air,
you can quickly and easily create a strategy for any given time period or day with an immediate effect on your
sales via all distribution channels. By blocking low prices during peak periods and periods of high occupancy, for
example, you can exploit your potential revenues to the full.

You can determine availability for each rate code (including all rate code details) OR for each rate code detail:
+ Make rates available on a per-day basis.
+ Block certain rates completely or only for certain arrival dates.

+ Define certain conditions, such as occupancy, minimum stay or minimum number of persons.

¥ NOTE:
Rate availability exists in two versions:

+ The standard version shows all hotel rates in a calendar-type overview that covers one complete month
at a time.

+ The extended protel Multi Strategy version allows you to define multiple rates strategies which provide
even more flexible rate code availability options.

¥ Standard version

¥ Extended protel Multi Strategy version
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Standard version

FRONT OFFICE ¥ RESERVATION F RATE AVAILABILITY

Regardless of whether or not a strategy has been set, this dialog box provides a calendar-based overview of all
the rates for the hotel for a particular month.

With the standard version, you can either set strategies for a rate that includes all rate code details or set
strategies for each individual rate code detail.

¥ The extended dialog box (which includes the “Yield Level” and “Rate Groups” filters) is available as of protel
release 14.685.

Dialog box features

When you open the dialog box, it shows the current month by default. Use the [+] and [-] buttons to go to the
next or previous months.

The table below this shows all the rates for the selected month, or all rate code details in the detailed view (see
below).

The buttons at the top right of the dialog box allow you to restrict the strategy overview to a hotel (protel MPE
only!), rate group, or rate code:

Hotel: | *alle Hatels * || *alle Preisqruppe |

“flle Preistupen - I

Select the “View details” check box if you want to see the rates plus all rate code details; clear the check box if
you just want to see the rates.

NOTE:

¥ If you have not set a strategy, all rates will be “open”.

Click a table header to sort the table by the contents of that column. Right-click a table header to open a context
menu, in which you can adjust the table view.

Procedure

¥ NOTE: Before you begin, you need to decide whether to make your settings for the rate code as a whole OR
for each individual detail. You cannot mix and match the two! Do NOT select the “View details” check box unless
you are sure you want to manage the rates at rate code detail level!

1. First enter the month for which you want to see the rate breakdown. Click the [+] and [-] buttons to go to
the next or previous month.
You can assign a strategy to every rate code or rate code detail that is displayed in the overview.

2. Select a rate code/rate code detail. (Use the Ctrl key to select multiple or all rate codes/rate code details.)
3. Inthe lower part of the window to the right, define the period for which you want to apply the strategy:

4. Then, from the “Strategy” drop-down list, select the type of rate block and - if required — enter a
parameter in the “P1” and/or “P2” boxes.

5. Click [Set] to confirm.
6. The block will then be indicated in the list by a key.

The [Publish to GDS] button is available for selection only if you are connected to a GDS (global distribution
system). Click this button to transfer the changes to the GDS.
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Description of the different strategies

¥ To be able to use all the strategies described here, you need protel release 14.183 or higher.
- OPEN

Description: Rate is available. (All rates are available initially.)
Parameter: None
Key: ||_ll

X CLOSED

Description: Rate is not available. (Closed rates cannot be used on defined days or during defined periods.)
Parameter: None
Key: “X”

A CLOSED FOR ARRIVALS

Description: Rate cannot be selected for arrival on a day within the defined period. You can use this, for example,
to block cheaper rates for arrivals if higher paying guests wanting longer stays (for example, trade fair guests) will
potentially be arriving on this date.

Parameter: None

Key: “A”

M MINIMUM STAY P1 DAYS

Description: You can block rate codes for stays below the defined minimum length of stay.
Parameter: P1 = Number of days for the required minimum length of stay
Key: e.g. “m3” (for a minimum stay of 3 days)

MA MINIMUM LENGTH OF STAY ON ARRIVAL P1 DAYS

Description: You use this strategy to define a set number of nights in combination with a specific arrival day for a
rate code.

Parameter: P1 = Length of stay (number of nights)

Key: e.g. “ma3” (Minimum stay 3 days when arriving on a Wednesday)
MR MINIMUM REMAINING LENGTH OF STAY P1 DAYS

Description: If a stay extends beyond a certain day, you use this strategy to define how many nights have to
follow this day to be able to post this rate.

Parameter: P1 = Minimum number of days for remaining length of stay

Key: E.g. “mr2” (remaining length of stay must be at least 2 nights)
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P1-P2 STAY LENGTH MUST BE BETWEEN P1 AND P2 DAYS

Description: This rate code will only be available for a length of stay that is between the values entered. This
blocks rates for stays of a specific length. The rate will then only be offered for reservations that do not fall within
this period.

Parameter: P1 = Minimum length of stay and P2 = Maximum length of stay

Key: e.g. “2-7” (Stay of at least 2 days and a maximum of 7 days)

PP1 MINIMUM OF P1 ADULTS

Description: Blocks rates for reservations below a defined minimum occupancy.
Parameter: P1 = Minimum occupancy (humber of adults)
Key: e.g. “P2” (for a minimum number of 2 adults)

#P1 OPEN WHEN STAYING P1 DAYS OR A MULTIPLE OF P1

Description: This strategy is intended for special (cyclical) offers in conjunction with a specific length of stay (or
multiple of this). If, for example, the offer is seven nights for the price of six, postings on this rate code are
possible only for stays of 7/14/21 days and so on. If you also restrict the arrival to a specific weekday, this rate can
only then be applied for stays starting from the defined day of that week.

Parameter: P1 = Valid stay (number of days or multiple thereof)

Key: #7 (for the example given above)
PP1 MINIMUM OF P1 ADULTS

Description: Blocks rates for reservations below a defined minimum occupancy.

Parameter: P1 = Minimum occupancy (number of adults)

Key: e.g. “P2” (for a minimum number of 2 adults)

XP1 MAXIMUM SELL OF P1 (SQL ONLY)

Description: Restricts the number of postings on a particular rate.

Parameter: P1 = The maximum number of rooms to be sold for these rate codes

Key: e.g. “x10” (This rate code can be applied a maximum of ten times only.)

0P1 CLOSED IF OCCUPANCY EXCEEDS P1 PERCENT (SQL ONLY)

Description: Rate codes can be blocked once a specific occupancy is reached.

Parameter: P1 = The percentage occupancy from which this rate code will no longer be offered
Key: e.g. “040” (from an occupancy of 40 percent)

0P1-P2 OPEN WHEN OCCUPANCY P1-P2 PERCENT (SQL ONLY)

Description: For controlling rates depending on occupancy.

Parameter: P1 = Percentage occupancy from which the rate code is available / “P2” = Percentage occupancy up to
which the rate code is available.

Key: “080-90” (open for an occupancy of between 80 and 90 percent).

ODP1-P2 CLOSED AT OCC. >P1 OR P2 DAYS BEFORE ARRIVAL (SQL ONLY)
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Description: This option combines “Closed if occupancy exceeds P1 percent” and “Number of days before arrival”.
This means that you can define that this rate code is to be closed once a specific occupancy is reached OR from a
specific number of days before the guest’s arrival.

Parameter: P1 = The percentage occupancy from which this rate code will no longer be available / P2 = The
number of days prior to an arrival date from which this rate code can no longer be applied

Key: e.g. (40% / 6), this means that this rate code is closed if occupancy > 40% OR when the arrival date is < than 6
days away.

RTOP1 CLOSED WHEN ROOM TYPE OCCUPANCY EXCEEDS P1 PERCENT (SQL ONLY)
Description: Allows you to manage your rates on the basis of an occupancy of a defined room type (= number of
existing reservations for the requested room type * 100 / total number of rooms of the requested room type).

Parameter: P1 = Percentage room type occupancy

Key: e.g. “rto80” (rate code availability closed from 80% total occupancy).
A1P1 CLOSED >P1 DAYS BEFORE ARRIVAL (SQL ONLY)

Description: For early bird offers: A rate is no longer available if there are fewer than P1 days remaining prior to
the arrival date.

Parameter: P1 = Number of days prior to arrival

Key: a2P1
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protel Multi Strategy

FRONT OFFICE ¥ RESERVATION F RATE AVAILABILITY

¥ A special setting must be made in protel before you can use protel Multi Strategy.
protel Multi Strategy is available for protel release 13.205 or higher.

For more information, please contact your protel distributor or the protel support team.

Compared to the standard version calendar view, the extended dialog box shows a table with all defined

strategies.

{6 Rate Availability [ = B
Display
Peiiod  1/06/12 | 30/06/12 || - || :J Hotet  [City DO - Cityho ~ |[*allrate groups | [*Allrate codes |
Hotel D. Valid from D. Valid Rate group Rate code YieldLevel Detail
| = City DO Fr 01/06412 Sa 30/06/412 FLEX H4
| == City DO Fr 01/06412 Sa 30/06/412 FLEXH3
| == City DO Fr 01/06/12 Sa 30/06/412 FLEXH2
| == City DO Fr  01/06412 Sa 30/06/12 FLEX H1
= (City DO Fr  01/06/12 Sa 30/06/12 FLEXL3
= (City DO Fr 01/06412 Sa 30/06/12 FLEX L2
| == City DO Fr  01/06/12 Sa 30/06/12 FLEX L1
= (City DO M... 04/06/12 M... 04/06/12 FamilienRe
| = City DO Th 28/06/12 Sa 30/06/412 Barl
| == City DO Fr  29/068/412 Sa 30/06/412 Bar2
| 3 W L |
1 4 1 > |
Hatels: City DO From: 01/06412 | 30/06/12
() Valid for rate group: [ Weekdays: ViMo [ Tu [¥we ¥ Th [¥IFr [¥]Sa [¥]5u
©) Valid for rate code: f”\/alid for all rate coc v ‘1 <-All rate groups v Action: ‘ -Open v
) Valid for detail: [ " I ‘ | Parameter: P1: P2
Yield Level “Blllevels v New |[ Edt | Delte | Reset
RT.-groups: \7
Room types: L
[ ok [ cencel | | PublishtoGDS |

protel Multi Strategy allows you to configure strategies and restrictions for rate codes, rate code details, rate

code groups, yield levels or combinations of these.

protel runs three cycles to check if a strategy is defined for a selected rate. A strategy defined for a detail takes
precedence over a strategy for a rate code which, in turn, takes precedence over a strategy for a rate group.

You can also define a rate code to be “open.”

BUTTONS
[Reset] Undoes your last change.
[New] Creates a new strategy.
[Edit] Applies changes to an existing strategy.
[Delete] Deletes the selected strategy.

Defining strategies with protel Multi Strategy

The following example illustrates how you can use protel Multi Strategy to control rate availability.
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Blocking a rate code for one month
You want to block the “BAR1” rate code for an entire month.

1. Select a rate code from the “Rate code” pull-down list, e.g. “BAR1":
Hotels: City DO

(©) Valid for rate group: B : '

©) Valid for rate code: | Barl [ <-al rate groups v

(©) Valid for detail & '

Yield Level: v

RT.- : } ;
gk FamilienRe .

Room types: FLEX v )

2. Select a period of an entire month, e.g. September 2012.

3. Select a strategy from the “Strategy” pull-down list, e.g. “X Closed”:

From: 01/06A13 || 30406413

Wwheekdays: [ Ma [#] Tu ['we ] Th [FFr [#]5a [¥]5u
Actian: 5 Closed - |
Parameter: F1. 0 Fz 1]

| e (| E dit | Delste | Fesst |

4. Click the [New] button to create the strategy.

VERIFYING THE STRATEGY

Press the [F11] function key to open the protel Sales enquiry dialog box. Start an enquiry for the month you
defined above (September 2012). If your user account has the right to ignore defined rate availabilities, you will
see the blocked rate highlighted in red. Otherwise, the rate will not be visible to you.

Strategy considerations

You should keep the following in mind before defining a strategy:

A rate is always open unless a strategy restricts its availability.

If you want to use a strategy to offer a rate under certain conditions, make sure to define adequate restrictions
for the strategy. For more information, please refer to the protel Multi Strategy documentation that you can
obtain from your protel distributor or the protel support team.

Further information
User guide: Rate availability management with multiple strategies
(please contact protel Support or your protel distributor).
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Maintain Allocations

Front Office I Reservation IF Maintain Allocations

An allocation is a contractually guaranteed number of rooms that a contractual partner (a tour operator, for
example) can block out and book for a specific contractual period. Any unused capacities can be returned to the
hotel without a cancellation fee under observance of a contractually agreed time limit (this is referred to as
dynamic or relative allocation). Once the contractual period comes to an end (closing date), the allocation expires,
meaning that any unbooked rooms from the allocation will once again be released for general bookings.

Within protel, there are two types of allocation: Absolute allocation, which involves blocking out a set number of
rooms for a dedicated tour operator up to an agreed date.

Dynamic/relative allocation, which involves blocking out a set number of rooms for a tour operator over a longer
period, for example from June 1, 2012 until December 31, 2012. With this option, the tour operator is able to
return blocked rooms up to an agreed expiration date (a defined number of days before the scheduled arrival
date).

Allocations are shown only on the room type plan, not the actual room plan. Actual reservations from an
allocation, however, are indicated on the room plan; in this case, the guest name will be displayed in pink.

There are two types of allocation:

= Decrease availability: In this case, the rooms from the allocation (in the respective room types) are generally
removed from availability irrespective of whether or not any reservations have actually been made from this
allocation. These allocations will not be included in the allocation row of the room type plan.

= Do not decrease availability: The rooms are not removed from availability. Instead, the accumulated total of
rooms for all allocations are displayed in the allocation row of the room type plan. Reservations from these
allocations are removed directly from availability, but are no longer shown in the allocations. This ensures
that the precise number of available rooms can be calculated.

Allocations are only ever shown on the room type plan. For allocations of the type Do not decrease availability,
the rooms will be shown in the “Allocation” row; for allocations of the type Decrease availability, the rooms will
be removed from availability directly.

We recommend the use of Do not decrease availability allocations.

Since an allocation is not a confirmed reservation, allocations are not included in forecasts, such as the hotel
status report or other reports.

5?_3 Available user rights

335 |FO Maintain allocations Controls access to allocation maintenance.
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Maintaining allocations

Click Reservation > Maintain Allocations to open allocation maintenance.

You use the “Maintain Allocations” dialog box to create (Insert button), edit (Edit button), or delete (Delete
button) allocations. Click the [Alloc. History] button for a detailed list of all the actions that have been performed
in association with the selected allocation. Click the [Budget] button to open budget management for a selected
allocation, where you can define monthly values for the allocation.

Double-click an allocation to open and edit it.
Display options:

All not yet expired allocations are displayed by default. If you also want to display expired

Incl. expired . . .
ki F allocations, click the “Incl. expired” check box.

Incl.canceled | If you also want to display canceled allocations, click the “Incl.canceled” check box.

£2,  Available user rights
224  |FO Event modification Controls rights to create and delete allocations.

397 |FO Delete allotment Controls access to the [Delete] button.

Creating allocations

Click [Insert] to create a new allocation.

Allocation data | Additional infa. I Allacation owverview | Roarming lizt Heservationsl
Allocation name:  prokel @ Room type independent allocatior
Abhreviation: bt Mumber of roms: g
_ Souce: _) Detailled list of room types
lAgTJ Decrease availability
;JGIDUD: Room type Quantity i Adit
Comp: Protel Hotelzoftware GmbH
Pravizion B0 po
Rate code: BAR 10 hd l@
Period: 00513 - 19/05/13
Release date: @ absolute: 30/04/13
) relative: Days Rm.type: (uantity, @ Ade.  0.00
0 Addls 1200 Ingert Delete Ingert all with 0
Booker: Ted Baker
Int/Eut -
Allocation name / Enter a name and abbreviation for the allocation. These entries are mandatory.

Abbreviation

Enter the name of the reservation office (Source), travel agent, group, and / or company for

Souree: which you want to create the allocation. Enter the first letters or full names in the

Agert: respective box and click the adjacent button. This opens the corresponding profile, provided

Group: this has been created. Otherwise, you can create a new profile. You must complete one of
the four boxes at least.

Comp:

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 115 of 322


http://www.protel.net/

protel Front Office - User Manual | Reservation

Provision

Rate code

Date (from / to...)

Release date

& Adults
Booker, Int/Ext

@ Room type independent
allocation

@ Detailled list of room
types

Decrease availability

Rm type: W
Quartity @At | 0.00
Insert
Delete
Insert all with 0

The “Provision” box is an information box in which you can enter the commission
percentage. However, please note that this is not linked to commission clearing. This entry
is optional.

If a special rate code is to be assigned for all reservations of a particular allocation, select it
from this drop-down list. Use the New button to create a new rate code. This opens the
system data “Rate Management” window. This entry is optional.

Enter the contractual (validity) period for the allocation.

@ absolute — A fixed expiration date, after which the allocation is no longer available for
postings. With this option, rooms will be deducted from the overall availability.

@ relative — The number of days before the scheduled arrival date on which the allocation
will expire (expiration). The reservation must be posted before this deadline. Example: If
this box contained the number “7”, this would mean that the final reservation would have
to be entered no later than seven days prior to the scheduled arrival date.

In this box, you can enter the revenue you want to be achieved for each adult. This is for
information purposes only and will, at most, be displayed on the allocation reports.

The “Booker” and “Int/Ext” boxes are populated by the system automatically.

If you only need to define a specific number of rooms for the allocation, irrespective of
whether these are single or double rooms, select the “Room type independent allocation”
check box and enter the number of rooms. These reservations cannot be created as
“Decrease availability”.

If you want to specify a precise number of rooms to be available of each room type for the
allocation, select the “Detailled list of room types” check box and enter the required room
types (see below).

If you want the rooms specified in the detailed list to be removed from room type plan
availability, select the “Decrease availability” check box.

Select the required room type.

Enter the number of rooms for each room type. You can also specify the average number of
adults to be expected per room (optional).

Click the [Insert] button to add the entry to the list.
Click the [Delete] button to remove entries from the list.
Adds all of the hotel’s room types to the list at once with a “Quantity” of 0. Double-click the

required room type to select and enter the required quantity. Go through each room type
in turn. If you do not require a room type, simply click [Delete] to remove it from the list.
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CREATING A GROUP MASTER FOR AN ALLOCATION

You can create a group master for the allocation. In this case, you can use the [Payment instructions] button to
create a collective invoice for all reservations from the allocation. (see the “More button — Payment/routing
instructions” section).

If you need to enter additional information about the allocation, click the [Note] button.

Additional info

[Reservations > Maintain Allocation > Edit allocation / Additional info.]

Allocation data | Additional info. |.-’-'l.llocation OvErviE | Fiooming list | He&ewatiuml

arket: I Corporate Group - I Hear: I b I
Source: I "I Come: I "I
Status: I GTD CompriagentD] - I Type: I.t'-\lluc:atiuna - I

Allotrment status:

IEIpen - no reservation accepted VI

¥ A special setting must be made in protel in order for the “Additional info.” tab to be shown. For more
information, please contact your protel distributor or the protel support team.

If necessary, store a market or source code for the allocation, ‘hear’ and ‘come’ information (where they heard
about the hotel and the reason they chose it), and a reservation status.

Every reservation that is created from this allocation will be assigned the features defined here automatically.
STORING THE ALLOTMENT (ALLOCATION) STATUS

“Open”: The number of rooms within the allocation can be changed as required for the allocation period.

¥ Please note: If there are any allocations that are still open, but not available for reservations, you will need to
make a special setting. Please contact your local protel distributor or the protel support team for assistance.

“Closed”: If the allocation is closed, a snapshot will be created of the rooms posted at this time. To display this
original data, you then need to right-click “Display original number” in the “Allocation overview” tab.

¥ Please note: This action cannot be undone!
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Allocation overview

[Reservations > Maintain Allocation > Edit allocation / Allocation overview]

-
Kaontingent Happey Tours 2012 | S0 e S
| Kontingenteingabe I Zuzatzliche Infosl Faontingent Obersicht | Reservierungzeingabe | Kontingent Reservierungen |

Tag Datum Total Arzahl o bel., frei  Dyn..  Busin,  An. kel frei Dy, =

Mo 011012  16/0/46 [ i [ i 10 i} 10 i}

Di 021012 16/0416 [ 1] [ 1] 10 1} 10 ol

bdi 031012 16/016 5 1] 5 1] 10 1} 10 o=

Do 041012 16/0/16 3 i] 3 i] 10 i} 10 i}

Fr 051012  16/0A16 3 a 3 a 10 i} 10 i}

S 0B1012  16/0416 [ i [ i 10 i} 10 i}

S0 071012 16/046 [ i [ i 10 i} 10 i}

Mo 081012 16/0/6 [ i [ i 10 i} 10 i}

Di 031012 16/0416 [ i [ i 10 i} 10 i}

i 101012 16/0416 [ 1] [ 1] 10 1} 10 1}

Do 111012 16/0416 5 1] 5 1] 10 1} 10 1}

Fr 121012 16/0A16 3 i] 3 i] 10 i} 10 o -

(@) Fiir alle markierten Daten Kategorie [C] nzahl Kontingent:

() Fiir alle markierten Tage Statndard

Business [T ertall dynamnizch:
ot bz | Ei— |
| 0Ok || Abbrechen || Hile [

You can increase or reduce the number of available rooms for a specific period or specific days. You do this in the

Allocation overview.

The “Total” column shows how many rooms have been blocked out for the allocation on that day, how many of
these are occupied, and how many are still vacant (Quantity/occupied/Vacant).

@ For all marked rows

@ For all marked days

Room type

Quantity

Dynamic release

Set

NOTE:

From the list, select one or more dates for which you want to make changes.

Select the check boxes adjacent to the days for which you want to make changes for a
particular period (From.../to...).

Select the room type for which you want to make changes:

Standard

Select the [¥lQuantity check box to define the number of rooms of the selected room type
you want to assign. Then enter the required number in the adjacent box.

¥ If you do not want an allocation to be available for a particular period, set the
number of rooms to “0”.

Check this box to alter the dynamic expiration deadline for the rooms selected (number of
days before the arrival date that the rooms can be released for general bookings).

Click the [Set] button to transfer the changes and display these in the overview.

¥ A special setting is required in protel for this. For more information, please contact your protel distributor or

the protel support team.
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CONTEXT MENUS FOR THE “ALLOCATION OVERVIEW” TAB

The Allocation overview has two context menus featuring a number of useful functions.

Context menu 1

Click any column header in the overview to open the following context menu:

Print with small font

Print with mediurm font

Print with large font

Exportto Microsoft Excel
Expaortto HTRAL

Autofit columns Crl+h
Column width according to tab header Ctrl+]
Search Ctrl+F
Continue search F3

Edit rmode on

Cancel menu

From this context menu, you can:

h

Print the allocation overview in various font sizes (small/medium/large):

If you want to print the entire list, make sure that none of the rows are selected.

Select a row in the table, then open the context menu and choose Print with small font, Print with
medium font, or Print with large font to print only this row.

Export the Allocation overview to an Excel or HTML file
Adjust the column width in the overview
Search in the overview

Activate edit mode (“Edit mode on”):

To edit the allocation quantity directly in the “Allocation overview” dialog box, select “Edit mode on”
from the context menu. You can then click a quantity directly in the overview and make the necessary
changes. To go to the next box, press the [TAB] key, the right arrow, the left arrow, or the ENTER key. The
newly entered values will be changed directly. To recalculate the totals for each day, you will need to
press <F5> (Refresh).

Context menu 2

Right-click anywhere within the table to open the following context menu:

Print

Graphic

Mew reservation

¥ Show all

Show column # only

Show column occupied anly

Showe colurnn wacant anly

Display ariginal number

Cancel menu

From this context menu, you can:

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 119 of 322


http://www.protel.net/

protel Front Office - User Manual | Reservation

+ Create and print out the “Allocation occupancy” report

+ Create and print out a clear allocation occupancy chart

+ Create a new allocation reservation:
First select the room type required in the lower part of the dialog box. Then select the day required, open
the context menu, and click “New reservation”. You can then enter all additional information, such as
number of rooms and so on directly in the “Reservation” dialog box.

+ Choose between different display options

+ Display original number:
- Shows the original data of the “snapshot” (see above: Additional info. / Storing the allotment
(allocation) status).

Rooming list

[Reservations > Maintain Allocation > Edit allocation / Rooming list]

Allocation protel hotelsoftware = =

Allocation data | Additional info. | Allocation overview | Rooming list | Reservations

Name ¢ Room type Adit.  Arrival Depart... Conf.-Mo. Sharer 2

Name: l:l In Sharerist —» Mame

Res.:

Create reservations

1| Buiness w | 18/04/13 | 300513 |# 1 Delete sharedist

Use the “Rooming list” tab page to make reservations for an allocation.

¥ A special setting must be made in protel in order for the “Rooming list” tab to be shown. For more
information, please contact your protel distributor or the protel support team.

v PN

Enter the name of the guest (or first letters of the name) and click the adjacent button to open the guest
search or create a new guest profile.

Then enter the number of adults and choose the room type to the right of this.
Enter the arrival and departure date (must be within the allocation period)
Enter the number of rooms (“#” box).

Create reservations ]

Then click
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SHARER RESERVATIONS

LSl to transfer this. Then

For sharer reservations, you first have to create the sharer, then click
follow the procedure described above.

Ls | Available Settings

From version 2013.17.222

When adding a guest profile with special rates agreements to the room list of an allocation, you can set that the
relevant special rate code will be pre-selected. By default, the special rate code has to be selected by hand.

Reservations

[Reservations > Maintain Allocation > Edit allocation / Reservations]

Allocation protel Lo @)=
| Allacation data | Additionalinfo. | Allocation overview ] Fooming list ‘ Reservations ]
Name # RT. Arrival  #  Departure Adlt. Rate code Price Stat. Conf.: ‘
Alisond... ?/.. .POS  01/0513 19/05/13 1/0/0/0/0 BAR 10 000 GTDC.. PL216|
< H r
Pint | Add
[ ok ][ Abbechen | [ Hife

The “Reservations” tab shows all reservations that have been made from the allocation. The list that opens
provides an overview of the occupancy status. Right-click the individual reservations to open the Navigator for

these reservations.

Click the [Print] button to print the reservations list.

Creating a reservation for an allocation in the room plan or room type plan

You can make reservations for an allocation in the same way as a ‘normal’ reservation. Select the period in the
room type plan or room plan, then go to the “Reservation” dialog box to select and allocate the allocation you

require from the “Allocation” drop-down list.

Reseryation details for 1

b ark et Corporate Group = | Source: I_.l.f-\llacatian: |pmtel vl

Hear: w | Come: - | Act all:
tddbed: 0O Chid1/2 0 0 Pickum ~ | Pawment: | Cash Papment = || CC

Cats: OChida4 0 0 7] Blocked raom Flight:
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The guest name will always be shown in pink in the room plan:

< Crenkelfort Martin Herr >

The reservation is automatically assigned with the allocation profiles (source, travel agent, group, and/or
company). Created rate codes and payment instructions are also transferred.

Allocation occupancy overview

From the room type plan, left-click a specific date in the allocation row to open the following overview.

Total available - 188
Allocations I ég Click! 55

Opticn 0 i}
Provisional i) i)
Waiting list i} i}
Confirmed i) 1
[§8] Allocation occupancy for 01/05/13 o [-®
‘Allocations Total amount Vacant Occupied Expiry date  Room type status Status  Memo
protel 6 4 2 30/04113 GTD ...
Siemens 50 50 0 *30/04/13
Valid allocations: 56 54 2
Expired allocations: 0 0 0
Total 56 54 2
|7e T 4
[ 1

The occupancy overview indicates the current bookings status for the allocations entered for a selected date. Use
the arrow buttons at the bottom of the window to go to the next or previous days.

Right-click an allocation to open the Allocation overview for the selected allocation (see above). The “Expiry date”
indicates the date from which postings can no longer be made for the allocation.

Click the [Allocations] button to open a window showing all the allocations by room type.

Select the ! kantingenteinzelaufstelling check box for details of the room type and allocation. The allocation will then be
broken down by individual room types.

$2, | Available user rights

221 | FO Overbook allotment Authorizes the user to overbook allocations (allotments)
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Overbooking

FRONT OFFICE # RESERVATION ¥ OVERBOOKING

If room numbers are not automatically assigned during reservation, this menu item allows you to determine the
number of rooms that you can overbook.

) ™y
WUberbuchung |_|E|ﬂ
Auzwahl
Zeitraum: 0012 311012 [ Anzeige ]
Tag Datum Termin Hotel  EX Suite  City .., Deluxe Superior Business =
bi 101012 10 1] 1] 1] 1] 1]
Do 111012 10 a a a i a
Fr 121012 i] a a a i] 03
Sa 131012 i] a a a i] a |=
5o 1471012 4 1] 1] 1] 1] 0 e
o1z | ] of of of of @ of @ of
i 702 ol ol ol ol o] 0]
Do 181012 1] a a a0 1] o -
4 I | 3
(@) Fiir alle markierten Daten Hatel = | Zimmeranzahl: -‘-1|
(1 Fiir alle markierten T age B Suite M setzen
City Suite 3
D eluxe [
Yan his Superiar -
Abbruch —

Enter a period for which you want to define an overbooking threshold and click the Search button. The table
below lists the individual days.

@ For all marked dates From the list, select one or multiple dates that you want to edit.

Select the days of the week that you want to edit. Any changes

only affect the days of the week within the (From.../To...) period
CIMe C Tu Cwe Th FIF [ 5a CISu of ime.

Fram ¢/ /¢ To

@ For all marked davs

Select a room type in the list or select “Hotel” if you want the overbooking setting to be applied to the entire
hotel regardless of the room type.

Define an overbooking threshold in the Rooms box and click the [Set] button.

This setting can be updated as often as necessary based on the actual occupancy.
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HIS Wellness

FRONT OFFICE PRESERVATION FHIS WELLNESS

This menu item is only visible if you work with a HIS.PlanWellness interface.

¥ For more information, please contact your protel distributor or the protel sales team.

Distribution channel settings

FRONT OFFICE FRESERVATION EDISTRIBUTION CHANNEL SETTINGS

¥ This menu item is not visible unless your installation uses the protel IDS connect interface software and you
have been assigned the relevant user rights.

protel IDS connect manages the exchange of data between protel SPE / MPE and any external Internet
distribution system (IDS).

To ensure that data can be exchanged seamlessly between protel and any external distribution platform, you
need to “match” the proprietary protel field names against any deviating designations in the external systems.
Open the “Distribution Channel Settings” dialog box in protel Front Office to configure and match any external
instances managed by protel IDS connect.

L2 Further information:

Please contact your local protel distributor or the protel support team.
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Cash register

Cash register overview

The “Cash Register” menu provides functions relating to the posting of charges, internal hotel expenses, and
other cash-register-specific transactions.

A cash register is opened automatically the first time that someone uses the cash register each day. A window
opens in which the user must enter the cash register number and a password, if applicable.

Kaszenauswahl Iﬂ_ﬁr

Kasze Mr.:

Passwart:

| OK | |Abbrechen| | Hife |

The cash register then remains “active” until it is closed using the “Cash Register Closure” function or deactivated

using the icon in the toolbar.

The currently active cash register is shown in the status bar at the bottom of the screen. This approach prevents
the need for you to enter what is usually the same cash register number prior to making each booking.

6@ Cityhotel Derno, D-44137 Dortrnund (GERMANY)  protel MPE Hotel Management Suite 201216335 ol E S
Reservierung Kasse Listen Buro Optionen Gastekartei Bankett Sales Fenster Hilfe
[78] Kategoriespiegel 57 Zimmerplan O Freie Zimmer (7 CI (4 CO g Anreisen %5 Abreisen %ig1Im Haus %3 Reservierungen <% Zusazmodule & [ 0 A & & X v (FEH @
MPE Hotel Selection BanquetPlan Reporting No Shows Cash Register Closure  Enter Moves
Suche: [ |
v h& 4
. . . Yy
Hospitality with a system protel ”
4 Anreisen “1 | “aabreisen 21 | @ rraces
z. zistal Gast Abr. VI Zi.  zistat Anr. VP Aufel Abteilung
Re: sauber 22.06. E‘ C 557 sauber 06.06. VP3 F FrontOffice  Park
Re: sauber 09.06. 123 schmutzig 06.06. F  Front Office
Re sauber 09.06. schmutzig 06.06. = F  Front Office
Re sauber 09.06. schmutzig 06.06. F  Front Office
R sauber 09.06. schmutzig 06.06. F  Front Office
R sauber 09.06. sauber 06.06. F  Front Office
R sauber 11.06. 05 sauber 06.06. —| |F FrontOffice
R sauber 11.06. c1 24 schmutzig n 06.06. VP3 F  Housekeeping
Re sauber 09.06. C 223 schmutzig 06.06. F  Masseur
Re: sauber 09.06. Gold v a1 203 schmutzig 06.06. v
< » < T ] » ‘ m ] >
In Hou 21 | % Auf zimmer Wartend
Rm. Rm.Stat. Al Wartet Zi.Stat. Zi. Gast  Abr. viP
dean 06.(=
dirty 06.
dirty 06.—
dirty 06.
dirty 06.
dean 06.
dirty 07.
dean 06
dean 06.
dirty 06. v
! i »
protel 1 [ Kasse: Spatschicht IF. 08.06.12 15:26 @ 2 @ =]

You use the “Cash Register Closure” function to “balance” and close the cash registers (“end-of-day closing”). All
cash registers should be closed by the end of the day at the latest and each cash register must be balanced
separately. It is recommended to close each cash register once per shift. One cash register can, however, be
closed several times each day.

$2,  Available user rights

54 | FO Cash register logoff | Controls access to the == “Deactivate cash register” icon in the toolbar.
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Logging in to a cash register

Open Cash Register @

Fieqgigter

Pazsword:

[ (] ll Cancel J[ Help I

In the system data, you can assign different cash register numbers to users. When a user logs in, the system will
then open the assigned cash register automatically without the need for additional login actions.

If a cash register is not assigned to a particular user, the cash register login screen appears once when the user
first posts charges or payments. The cash register then remains open until the user exits protel, initiates a cash
register closure, or logs off from the cash register manually.

Enter the cash register number and your password and click OK to confirm.
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Invoices

Front Office I Cash Register I Invoice

You use the Cash Register > Invoice menu item to access invoices directly. This prevents the need to open the
room plan or Navigator first in order to view the invoice for a particular reservation.

P
Inwoice @

Mame

Foom

[ 0k ll Cahcel |

Enter the name or the room number in the Invoice dialog box to open the relevant reservation directly.

If a cash register is not yet active, the system displays the “Open Cash Register” window, which you use to enter
the required cash register number and password (a password is only required if one has been created in the
system data). If the “Open Cash Register” window does not appear, this means that a cash register is already
open. The cash register name is displayed in the status bar of the main protel window.

NOTE:

¥ You can open invoices for guests who have already checked out until the end-of-day routine has been
performed. Invoices for guests who have checked out the previous day can only be viewed or printed from the
invoice history.

General information about invoicing

Up to six different invoices (A - F) can exist for one reservation, each of which can have a different invoicing
address and payment agreement (“More - Payment/Routing instructions” button). If the six invoices are
insufficient, you can also create pseudo accounts for the guest, company, or group.

OPENING THE INVOICE DIALOG BOX

As an alternative to using the “Cash Register > Invoice” menu items, you can also open the relevant guest invoice
using the Navigator (right-click in the invoice area) or by selecting a reservation in the room plan and clicking the
CO icon (Check Out) in the toolbar.

S?E Available user rights

60 | FO Bill / Invoice Controls access to the “Cash Register > Invoice” menu item.
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Layout of the Invoice dialog box

8] Invoice [ o=@ @
Name: Baltimore Richard Mr Comp.:  Carter House Room: 236 A, 08/0313 Total Balance GBP »
City: MANCHESTER - Group: Stat: Cl Dp 10/03/13 206,55
Notes:

z] [ Baltimore ] Cash Payment [ Carter House ] Cash Payment
Date Qty. Text Price Add. text Curr, Date Q.. Text Price Add. text Curr, (6
Mos. = “dccomm... 93,00 08/03/13/Rm. 236 GEBP Taos.. 1 Newspapers 0,30 GEP
Mog. “Accomm... 99,00 09/03/13/Rm. 236 GBP @10 1 Mini Bar 375 GBP
@10 1 MiniBar 1.00 GBP
| @10 1 MiniBar 350 GBP
< | 1 » 4 | (1] | »
198,00 855
S 19300 £ B 855 [E3C EJo > Br
0K H Cancel ] [ Help ] [ Info Invoice ] [ Check Out ] [ More ] [ Edit ] [ Yoid ] [F‘ost Charges | |

The Invoice dialog box is divided into three sections:
The upper part shows information about the guest and the total balance.
The central part shows the partial invoice windows.

The bottom part provides a summary of the individual balances and contains the buttons for editing the
invoices.

Guest information

The data shown in this area cannot be edited. It shows the room and the guest to which the charges incurred
have been posted. This area also shows the reservation status (ClI/CO/RES etc.). If the guest belongs to a company
or group, the company or group name is shown accordingly. For group reservations, the “Room” box shows the
group account number.

Partial invoice window

_A] [ E altimore ] [ Cash Payment m [ Carter House ] [ Cash Payment
Date Oty Text Price  Add. text Curr, Date Q. Text Price Add, text Curr, o
fos. *Acoconmm.. 93,00 08/03M13Rm. 236 GEF Taos. 1 Mewspapers 0.30 GEP
Mog. “Accomm... 93,00 09/03413/Rm. 236 GBP G0, 1 Mini Bar 379 GEP

@10 1 MiriBar 1.00 GBP
Ta10.. 1 MiniBar 150 GEP

Partial invoice A Partial invoice B

| T IR T G

Two partial invoice windows are displayed in the Invoice dialog box by default, with each partial window
representing a separate partial invoice. If only one invoice exists for a guest, the second partial invoice window
remains blank. In order to retain a clear overview, a maximum of three partial invoice windows are displayed
simultaneously.

Each partial invoice window shows the associated individual postings.
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Date Oty Text Price Add. text Curr,  C.Price
og. -1 “Accommodation 9300 08/03413/Rm. 238 GBP 55,00

A “:” (colon) in front of the quantity indicates that the posting is a package. The printed invoice will also show a “
+ " sign in front of the posting text if the charge has been transferred from a different room.

A “*”in front of the posting text indicates that the posting is a fixed charge (i.e., a charge that was posted
automatically at the end of the day).

¥ Right-click an invoice item to open a context menu that provides a number of actions relating to the posted
charge. The available options are described below in the “Context menu in the Invoice dialog box” section.

Each partial invoice window is identified using a letter (A - F), and also shows the name of the invoice recipient
and the agreed payment method.

L | B altimare I ] [ lEash Pavmnent |
Date Dby, Text : ‘Hrice  Add, text

linvoice letter pmmod INVoice recipient |Rm 2| Fayment method
Oioda. 1 “Accommodation 3900 09/03/13/Rm 236 GBP 9300 Balli

urr,  C.Price Mam

Click the letter associated with an invoice to select all invoice items, which allows you to edit them as a group
using the context menu (see below). To select individual invoice items, simply click them with your mouse.

If you click the button for the invoice recipient, the system displays the associated guest profile. If an additional
invoicing address has not yet been entered for a partial invoice, clicking the blank button starts a guest search so
that you can assign the relevant address.

Click the payment method (e.g., cash, euro) to open the “Payment/Routing instructions” dialog box. In this dialog
box, you can define payment/routing instructions and change the invoice recipient or payment method.

The associated balances are displayed directly below the partial invoice window.

Balance information and buttons

The bottom window pane shows the balances for the individual partial invoices (A - F) next to the green arrow
buttons. If “0.00” is displayed in this box, the invoice has either been settled, has not been created, or no charges
have yet been posted.

Additional control elements appear in the bottom section of the Invoice dialog box if more than two invoices have
been created for one reservation:

[ fimed 193,00 [ fived 855 [ fived 30,00
B 19800 £ B 855 E3C 2000 EJ o B Br
I Ok I I Cancel I l Help I £ > l Infao Invoice I I Check Out I I bore H Edit I I Woid I IPost charges]

Select the [¥lfixed check box to “anchor” the relevant partial invoice window in place so that it

fixed L e .
£l remains in the same position in the window when you scroll.

[ <[ s | Click the [<] and [>] arrow buttons to scroll backward and forward between invoices.
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Context menu in the Invoice dialog box

Right-click an invoice item in the partial invoice window to open the context menu. This menu offers a wide range
of options, especially if you are working with packages.

Posting details

Process
marked
postings

Transfer
marked
postings

If you open the posting details for a standard charge, the system displays the “Posting details” window
(for more information, see the “Posting details for a charge” section).

If the posting is for a package (indicated by a colon “:

“w .,

in front of the quantity), the “Package/Split”

window opens instead.

Opens a sub-menu for voiding the selected posting(s). You can also create a new package from the
selected postings. You cannot, however, create new packages from package and payment method

postings.

Summarize to
package

Delete all tax
postings

Post taxes

toA-F

to different
invoice

to new invoice
to a new
invoice of the

same invoice
recipient

to group
master

Creates a new package from the selected charges. Enter a name and additional text.

If you enter a tax exemption code for a guest or reservation that has already been
created, this option uses the tax exemption code entered in the system data to
delete the tax postings for all selected postings.

If you have entered a tax exemption code by mistake, you can use this function to
post taxes for all selected postings at a later point in time.

Transfers the selected posting(s) to the selected partial invoice A - F.

Transfers the selected posting(s) to an invoice for a different guest.

Transfers the selected posting(s) to a new account (chance sales account).

From Version 2013.17.430
Transfers the selected posting(s) to a new account (chance sales account) of the
same invoice recipient.

Transfers the selected posting(s) to the group master for guests entered as part of a
group (see the “Transfer” section).

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 130 of 322


http://www.protel.net/

protel Front Office - User Manual | Cash register

Transfer all From Version 2013.17.430

items to new . . , . . . . . . .
Transfers quickly and easily all of a guest’s postings to a separate invoice which has its own invoice

invoice L L - .
number. protel creates a non-guest (passerby) invoice for the same invoice recipient, which can be
managed and executed separately.
The selection box at the lower right of the window enables you to comfortably have access to all of the
invoices having been created this way
B 42 GmbH Bar Euro
Date Q... Text Price Add. text Curr. C.Price Mame
< >
0.00
DL &3F
More Edit Void Post Changes *2 attached invoices W
*2 attached invoices
20/04./13 Racher 169,00
20/04,13 Fischer 371,00
Discount Use this item to calculate and post the discount specified using a discount code in a guest profile before
the guest checks out. No further discount calculations can be performed once a discount has been
posted. You can, however, use “Reset discount calculation” to re-enable this option and post the
discount again. The first discount posting is retained.
Voucher use Appears only if a discount module has been activated. The value of the voucher is credited against the
invoice.
More.. Opens the More... dialog box.
Edit... Opens the Edit invoice dialog box to post an advance payment, etc.
Check Out Opens the Check Out window. (See "Interim invoice / Advanced Invoice / Preliminary departure").
Info Invoice Prints an information invoice.
Post Opens the Post Charges dialog box.
Calculator Opens the standard Windows calculator.
Retranslate If transaction accounts exist in different languages and if the guest's language is changed during his or
items her stay, this can result in charges appearing on the invoice in different languages (e.g., English and

German). To display all postings in one language, select the German postings and use this function to
translate them into the language entered in the guest profile.

£2 Available user rights

Controls access to the “Posting details” menu item in the context menu for the

125 | FO Posting details . .
partial invoice window.

FO Summarize charges | Controls access to the “Process marked postings > Summarize to package” menu

139 . . R .
to package item in the context menu for the partial invoice window.

Controls access to the “Process marked postings > Post taxes” menu item in the

181 | FO Post taxes S .
context menu for the partial invoice window.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 131 of 322


http://www.protel.net/

protel Front Office - User Manual | Cash register

Controls access to the “Discount > Post discount” menu item in the context menu

157 | FO Post discount . .
for the partial invoice window.

Controls access to the “Retranslate items” menu item in the context menu for the

154 | FO Retranslate invoice e .
partial invoice window.

Voiding a posted article or charge

[Invoice dialog box ¥ Partial invoice window]

Open the Invoice dialog box for the relevant guest and find the posted item in the relevant partial invoice window.

Select the posting to be voided (individual or multiple selection), right-click, and select the “Process marked
postings” option from the context menu. Then select the “Void” option.

Tapg., Mewspap... 030 GEF Ta10.. o Beamer a0
B0 11 | MniBar | 3l | oerl |
TH10.. 1 MiniBar Pasting details

©H10.. 1 MiniBar

- 5 .
X Mini Biar Process marked postings Yoid %

The postings are voided, i.e., negative counter-postings are performed automatically.

When you void a payment method, both the positive and negative postings are retained in the cash register. If a
payment method is of the type “Accounts receivable” or “Credit card,” the counter-posting is also transferred to
accounts receivable management.

You can also void postings manually: Use the [Post charges] button to enter a negative value for the quantity or
amount and click [OK] to confirm. Ensure that you specify the transaction account that you want to void.

¥ It is often beneficial to transfer reconciling postings to an unrequired invoice so that they are not printed on
the guest invoice.

£2,  Available user rights

Controls access to the “Process marked postings > Void” menu item in the context

90 | FO Void charges menu for the partial invoice window.

FO Void charges

141|
without reason

The “Please enter reason for void” window appears when you void a charge.
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Transferring to a different partial invoice

[Invoice dialog box ¥ Partial payment window]

Open the Invoice dialog box for the relevant guest and find the posted item that you want to transfer in the

relevant partial invoice window.

To transfer a posting to a different detailed invoice, select the relevant posting(s) and drag them to a different

partial invoice.

You can also transfer a selected posting by clicking the green arrow buttons at the bottom of the Invoice dialog

box:

Select the relevant invoice item in the partial invoice window and then click the green arrow button for the target

invoice, e.g.: E4B .

You can also open the context menu and use the “Transfer marked postings” option to transfer a selected charge.

Taos. 1 Mewszpap... 0,30 GEP TE10.. 1 Beamer
0. 1
W10 1 MiniBar Posting details
@10 1 MiniBar
0. 1 MiniBar
10, 1 Mt B ar Transfer marked postings 4 to A Baltirnore

to B: Carter House

Process marked postings »

Discount 3
to C: Baltimaore

Woucher use to D

Opening additional partial invoices

[Invoice dialog box ¥ Partial payment window]

To open a third invoice for a reservation, select the relevant postings in the Invoice dialog box for the reservation

and simply drag the selected posting(s) to one of the green arrow keys, e.g., > [

Mog. - “Accommodation 75,00 03/03/13/Rm. 228
w10 |1 Golf Buggies A 25,00

Drag & Drop

80! Invoice o [ &)=
Name:  Milton Margret Miss Comp.: Room: 228 Am. 07/03413  TotalBalance  GBP ¥
City: Bradenton Group: Stat: Cl Dp 10/03413 287.00
Notes:  Likes room to be cleaned in the afteroon. do not disturb early in the morming for room cleaning

( Milton ) Cash Payment [ Milton ) Cash Payment
Date Qty.  Text Price Add. text Date Q.. Text Price Add. text Curr
Moz.. A “Accommodation 7500 07/03/13/Am. 228 || @10, 1 Mini Bar 2,00 GBP
fMos. = “&ccommodation 75,00 08/03/13/Rm. 228 @a10.. 1 breakfastr... 35,00 GBP

P [T | ] T }
250,00 37,00

S 25000 E36 37.00 Bo >3 Br

[ 0K H Cancel H Help ] { Infa Invoice H Check Out H More ][ Edit H void

The system will then automatically create a new partial invoice.
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Posting details for a charge

To open the posting details, right-click the charge to open the context menu and select “Posting details.”

{§8! Posting-Detail

=% Reference: 90557
{& Reservation: 21461
& User Ted Baker
{&2 Original reservation number: PL214613137P2
=513 Invoice
© Posting date: 10/03/1315:33
© Invoice date: 10/03/13
@ Guest 228 Milton Margret
F Article: 85102 breakfast roomservice
75 Account: 851 WEBE Services
3. Posted: GBP 35.00 100,000000
3 Posted with VAT 1/17.50%
&2 P0S: 1
8 Interface: 0/0
= Eutended properties
- jug Statistics
¥ Source: Walk In
¥ Market: Discount Leisure

[ oK H Cancel H Help J

=

Change posting text
Text: breakfast roomservice
Add. text:

Split posting or change amount

Oty. Price GBP
Split1: 1] 35,00 35,00
Split 2: 0 0,00 0,00

Market and Source Codes

Market code: Source code: | Walk In v

Void | [ Changetest |[ spit |

Use the right window pane to change posting texts and amounts and split postings. You can only change amounts

on the day they are posted. You can, however, change the text after the day on which it was posted.

Three buttons that offer the following functions are available on the right:

Yoid Voids the posting. This creates a negative posting that appears on the invoice.

Change text Changes the posting text to match the text entered.

Split There are two ways to split an existing posting in two: by splitting the amount or the quantity.

Change the relevant quantity and then click the [Split] button. An additional posting appears on the
invoice and the original posting is changed accordingly.

Payment postings can only be split based on their amount. You must be logged in to the cash register

used to post the payment.

Since performing a split does not change the charges that have been posted, you can also split old

postings.

Examples:

Posting: 17 telephone units at €70. You want to split 10 units from the total (e.g., to post them to a
different invoice): Change the quantity and overwrite the 17 units with 10. Click [Split] to create two

telephone postings on the invoice: one for 10 telephone units and one for 7 units.

Posting: Double room at €220, of which €100 is to be split off (e.g., because this is the single room rate
and the company only covers the amount for a single room): Change the price by overwriting the €220
with €100. Click [Split] to create two accommodation postings on the invoice: one for €100 and one for
€120. If necessary, you can also change text to “single room.”

Changing an individual amount

Overwrite the price in the Price box and click [OK].

Split pazting or change amaont

] GEP

J 26,00

by, Frice
Split 1: 1 2250
Split 2: 1] 0.0o

0.00
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The system performs a reverse posting for the original item and posts the article again at the new price:

Date Q... Text Price
@10, 1 Golff Buggies 25,00
©10.. -1  Gol Buggies -25.,00
Ta10.. 1 Golf Buggies 2250

¥ For articles that have been posted multiple times (quantity > 1), the changed price always relates to the
individual price of the article.

51_; Available user rights

FO Charges: Change posting Controls access to the

823 text “Change text” function in the posting details.

824 FO Change additional billing | Controls access to the “Change text > Change additional text” function in the
text posting details.

Package/Split

[Invoice dialog box ¥ Partial payment window]
Packages are containers that include multiple charges (transaction accounts).
You can post a package in two different ways:

+ When posting a rate code, as this contains or could contain the accommodation charges and other
charges such as breakfast, half board, etc.

v When posing packages created using transaction accounts.

Example: A tennis package costs €48 and comprises the following transaction accounts:
€15 —tennis court hire
€28 — personal instructor

€5 —isotonic drink

This package can be posted in the same way as a transaction account and is therefore different than a rate code,
which can be posted only as part of the end-of-day routine or using the “Manual room posting” function.

Right-click the relevant booking to open the “Packages/Split” dialog box.

I Pasting details I

Process marked postings  »
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rPackage i Split

Package name

Split entire Package

Text: WellWE2 \’ Change posting text \‘
T - . Transfer from/to package

Q.. Text Add, text Curr, Price Price ‘

2 Fiilhstiick EUR 7.00 1400 | | liagstesfiominyoice
RS I T T | oo onscior |
1 Bademantel EUR 18,00 18,00 = - =
1 Ganzkirper... EUR 120,00 120,00 Package Value

1 Pedikiire EUR 15,00 15,00 Amount: 227.00

ERAEEBED R ES

Amount:

Entire Package

i Split amount [

[ tark all J [ Deselect aII.J
[ ok ]

[ Ccancel | |  Hep | | Yoid

The top pane (“Package name”) shows the name of the package and any additional text. The text entered here is
printed on the invoice. You can overwrite the text if necessary. Click the [Change posting text] button to save

changes to the text.

The left window pane shows the charges included in the package together with their individual prices. Right-click

a change to open the posting details and edit the individual charge.

Transferring into/out of a package

[Transfer from invoice] button: Adds the selected charges to the current package. The individual charges are
removed from the invoice charges (i.e., no longer displayed/printed) and the price of the package increases

accordingly.

1. Inthe partial invoice window, first select the charge you want to add (e.g. "Grappa VSOP).

2. Hold down the [Ctrl] key on your keyboard and select the package to which you want to add the charge

(e.g. Wellness Weekend):

Campari 200 Posting details

| Grap 12.00 ||

Process marked postings  #

Transfer marked postings  »

3. Right-click the package to open the context menu and select Posting details.

4. Click [Transfer from invoice].
5. The charge is transferred to the package:
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Package / Split

Package name

Text: WellWE2 | Change posting text
N . Transfer from/to package
Qe Text Add, text Curr, Price Price
2 Fiihstiick EUR 7.00 1400 Transferfiominvaice [, |
2 Halbpension EUR 30,00 60,00 Remove from package ]
1 Bademantel EUR 18,00 18,00 -
1 Ganzkidrper... EUR 120,00 120,00 | Package Value
1 Pedikiire ELR 15,00 1500 | Amount: 239.00
K Grappa YSOP EUR 12,00 12,00

Split entire Package

122 |[ 13[4 ][5 | 148 ]

[Remove from package] button: Allows you to remove selected charges from the package so that they appear on
the invoice as regular postings and can be printed.
Splitting an entire package

Click one of the buttons [1/2], [1/3], [1/4], [1/5], or [1/6] to split the relevant amount from the total package
value. For example, clicking the [1/6] button splits off one sixth of the overall amount.

If you want to split off a specific amount, you can enter the amount directly in the input box provided. Then click
the “Split amount” button.

In all cases, the charges in the package are split automatically on a proportionate basis.

Click the [Void] button to void the package.

Posting details within a package

You can also open the posting details for charges displayed in the Package/Split window. The changes associated
with the splitting or voiding of charges can result in changes to the amount shown for the package.

Example:

An incorrect amount was posted for a room rate. The price is too high and you want to reduce the amount. If you
split off part of the package, all charges in the package will be split using the same percentage value.

If you want to reduce the accommodation price only, right-click to open the “Package/Split” posting details. Then
open the posting details for the charge that you want to reduce. You can now split the relevant part from the
charge that you want to reduce.

Check Out

[Invoice dialog box ¥ Check Out]

You can check out invoices on the date of departure or ahead of departure. To perform a check-out, open the
Invoice dialog box and click the [Check-Out] button.

a) On the date of departure

|’ Check Out | On the guest's day of departure, click the [Check Out] button to close the invoice and post a
—— payment for the invoice items. If multiple partial invoices exist, you must check each one out
separately.
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CO / Post Payment
Name: Baltimore
Roaom:

Invoice: A Baltimore
Walue: 10/03413

Method of paym.  Amount:

Cash Payment v

Copies

L

|| Preview invoice

Charges: 198,00 oKk |
Payments: 0,00
Balance: 198,00
= CC-Auth.: 0,00
Additional text: Valid  Ex. rate/CC card holder
198.00 100.000000 =
0.00 100.000000
Read CC
0.00 100.000000
. T CC from Profile
| '
Invoice layout
[Invoice Standard i l
[Detailled Invoice v ]
Invoice currency: {GBP v]

The guest's name, room number, invoice letter (A-F), and the invoice recipient are displayed in the top left of the

window.

To the right, you can see the total charges, payments, and ensuing balance. Credit card authorizations are also

displayed here.

You can enter the transaction date if this differs from the current date (the transaction date is the date for which
payment appears on the invoice).

The central window pane contains four rows for entering different methods of payment and the associated

amounts.

Method of Paym.

Additional text /
Valid

Ex. rate/CC Card
holder

Fresiew invoice

Shows the method of payment. “Cash Payment” is displayed by default if a different payment
method has not been defined for this guest. Select the relevant method of payment from the drop-
down list.

The outstanding balance is shown automatically and can be overwritten depending on how the guest
pays. If you overwrite the amount, any remaining balance is shown on the next row. You can then
select a different method of payment for the remaining balance.

Any payments made in foreign currencies are converted and displayed automatically (using the
exchange rate defined in the system data). If you enter a higher amount (e.g., balance = $72, the
guest pays with a $100 dollar bill), the system calculates the change automatically and displays it in
the next row.

You can also choose to enter additional text to be displayed on the invoice. If credit card details were
created for the reservation, this box shows the credit card number and the adjacent “Valid” box
shows the card's expiration date.

Shows the exchange rate saved in the system for foreign currency transactions or the card holder for
credit cards.

Specifies the number of invoice copies.

If you select the Preview invoice check box, the invoice appears on screen before being printed.

If you clear the check box, the invoice is printed directly.
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Invoice layout

[Invoice dialog box I Check Out I Invoice layout]

Invoice layout

IIm-'u:uiu:e Standard v]
IDetailled Imvoice v]
Invoice curmency: GEF 'I

If you do not want to use the default invoice form, use this section to specify the required form. If a form other
than the standard invoice is already displayed, this means that a different form has been assigned using the
“Invoice print mode” function. (In order to use alternative invoice forms, the forms must first have been defined
in the system data.)

Detailled Invoice -

Use the drop-down list below the invoice form selection to change the print mode for this invoice (detailed,
summarized, etc.).

If an invoicing form has been created that supports different currencies, you can select the currency you want to
use when printing the form.

The system also displays a reminder if a guest has hired a safe during his or her stay.

Invoice form in the language of the invoice recipient (* from version 2013.16.816 *)
[Invoice dialog box I Check Out ¥ Invoice layout ]

Set up protel to always use the “right” language for each guest: The invoice form will open automatically in the
language of the invoice recipient. Manual changes of the form in the dialog “More / Invoice print mode” can only
take place in the actual language.

¥Y our protel Support team will gladly adjust the mentioned settings for you. Just contact us!

Inserting a separating line (% from version 2013.16.816 *)
[Invoice dialog box I Check Out I Invoice layout ]

Optionally you can add a separating line in the invoice form, for example between the entries of services and
payments. As a separator any character is possible:

[UsePaymentSeparator{1}]

[PaymentSeparator{ = H
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b) Interim invoice / Advanced Invoice / Preliminary departure

If you click the [Check Out] button for an invoice before the guest's departure date, a window appears with the
following options:

Check out before date of departure

| Interim Invoice |

Advanced Invoice

(®) for the remaining part of the stay

() forthe next 15  days
() From 24/04/13  bisaum  09/05/13
[] Dont post a payment

Preliminary Departure

Cancel

INTERIM Creates an invoice containing all charges posted to date. The “CO/Post payments” window
INVOICE appears so that you can enter the payment method. This posts the payment but the guest
remains checked in.

ADVANCED Calculates all outstanding accommodation charges and fixed charges that have already been
INVOICE created up to the selected period.

By default the charges are calculated up to the departure date. If required, you can also select
another period (see below: "period selection"). After clicking the [Advanced payments] button,
the “CO/Post payments” window usually appears so that you can enter and post the payment.

The guest is not checked out and the postings are naturally not repeated during subsequent
end-of-day routines.

From Version 2013.17.430

Period selection

For the The advanced invoice will be calculated up to the expected departure date.
remaining

part of the

stay

For the nextx  The advanced invoice will be calculated for the number of days chosen in
days this field.

From [date] The advanced invoice will be calculated up to the chosen date.

to [date]

[“IDon't post a payment
Tick this box to book postings to the invoice without posting a payment.

Example: Create an advanced invoice without posting a payment

The transfer postings function is especially useful if advanced invoices have to be separately
created and booked:

1. Open the invoice window of the checked-in guest.

2. Click [Check Out].

3. Select a time period for the advanced invoice in the “Check out before date of
departure” window and check the Don’t post a payment check box.
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4. Click on [Advanced Invoice]. The corresponding postings will now be booked to the
invoice.

5. Use the right mouse button to click on an arbitrary booking in the invoice window and
select the “Transfer all items to new invoice” context menu.

All services on the invoice will be transferred to a separate invoice with its own invoice
number. Internally, the invoice will be created as a non-hotel guest invoice (passerby).

The invoice created in this manner will be shown in the lower right as an attached invoice.

PRELIMINARY The “CO/Post payments” window appears immediately so that you can enter the payment
DEPARTURE method. When you click [OK], a confirmation prompt appears asking if you want to curtail the
reservation to today. The guest is then checked out automatically.

53_3 Available user rights

848 | FO Advanced invoice Controls access to the “Advanced Invoice” function.

Editing an invoice

To open the “Edit invoice” menu, click the Edit invoice button in the Invoice dialog box or use the More... button
in the Navigator. Follow the link for more information.

Storage location for invoice documents

1. You can define a separate storage location for invoices if required (e.g., c:\Invoices). The default directory
is \protel\rech. You must back up this directory on a regular basis.

2. You can also define a separate backup storage location for invoices if required (e.g., c:\backupexample). If
a document is not found at the default path, protel will also search using the backup path provided. This
allows you to move documents into the backup directory from time to time; for example, if storage space

is too expensive at the original location (data center). You must also back up the backup directory on a
regular basis.
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Chance Sales

Front Office F Cash Register ¥ Chance Sales
A chance sale allows you to issue passerby invoices to guests who are not hotel guests but who require a receipt.
Passerby invoices are issued without reference to a reservation.

The invoice created does not differ visually from a regular room invoice. All functions within the invoicing dialog
box are the same as for a regular room invoice, and the process for paying off the amount is the same.

Creating a passerby invoice
We recommend creating a guest with the name “passerby” in the system data for use as a recipient of passerby
invoices.

1. Inthe “Cash Register” menu, click “Chance Sales.”

2. From the guest search, select “passerby” as the invoice recipient. Only change the recipient if this is
expressly required.

3. If no cash registers are active, the system displays the window for selecting a cash register. If different
cash registers are available, enter the cash register number and a password if required.

4. When the “Post charges” dialog box opens, post the relevant charge/article to the invoice.

5. Once you have entered the postings, click [OK] to view the payment dialog box. Select the payment
method from the drop-down list and click [OK] to confirm. The invoice is then printed.

6. To make corrections, click the Cancel button in the “Post payments” dialog before clicking [OK] to
confirm. This opens the Invoicing dialog box, where you can make changes or enter additional postings.
Click [Check Out] to return to the payment dialog box.

NOTE:

¥ You cannot exit the passerby invoice until you have entered the entire payment. A passerby invoice may not
have an outstanding balance.

¥ Passerby invoices are assigned a regular invoice number and can therefore be opened later from the invoice
history.

Editing a passerby invoice

You can return to passerby invoices to edit them until the end-of-day routine has been completed:

In the window that opens for the departure list (F7), select the Include departed guests? option and the [ Acet.
check box. When you select these settings, passerby invoices are also included in the list. You can then use the
Navigator (right-click the chance sale) to make the required changes to the invoice.

5?_3 Available user rights

94 FO Chance sales Authorizes the user to create passerby invioces.
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Posting charges

Front Office F Cash Register FPost Charges

Use the “Post Charges” function to quickly post charges for your guests without having to open the room plan or
Navigator. This function is particularly useful if you want to post several charges to different invoices in
succession, e.g., for mini-bar postings.

Post Charges to Guests Invoices @
MName: Ealtimore Comp:  Carter House Foom: 236 A 08/03413 Total Balance

City:  MANCHESTER Group: Dpt 10/03/13 236.55
Fiern:

Roam Guest o TAM L“,urrﬂ Price Oty. Text Additional text Total Mce
21 Abbatt [..] 82807 [GEF ~| 100 1 MiniBar 100[a | -
22 CanwvanC | |.62808 [GBP <] 100 1 MiniBar 100 (& ~
235 Bialtimare Richard |T|185102 [GBP ~] 35.00 1 breakfast roomsen 35.00 |A—v|
2% Balimore Richad [_ | [ceP | oo 1 00 (s

| e | 0.00 1 0.00 |A_.|
[ceP ~| 000 000[y o
(aeF ~] oo 1 000 (s +
[GEP ~] 000 000[s |
|E| oo 1 000[s
[ceF ~] 0o 1 000[s +| .
Use differert billing date Tatal
[ o ” e ET— 100313 L] a7.00

If a cash register is not “open” when you select this function, the cash register selection window will appear. Enter
the cash register number and password to “activate” the cash register.

The posting window is made up of two sections. The top section shows information about the guest whose
invoice is to be charged. The lower section shows the actual posting details.

Room  Enter the room to which the charge is to be posted. The system will only accept rooms with checked-in
guests or a hotel or group account.

Guest  If you do not know the room number, you can also enter the guest's name or the first letters of the name.
This opens the in-house list, from which you can select the relevant guest.

TAA Enter the number of the transaction account to which the charge is to be posted. You can enter the account
number directly. If you do not know the transaction account number, you can open a list of all accounts by
pressing the Tab key. When you enter a letter, the list jumps to the first transaction account that begins
with this letter.

Currenc If the multi-currency function has been enabled in the system data, you can post to the required
y transaction account in a foreign currency. In this case, it is important to specify the correct exchange rates
(see the Exchange rates chapter).

Price Enter the price for the charge to be posted. If a standard price has already been defined in the system data,
this price is displayed. You can, however, overwrite the default price if you want to post a differing price to
the account.

Qty. Enter how often the charge should be posted.

Text Once you have selected the transaction account, this box displays the description from the system data.
This text is printed on the invoice. You can change the text for individual postings.

Additio Use this box to enter additional text. Depending on how the invoice form has been created, it may also be
nal text possible to print this text on the invoice.
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Total This field displays the total posted for the charge. It is calculated from the quantity * price.

Invoice Invoice “A” is used for the posting by default. Click the drop-down list if you want to post the charge to a
different partial invoice.

¥ If an invoice diversion has been entered for specific charges using routing instructions, this is taken into account if y
“A” when entering the posting.

TIP:

¥ You can generate negative postings by placing a minus sign [-] in front of the price or quantity.

The “Total” box shows the total of all charges to be posted and is calculated using the total amounts for the
individual postings.

53_3 Available user rights

61 | FO Chargeto Controls access to the “Cash Register > Post Charges” menu item.

Vouchers

FRONT OFFICE #CASH REGISTER VOUCHERS

This menu item is not visible unless your installation uses the optional protel Vouchers module (to be purchased
separately).

protel (Online) Vouchers integrates with your protel hotel software and significantly reduces the work involved in
selling vouchers, regardless of whether you sell them at the front desk or online through your hotel website.

protel (Online) Vouchers allows you to create, sell, redeem and manage vouchers in a very simple process.

Preconfigured templates for all types of vouchers help reduce the amount of work involved in creating and selling
vouchers. They also help enforce certain policies that you define for selling and redeeming vouchers.

protel (Online) Vouchers is available for all SQL-based protel installations with the exception of protel smart.

¥ For more information, please contact your protel distributor or the protel sales team.
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Cash Register Posting

FRONT OFFICE ¥ CASH REGISTER ¥ CASH REGISTER POSTING
A cash register posting allows you to post internal hotel expenses and income.

In many cases, the hotel reception will pay supplier invoices directly, cover the costs for refueling the hotel bus, or
buy a bouquet of flowers for the lobby. It may also be necessary to withdraw amounts that have already been
received from the cash register (e.g., to take them to the bank) without performing a cash register closure. In all
these cases, money is taken out of the cash register in reception.

To reduce the cash register stock in protel accordingly, you use a cash register posting to enter the withdrawal
without impacting on revenue.

¥ You cannot use a cash register posting to post to a guest account.

Cash register posting @

Method of pay. Aol m

ICash Fayrnent - 0.o0 Cancel
Use internal hotel account ‘ﬂj

Comment text

To create new postings, select the appropriate method of payment and enter the amount.

In the drop-down menu, you decide whether the amount is paid in or paid out.

Ilze internal hatel accaunt

l

Faid In
 Paid Cut

4

A

Click [OK] to post the payment.

All postings made using the cash register posting function are displayed on the cash register ledger.

fﬁ?_ﬁ, Available user rights

61 | FO Cash register posting | Controls access to the “Cash Register > Cash Register Posting” menu item.
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Check / Currency Exchange

FRONT OFFICE ¥ CASH REGISTER ¥ CHEQUE / CURRENCY EXCHANGE

Cheque / Currency Exchange

Wi buy: I Cash Payment

We sell: IEash Payment

minus commizzion in percent:

Cash out:

Text:

Print receipts

Frint

Print receipts with form:

Guest

Copies:

fromn hotel

[ o

H Cancel “

vl 100.000000  GeP n.oo
v] 100.000000  GEF 0.00
0000 GeP 0.00
GBFP 0.00
2
lEunenc:y Exchange ']
Help I History

Changing foreign currency into the local currency or cashing a cheque results in a change to the cash register
stock. To keep a record of this change, you can use this screen to document purchases by cheque and any
currency amounts paid in or out.

We buy

We sell

minus
commission in
percent

Cash out

Text

Currencies: Use the drop-down list to select one of the foreign currencies defined in the system
data. The box alongside this list shows the exchange rate assigned to this currency (see the
Exchange rates section). Use the next input box to enter the amount received in the foreign
currency.

Cashing a cheque: When you cash a cheque, select “Cheque” from the drop down list and select
the relevant currency in the “We sell” box.

Use the drop-down list to select the method of payment withdrawn from the cash register. Since
this is usually a cash payment in the local currency, this option is selected by default. The
exchange rate shown is the exchange rate from the currency to the euro. The system calculates
the amount of currency to be withdrawn from the cash register automatically.

Enter the commission fee. Use the first box to enter the rate in percent. The second box then
automatically shows the amount calculated. You can also enter a fixed amount as the exchange
fee or define default commission values in the system data.

From version 2013.17.000

The User Right No0.879 controls access to the commission field “minus commission in percent”,
whereas User Right N0.880 controls access to the commission field “minus commission in Euro”.
If you revoke one of these rights, the corresponding commission field will be deactivated.

Amount calculated from the amount exchanged minus commission.

Enter any additional text that you want to appear on the receipt (room number reference, guest
name, etc.).
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Print receipts
You can create a form in the system data that is printed when you perform a currency exchange. Select the
Print check box to start the print process.

Enter the number of copies and select the required form from the drop-down list. You can enter the guest's name
or take it from the in-house list by clicking the [from hotel] button.

From Version 2014.17.790

Should an exchange receipt be printed, a preview of the exchange receipt can be generated. Access is controlled
by user right no. 884 “FO Currency exchange — Preview receipt”.

¥ Ask your protel Support Team to set up your protel system accordingly! We’re happy to help!

View printed receipts

Click the [History] button to view all currency exchange receipts generated for a specified period of time together
with the associated details. Double-click a currency exchange receipt from the list to open it.

From Version 2013.17.222

Currency Exchange receipts also support the read-only mode (similar to invoices). Inadvertent changes are thus
reliably avoided. Ask your protel Support Team for more information. We're happy to help!

5?_3 Available user rights

Controls access to the “Cash Register > Cheque/Currency

61
FO Cheque / Exchange Rate Exchange” menu item.

879 FO Currency Exchange (enter commission

Right to enter a commission as percentage.
as percentage)

ggo| FO Currency Exchange (enter commission

Right to enter a commission as amount.
as amount)
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Exchange rates

FRONT OFFICE ¥ CASH REGISTER ¥ EXCHANGE RATES

¥ Devisenkurse @_Ié]
|ScheckJDevisenwechsel -| ok
1EUR= DEM 1985830 « | Cancel
1EUR= |USD 1.293400
1EUR= |SFR 1.2058500
1EUR= EUR
1EUR=FIM 5945730
1EUR= |TRL 2327700
1EUR= |TRL2 2327700
1EUR= GEP 0,797800
1EUR= |CHF 1.209500
1EUR= |aUD 1242000
Listermummer: || Aktualiziert: 090612

Use this window to enter exchange rates.

Since the introduction of the euro, the exchange rates for countries belonging to the European Monetary Union
have been fixed. You must, however, maintain and update the currencies for all other countries as necessary.

You can use the drop-down list at the top of the window to select different rates for different purposes.

Cheque/currency exchange: Displayed by default when you open the dialog box. Use the “Check / Currency
Exchange” menu item to enter the exchange rate.

Posting charges: Rate to be used when posting charges. This rate is used as a basis for foreign currency
transactions performed in connection with transaction accounts, spit tables, fixed charges, rate codes, and
the “Post Charges” dialog box.

Check Out: The rate to be used for payments posted in a foreign currency. During the check-out process, you
can also select a currency to be printed on the invoice. The currency that you enter here is used.

The above distinction allows you to specify whether different exchange rates are to be used by default for
different actions.

Examples:

The exchange rate for the posting of charges is lower because this is an internal posting.
The exchange rate applied when changing currency for guests is higher as this is an additional charge.

In protel HMS, internal postings are made using the local currency. Revenue reports and statistics continue to
be provided in EUR (local currency).

You can use the “List no.” box to enter the number of the list used as a template for the last update. The system
sets the “Updated” box automatically. This shows the date on which the exchange rate was last updated.
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Cash Register Closure

FRONT OFFICE ¥ CASH REGISTER ¥ CASH REGISTER CLOSURE
Use this function to “balance” and close the cash registers.

You use the cash register to post all revenues and payments. The cash register is therefore activated (opened)
when you open protel and make your first posting.

If required, you can assign a dedicated cash register for each user. The relevant cash register will then open
automatically when the user logs on. Please refer to the System Data Manual for details on how to make the
required settings.

When you exit protel Front Office, the cash register is deactivated automatically. You can also use the “Deactivate
cash register button in the toolbar to deactivate a cash register. Performing a cash register closure also closes the
cash register.

Cash Register Closure
Req. no.: 1 Password |
Cashier ref..  Janet Guthrie Last closure ref.: 425

Inventory of all cash-type methods of payment

Type Start float Old margin Balance Counted New margin Cash out
Cash Payment 0,00 0,00 22350 0.00 22350 0.00 »
0,00 0,00 0,00 0.00 0,00 0.00
0,00 0,00 0,00 0.00 0,00 0.00
0,00 0,00 0,00 0.00 0,00 0.00
0,00 0,00 0,00 0.00 0,00 000 «
[nling report to Microsoft XPS Document Wr] [ Repoits before closing cash accounts ]
Report || Date Per.. Text Amount  Add. text User
Cash register closure report I 10/03.. 1440 CashPay... 100,00 Deposit: Inv. No. 4080 Ted Baker
Cash register closure booking report. | 10/03.. 10:10 Cash Pay... 2350 Ted Baker
10/03... 11:21 CashPay... 100,00 PaidIn Ted Baker
< LU »
[ 0K J [ Cancel ] [ Help ] [ Start Calculator ] [ Balance all Margins l

The upper window pane provides information about the cash register number, cash register name, and the last
closure number. If a password has been assigned, enter it here.

The second pane shows a list of all payment types for which the “Inventory check in cash register closure” check
box has been selected in the system data. The list only shows payment types that have been used since the last
end-of-day routine:

Type Shows the payment method used to make the postings.

Start Start float or stock (defined in the system data).

float

Old The old margin is generated when you perform a cash register closure with a new margin.
margin

Balance Total of all payments posted for the displayed payment type. Advance payments, deposits,
invoices/check-outs, POS postings, and currency exchanges are added to the start float.

Counted Input box: Enter the actual amount in the cash register for confirmation purposes. This amount must
correspond to the balance amount to prevent a new margin from being generated. If the two amounts
differ, you can click [Reports before closing cash accounts] button to view a cash ledger. You can then
use this ledger to check all postings made and make any required corrections.
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New The new margin is the difference between the balance shown (calculated by the computer) and the
margin actual amount entered (after counting the cash register contents).

Cash out The amount removed from the cash register and taken to the bank or placed in a safe.

¥ A corresponding ini entry allows protel to calculate the cash-out amount automatically based on the
values for receipts, disbursements, and the cash register float.

The list box on the bottom left shows the reports printed during cash register closure.

The list box to the right shows all payments used to calculate the balance amount for the individual payment
methods. Negative postings are displayed in red (voided payment methods).

Click the [Start Calculator] button to open the Windows calculator.

If you click the [Balance all Margins] button, protel enters values in the “Counted” column that balance all
margins (new and old).

General notes on manually correcting cash register margins

When you open the “Cash Register Closure” dialog box, an entry may already exist in the “New margin” box. This
margin represents the difference between the balance and the counted amounts. When you post payments, the
balance amount increases but the counted amount remains at “0.00”. When you then enter the counted amount
(at the level of the balance amount), the amount in the “New margin” box is set to “0.00".

If you enter a counted amount that does not match the balance amount during cash register closure and
complete the closure, this creates a margin in the system that is then shown as the “Old margin” during the next
cash register closure. In other words, the margin is transferred forward to all subsequent cash register closures.

When you enter the “incorrect” amount, the “New margin” box starts to flash red. If you nonetheless click [OK] to
perform the cash register closure, the system will display a message box to notify you of the resulting margin
once more. At this stage, you can still cancel the process and perform any required corrections.

If a margin already exists from a previous closure (displayed in the “Old margin” box), the amount of the current
margin is added to the amount for the old margin.

“Old margins” continue to exist in the system until they are explicitly paid off.

To correct the margin, you can use the [Balance all Margins] button. This enters an amount in the “Counted” box
that balances out the margin. A new margin is generated to balance out the old margin.

The amount entered in the “Counted” box when using this button is calculated using the following formula:
BALANCE minus OLD MARGIN

Example:

The old margin is —1,000, the balance amount is 500.
500 minus —1000 = Counted amount 1500

The entry in the “Counted” box must be 1,500.

¥ When the cash-out amount is calculated automatically, the amount is not entered when clicking [Balance all
Margins].
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£2,  Available user rights

48 | FO Balance the Cash Contrqls access to the “Cash Register > Cash Register Closure”
menu item.
FO Balance old differences in cash . .
93 register Controls access to the “Balance all Margins” function.

807 FO Close register with difference Authorizes the user to perform a cash register closure if margins

exists.
Deposits to be paid
FRONT OFFICE ¥ CASH REGISTER ¥ DEPOSITS TO BE PAID
[§8! Deposit Management =-|[-3 @
Reservation Arrival  Depart..  open per date Payments Due \
GM_ITE 2013 05/03.. 10/03.. -500,00 0,00 06/03/13
GM_Master 06/03.. 12/03.. -1.500,00 0,00 06/03/13
Yaughan 12/03.. 16/03.. -78,38 100,00 10/03/13
< m » ’
Total of all deposits payable per today: 2078.38
Evaluate different date
s | [ e [ | L] [ Compue ]

Use this function to check the receipt of open deposits.

The list box shows all reservations with deposit payments due by the reporting date. Open deposits (= negative
values) are shown in red.

Recalculating the amounts displayed

When you open this window, the amounts for the current date are shown by default. You can, however, retrieve
details about deposits due on dates in the future. To do this, enter a date and click the [Compute] button to
refresh the list.

Displaying/editing a deposit

Double-click an entry to open the “Deposit” window from the More... dialog box in the Navigator. You can then
use this dialog box to post payments, etc.

£2,  Available user rights

97 | FO Deposit Controlling Controls access to the “Cash Register > Deposits to be paid” menu item.
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Paid out receipts

FRONT OFFICE ¥ CASH REGISTER ¥ PAID OUT RECEIPTS

v "y
Auszahlungsbelege | ) (o= Ig
Auswertungszeittaum: 1100612 | |10.06.12
Nr. Datum Konto Betrag  Gastname Kommentar

3 10.06.12 Allgemeine Auslagen 15,00  Schmitt-Kuballa Herr Allgemeine Auslagen

2 10.08.12 Allgemeine Auslagen 10,00 Ohmann Allgemeine Auslagen

1 10.06.12 Allgemeine Auslagen 10,00 Maillé de la Tour-Landry ... Allgemeine Auslagen

4| (T3 | »
| ok || Abbrechen | -

If you entered expenses with a receipt form, posting the expenses will automatically print a document. You can
access this dialog box to view and reprint the documents if necessary.

Example: A receipt form for expenses was created in the “Paid out receipts” group of the Form Administration

module:

Form Administration = 7!
Group name T. + *|| Formname 7 Filename Mo.. Re
article ARTI ‘ ehprotehFORMULARSzabl b | | |
Banquet forms BANK  |E
Profile Forms KTEXT
Reminder MAHN
Codes
*Youchers dIEEE T | »

— Form groups Forms
[ Mew |[ Edt || Deete | [ MNew |[ Edt || Deete |

Form name: Paidout receipts Lang.: [English v
Groups
o = e f Advanced
O eoniabon om0 Homocer foins In hotels: Available in all hotels E] F’rintel

() Invoice forms
() Profile forms
@ Typeless

() Bank transfer
() Commission

() Banquet forms ) &rticle names

) Groups: “Paidout receipts v

[ 0K ” Cancel H Help ] CKit Execute:

Filename: e:\prote\FORMULAR zahl_mhr.

_) Exchange rec. Description: [V]word

L

Printer

Delete

CKit Condition: =

B

protel SD > Text > Form Administration > Paid out receipts

There is also a transaction account for expenses. This account was linked to the paid out receipts form using

the 1 Expense (cash) check box:
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Transaction account setup @
Text: Statistics:
Tad Mo, - R0 Group: Statistic: group: Eutras v]
ITE:-:IZ Expenses I .......E DATEYAcc-Ma: 0O
Pogting text: Iil Order 1/2:
Unit price: GEP = 0.00 Oirder 3/4:
MPE Hotel: Available in all haotels [Z] [CIFC ace. only  [] Awvailable in internet
Auta routing [_> 4 ,] Expense [cash) [Eash Payment -
TerEs ks Frint receipt: ’Paidout 1eceipts -
WaT Code: [1?.50000 11 v] B-Code: [ ~
Reduced WAT: l w | after daps: 939 [] Post after EQD when used as fiked charge
Tx1: 0.000000 Tw«2: 0000000 Tw3 0000000 .
Tax account settings
Backoffice interface Tax account: -
Pkt [ 5plit tax posting from package
Col1: [ Create package if not already part of a package
Euternal taxes [US5-version]
Fixed arnournt 0.00 0.00 0.00 0.00 0.00
Tax percentage: 0.000000 0.000000 (0.000000 0000000 0.000000
Post to TaA: [ - ]’ - ]’ = ][ - ” v]
Pogting text:
Feduce oginal [ reduce [ reduce [ reduce [ reduce [ Reduce
[ (] l [ Cancel ” Help ] [ More ” Package l

protel SD > Bookkeeping > Revenue and Payments > Transaction Accounts (TAA)

Whenever you post a cash register transaction to the expense account, a document is printed automatically.

Aufbuchen

Name: | Bamsby
Ort:

Bem. :

Zimmer Gast
316 Barnsby Greg

36 Bamsby Greg

Firma:

Gruppe:

Kto. ‘Wahrung
.. 500 |[EuR |
‘i [EUR ~ |

protel FO > Cash Register > Paid out receipts

5% Available user rights

97 | FO Paidout receipts

Preis

Zi-Nr.: | 316 An: |08.06.12 GES.
&b 111.06.12
Anz Bezeichnung Zusatztext

5,00 1| allgemeine Auslag ||
0,00 1

Controls access to the “Cash Register > Paidout receipts” menu item.
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Invoice History

Front Office F Cash Register ¥ Invoice History

WV Invoice history

Filter
Inv.-No: Hotel:

Name:
Deptdate: 08/02/13  [..]

Richard’s Hotel - Richard’s Hotel, A5F ']

i

[

Fiscal code: '] [ Start Search H Reset Filter
In... F-Code  Date Name Paym... ¢ Charge  (Reversal .. Comment ..
4075 07/03/13  Siemens -2157.,00 2157,00 2.
4080 10/03413  Vaughan -100,00 0,00 Depositin.. 2.
4072 15/02/13  Mattes -87.30 87.30 23]
4084 10/03/13  passerby -23.50 2350 bid
4076 07/03113 F&B -1.00 1.00 233
4077 10403413 Zipp 0,00 300,00 23]
4081 10/03/13  Abbott 0,00 0,00 2
4082 10403413 GM_ITE 2013 0,00 0,00 23
4083 10/03/13 Back 0,00 225,00 2.
4073 06/03/13  Wichtel 34,00 0,00
4074 06/03/13  Wichtel 34,00 0,00

All None [ View Invoice Form H Print Invoice Form ] [ Show Details H Void Invoice ]

[ 0K J[ Cancel ][ Help H Print Report ]

[

Check for unprinted Invoices

The invoice history shows all previously created invoices and allows them to be reprinted if required.

Inv.-No. / Enter an invoice number, name, or date (date on which the invoice was created) and click
Name / [Start Search]. The system refreshes the list of invoices to match your search criteria.
Dept. date

[Reset Filter] Resets all entries, such as the invoice number, name, or date.

[Fiscal code] This code is printed for fiscal auditing of the invoice.

[‘v’iew Irvvoice Formn ] Select an invoice and click [View Invoice Form] to display the invoice form on screen.

[ Frint Invoice Farm ] Prints the invoice form without displaying a preview.

Show Details Generates a detailed list of all charges posted to the invoice. If you combine charges into a

package on the invoice or overwrite the text for a charge, the invoice form often does not
show sufficient details about the actual charges. The posting text in the invoice details

therefore shows the transaction account used to post the charge.

Yoid |nvoice Use this button to correct an invoice if the guest has already checked out and the check-out

was at least one day in the past. See the following section for more details.
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Voiding an invoice

You can use the Invoice dialog box to void checked out invoices on the day of check-out as long as the end-of-day
routine has not been performed. If you want to void or change invoices for which the check-out date lies one or
more days in the past, you must use the invoice history.

This process voids the entire invoice. You can, however, specify which invoice items need to be reposted.

.- | Available settings (Invoice history)

v

New in Version 2013.16.690 of January 22, 2013
If required, you can prevent deposit invoices from being voided in the invoice history.

¥ protel Support will be happy to configure the relevant settings for you. Contact us for more details.

Canceling an invoice in the invoice history

1. Select the relevant invoice from the invoice history and click [Void Invoice].

The system displays all items associated with the invoice. Charges that were posted as part of a package
are also listed separately. The “Package text” box shows the name of the associated package.

{66 Void invoice 4075 o -5/
Post. date  Inwv, date MName of ... Quan.. No Account Text Add. text U-prin #
01/0313 0140313 GM_Siem... 1 10101 Accommodation +Accommod...  01/03413/R.. 75 5
01/0313 0140313 GM_Siem... 1 1010 Accommodation +Accommod...  01/03413/R.. 93,
01/0313 0140313 GM_Siem... 1 1010 Accommodation +Accommod...  01/03413/R.. 99
0140313 01/0313 GM_Siem... 1 10101 Accommodation +Bccommod...  01/03413/R.. 93,1
02/0313 0240313 GM_Siem... 1 1010 Accommodation +%Bccommod...  02/03/13/R... 75,
02/03413 02/03/13 GM_Siem... 1 10101 Accommodation +Accommod...  02/03/13/R... 99,
n2/N313 n2/N313 M Siem 1nim Arenmmadatinn +"Aerammnd N2/N313/R 91 7
< L »
Total charges: 2157.00
Marked items total: [7] Post marked items ta new invoice

l OK l [ Cancel ] { All ] [ None ] ( Yoid invoice ]

The bottom window pane shows the total for all charges and the total for the selected charges.

2. If you want to repost items that are correct and you do not therefore want to void to a new invoice, select
the items (using the [All] / [None] buttons if required) and select the [l Post marked items to new
invoice check box.

3. Then click [Void invoice]. Confirm the operation in the message dialog box that appears.

4. The system generates an invoice with counter-postings for all postings made to the original invoice,
including the method of payment used.

5. As stated in the message dialog box, all counter-postings are made against partial invoice “A.” Any items
that need to be reposted are posted to partial invoice “B.” The date on which the original invoice was
voided is used as the posting date for these postings and the invoice that is generated.
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8] Rechnung | El i&r
MName: | protel hotelsoftware GmbH Firma: Zi-Nr: 8000 An: 09.06.12 GESAMTSALDD: EUR v/
Ort: Dortmund Gruppe: Stat: |ClI Ab: 09.06.12 44,00
Bem.

Lﬂ | protel hotelsoftware GmbH Bar Euro B protel hotelsoftware GmbH J Bar Euro
Datum Anz Text Preis Zusatztext|| Datum Anz  Text Preis  Z. W.. W Preis
€ 09.06.12 1 Spa Nutzung -15,00 3090612 1 Beamer 30,00 EUR 30,00
€ 09.06.12 1 Beamer -30,00 30906812 1 Diaprojektor 8,00 EUR 8,00
€ 09.06.12 -1 Diaprojektor -8.00 ©a09.0612 1 Flipchart 6,00 EUR 6,00
€ 09.06.12 -1 Flipchart -6,00
€ 09.06.12 -1 Romantik-Menti -58,00
€ 09.06.12 1 Bar Euro 117,00
4| n » ] 4 1 »

0,00 44,00

E3a 000 E38 4400 BJc g e > [3

1 0K MAbbrechen \‘ Hilfe ] [ Info-Rechnung \ \r Check Out 1 ( Mehr \ | Bearbeiten || Stomieren \ \r Buchen 7

You can edit partial invoice B, if required. In other words, you can add or remove additional postings.

To finalize and close the invoice, check out the partial invoices and enter the method of payment.

Handling unprinted invoices

If “No form printed yet” is displayed in the comments box for an invoice, this indicates that an invoice that was
not printed when the guest checked out. Such invoices are displayed here nonetheless to avoid gaps in the list
of invoice numbers. At the end of the day, protel automatically checks for invoice numbers associated with

unprinted invoices and enters the invoice numbers on this screen. Since no form has been generated, a form is
not saved in the system.

If this check is not completed automatically at the end of the day, you can also initiate it using the [Check for
unprinted Invoices] button.
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Accounts receivable

FRONT OFFICE # CASH REGISTER ¥ ACCOUNTS RECEIVABLE

All invoices that you have checked out using a debit payment method or credit card are transferred directly to
accounts receivable management. An accounts receivable account is automatically opened for the invoice
recipient of all invoices on account. Credit card receivables are summarized on a group account for each credit

card.

You use different tabs to access the individual areas of accounts receivable management.

£2,  Available user rights

FO Accounts
Receivable

56

167

view

Accounts

Authorizes the user to access accounts receivable management.

[Cash Register | Accounts Receivable | Accounts]

W Lccounts receivable = || = | ==
Ancounts | Post Payment | Payment Histary | Fieminders I Data Exchange | Farms I Settings|
Hetel  [Richaid's Hetel - Richard's Hatel, ASPQ 24 London [2) -
Account s Marne 0-30days  31-60 days  61-00d.. 91-120.. 121+
@ Group American Express 2157.00 0.an 0.00 0.00
@ Group Mastercard 0.00 0.an 0.00 0.00
@ Group CRO Deposit 0.00 0.an 0.00 0.00
D Graup Diners 0,00 0,00 0,00 0,00
K100 "wichtel 34,00 0.00 0,00 0,00
K10m02 "wichtel 34,00 0.00 0,00 0,00
K3320 0,00 0.00 0,00 0a0 3
A S S
22 Tatal credit cards 215700 0.00 0,00 0,00
23 Total debtors £8,00 0.00 0.00 000 36
Zdoees e s e oo
iz} Total 2.225,00 0.00 0.00 000 36
Ll m 3
I All H Mone “F‘reassigned .&ccounts] I Frint Statements J I Refrezh H Frint Ainalyzis I
[ ok |[ abbrechen |

FO MPE A/R global | For protel MPE: Authorizes the user to access accounts receivable management for
each hotel in the group (using the drop-down list).

This tab provides an overview of all accounts with outstanding amounts. The upper window pane shows detailed
information with the name and the outstanding amounts for the last 30 days, 30-60, 90, and more days. The last

column shows the total amount for the open account.

Guest accounts are indicated by a “K” followed by a number; credit cards (“CC” character from the system data)

are indicated by the prefix “Group.”

The buttons perform the following functions:
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All Selects all displayed accounts.

None Clears all selected accounts.

Preassigned In a guest profile, you can preassign a guest for the printing of accounts receivable account
Accounts statements by opening the “A/R” tab and selecting the “Send statements if balance” or “Send
statements even if zero balance” option.

When you click the [Preassigned Accounts] button, the accounts for these guests are automatically
selected in the list of open accounts. Then click [Print Statements]. Using this feature, you can print
a monthly account statement by clicking just two buttons.

Print Prints a form defined in the system data for the selected accounts.
Statements
Refresh Refreshes the display. Required only if you have settled due postings.

Print Analysis Creates a report that evaluates the outstanding items by their “age” (age of the invoice and debt).

Post Payment

[Cash Register | Accounts Receivable | Post Payment]

You use this dialog box to edit the individual debts and post payments.

V Accounts receivable = =] @
;VAccrounlrs"f Past Payment | Payment History I Reminders l Data Exchangel Forms I Settings
Select account
Account: [211 American Express V} Invoice: [ 'I ‘! [7] Display payed off debts
Name: [American Express = J Hotel: { Richard’s Hotel - Richard's Hotel, ASPQ 24 Lom v!
Inv, Date Txn. da.. Mame of guest Curr, Amount 0/S  Amount... O/SGBP Paid off Payment
4075 07/03/13 07/03113 /GM_Siemens GBP 2157,00 2.157.00 2157.00 215700
<« m »
Post payment -
10/0313 | GEP 0.00 Payment
Commission: U.DU:]
Balance:  GBP 2157.00 eyl
0K Abbrechen

Select account

In order to provide a clearer overview, the *1 Display paid off debts check box is not selected by default. In other
words, only outstanding accounts receivable are shown. If you select the check box, all paid off accounts are

shown in gray.

A number of different selection options are provided at the top of the window so that you can find the relevant

accounts as quickly as possible.

Account Select the account number, which comprises the letter “K” and the number of the guest profile.
Credit card accounts are indicated by a “Z.”

Name Select an account by the name of the invoice recipient.

Invoice Select an account using the invoice number. The system also displays the date and amount and
sorts the entries by invoice number.
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Amount (After the “Invoice” drop-down list). Select the amount. The date and invoice number are also
displayed.

Post payments

Once you have selected an account, the system displays all outstanding debts. Use the lower window pane to
post payments for these debts.

The first drop-down list shows the payment type created as “non-cash” in the system data. The date corresponds
to the date of the posting. If a different currency is assigned to the selected payment type, the relevant currency
appears in the currency field automatically.

Use the next box to enter the amount received as a payment. If only a partial payment has been made, enter the
amount of the partial payment only. An outstanding amount will continue to exist in the system. The next text
box shows “Payment” by default and can be overwritten if required.

Commission postings

Use the “Commission” row to post a commission payment or discount: Enter the amount in the first box.
Then use the drop-down list to select the transaction account to which the posting is to be made.

When making a commission posting, ensure that only the reduced amount is entered as the incoming
payment. The remaining amount is then posted as commission and a negative posting is made to the
corresponding transaction account for commissions.

Click the [Pay off] button to make the posting. The next window again shows the data that you have entered.
Confirm the window to make the posting. Click No to return to the entry screen and make any required
corrections.

Paid off debtors are displayed in gray in the list of debts. They are deleted from accounts receivable management
after a predetermined amount of time. It does, however, remain possible to verify the incoming payment.

NOTE:

¥ Ensure that a debt is actually paid off in the currency posted to avoid unnecessary rounding differences. As
the posting text, you could enter the account statement number on which the payment appears to allow the
posting to be audited more easily at a later date.

Unallocated payments

If a payment is made that is higher than the debt, the difference is posted to the accounts receivable account as
credit. The amount can then be assigned using one of the following invoices.

If the debt to be settled is not selected when posting a payment by mistake, the amount entered is entered in the
account as an unallocated payment.

To allocate the payment, select the unallocated payment and the debt. Right-click the unallocated payment and
select “Summarize to batch” from the context menu.

This allocates the amount to the debtor and reduces the debt accordingly. If the unallocated payment settles the
debt in full, it is shown in gray to indicate that it has been paid off.

THE CONTEXT MENU OFFERS A NUMBER OF OTHER EDITING FUNCTIONS:

View invoice form xxx Opens the invoice form, which can also be viewed using the invoice history.
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View invoice details xxx

Void invoice xxx

View profile xxx

Create void invoice

Edit comment
Select status

Transfer marked debts

Transfer marked debts to
group account (CC)

Create summarized
invoice

Print report

This account: print
today's pay offs

All accounts: print today's
pay offs

Display paid off debts

If you select two debts, the

Summarize to batch

Shows the individual posting items for the invoice. This allows you to see the actual
postings if postings on the invoice have been combined to form a package or if postings
have been renamed.

Allows you to void the entire invoice. See also Cash Register “Invoice history” - “Voiding
an invoice.” If a correction has been made, both the original invoice and the canceled
invoice are shown. Both can be combined to reduce the amount owed on the account.

Opens the guest's profile.

If you need to correct an invoice (incorrect room rate has been calculated), the system
generates a passerby invoice showing the guest profile and payment type. You can then
make corrective postings to this invoice. If you need to reduce the amount, you must
make a negative posting. You can also create a new invoice showing the changes you
have made. You can combine the posting that has been created with the debt (see
below) so that the debt shows the correct amount.

Enter a comment for the selected debtor.
Enter a status defined in the system data for the debt.

If you select this function, the selected debts are posted to a different account or a
different guest profile. You use the “Guest search” dialog to assign the debt.

If a debtor pays by credit card, you can repost the debt to the relevant credit card
account from within accounts receivable management. A window appears showing all
available credit cards. Double-click to select the relevant card.

From version 2013.17.000

The transfer posting of debts to another profile or account can be regulated by the
User Right No. 878.

This function is used only in connection with fiscal codes. It summarizes multiple
invoices if they have a fiscal code that permits summarized invoicing. This function is
used only in Italy.

Print an individual account statement for all debts associated with this account.

If debts have been paid off during the course of the current day, you can use this
function to print a list of all the day's payments. This printout is particularly useful for
checking payments made for group accounts (credit cards).

If debts have been paid off across all accounts, you can use this function to print
information about today's payments without having to access the reporting functions.

Shows debts that have already been paid off. Click the menu item to enable or disable
this function.

following additional options are available in the context menu:

Summarizing debtors to a batch allows individual invoices to be allocated better in
group accounts. Batches are indicated by a summation sign in front of the invoice
number. If you have selected different credit card postings and summarized them to a
batch, the relevant postings are displayed in blue.

To edit an existing batch, right-click the selected posting to open the menu:
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Mark batch 179 with total of 595.00

Release itemis) from batch

Expand batch

Close expanded batches

You can now use the first option in the context menu to select all postings in the batch

for further editing.

You can also remove postings that do not belong to the batch or that no longer belong
to the batch (Release item(s) from batch).

Click “Expand batch” to open a closed batch and view all individual postings. Once

finished, you can close the batch again (Close expanded batches).

£2 | Available user rights

92 | FO Correct debt

137 | FO Move A/R payments

839 | FO AR (enter commission at payoff)

Authorizes the user to correct a debt.

Authorizes the user to transfer a debt.

Authorizes the user to post commissions.

878 | FO A/R Transfer to different account | Authorizes the user to transfer debts to another profile or account.

Payment History

[Cash Register | Accounts Receivable | Payment History]

This tab shows all payments received to pay off debts.

V Accounts receivable |E||E|@
['Accounts_[_ Post Payment_}r Payment Hisloryhl Reminders ] Data Exchange l Forms ] Settings |
Period: 10/03412 10703413 @ Payments
Refresh l
Hotel: Richard's Hotel - Ric v Payed off debts :
D.. + Txn.d. Inw Account Text Curr, Amount  Amount.., o
14/02413  14/0213 100111 Summer Bacs Payment GBP -111.,00 -111.00
14/02413  14/02113 3786 Milado Bacs Payment GBP -8738,08 -8738,08
14/02413  14/02/13 3476 Fadden Bacs Payment GBP -150,00 -150.00
14/02413  14/0213 3893 Protel Hotels...  Bacs Payment GBP -308,00 -308.00
14/02413 14/02/13 93993.. ActioninMa.. Bacs Payment GBP 200,00 200,00
14/02413  14/02413 4049 Aggregates|...  Bacs Payment GBP -800,00 -800,00
14/02413 14/02/13 9999.. Allied Distiler...  Bacs Payment GBP -156,00 -156,00
14702113 14/02/13 9999.. Anderson 40.. Bacs Payment GBP 1040,00 1040,00
14702413 14/02/13 9999.. Anderson40... Bacs Payment GBP -2080,00 -2080,00
L 140213 14/0213 9999 Atn Gnvernm Rars Paument GRP 77000 77000 =
Abbrechen |—

Specify a period for which you want to view incoming payments.

The view above shows all payments received during the period selected for evaluation. Since different

outstanding items can be been combined (to pay off credit cards), it may not always be possible to identify the
individual debts that have been paid off. If you select the @ Paid off debts option, the system displays all debts
that were paid off during the specified period.
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Click [Refresh] to reload the list; e.g., if new payments have been posted in the meantime or if you change the
period.

NOTE:

¥ The entry “_AR” in the “Account” column means that the accounts have been combined and
an internal account posting has taken place.

Reminders

[Cash Register | Accounts Receivable | Reminders]

The Reminders tab shows all debts due based on the reminder code definition and debts that have reached the
due date for a reminder level and therefore require a reminder. You can optionally change the filter date and
filter reminder level by selecting the relevant item from the drop-down list. You can also select the ¥l show all
check box to show debts that are not yet due.

Debts for which a reminder must not be issued are displayed in red. You set this requirement by assigning the
relevant reminder code in the guest profile.

V Accounts receivable [E@@
Accounts l Post Payment ] Payment History } Reminders l Data Exchange l Forms | Settings |
| Accounts with open balance

Toremind. date:  [10/03/13 Reminders: |all M| [T show all

Hotel: [Hichard's Hotel - Richard’s Hotel, ASPQ 24J Londo v]

Acc..  Accname Narme Inw, Date Guest Curr.  Amo.. Amount.. Age Re.. Rem.Da. *
B.. BTl Hogg Robi.. 2967 08/01/03 Raby Mr GBP 78,00 78,00 3714 o 22/01/03 L
B... BTl Hogg Robi.. 1842 19412/02 HalT.. GBP 165,00 165,00 3734 0 02/01/03 |
Bz BTl Hogg Robi.. 1940 21/12/02 Benne.. GBP 78,00 78,00 3732 0 04/01/03
B.. BTl Hogg Robi.. 1943 21/12/02  Kenny... GBP 78,00 78,00 3732 0 04/01/03
B.. BTl Hogg Robi.. 3125 10/01/03  Moris ... GBP 156,00 186,00 3712 0 24/01/03
B.. BTl Hogg Robi.. 3116 10/01/03 Hynes.. GBP 78,00 78,00 3712 o 24/01/03
B.. BTl Hogg Robi.. 0 21111/02  Gilson... GBP 437.00 437,00 3762 o 01/01/00
B.. BTl Hogg Robi.. 1677 17/12/02 Raby Mr GEP 78,00 78,00 3736 0 3112/02
B... BTl Hogg Robi.. 2966 08/01/03 Brand.. GBP 78,00 78,00 3714 0 22/01/03
B.. BTl Hogg Robi.. 2968 08/01/03 Pfeiffe.. GBP 78,00 7800 3714 o 22/01/03
B.. BTl Hogg Robi.. 3028 09/01/03 Drisco... GBP 156,00 186,00 3713 0 23/01/03
B.. BTl Hogg Robi.. 2969 08/01/03 Simon.. GBP 78.00 78,00 3714 o 22/01/03 -

£ m »

per 10/0313 () [ Remind |[Rembistow] [ &l |[ None |

Ol report for debtors
Click [Show Ol Report] to view all open items for the specified date on screen.
Remind

Click the [Remind] button to activate the reminder process for the selected items (see the “Reminder” chapter).
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Rem. History

The reminder history allows you to access reminders that have already been created and sent (see the “Reminder
history” chapter).

Context menu
Right-click a debt to open the context menu, which provides the following options:

View invoice form  Opens the invoice form (see the “Invoices > Invoice history” chapter).
XXX

View invoice Shows the individual posting items for the invoice. This allows you to see the actual postings if

details xxx postings on the invoice have been combined to form a package or if postings have been
renamed.

Edit comment Enter a comment for the selected debtor.

Select status Enter a status defined in the system data for the debt.

View profile yyy Opens the guest's profile.

Remind debtors

[Cash Register | Accounts Receivable | Reminders | Button [Remind]

Remmind debtors @

Change reminder level and reminder date

T zet to I Remind marked debtar ‘
Rem. date set to: 1040313 I Do not remind anymore ‘

Print reminders

Hiztary comment:

Copies: 1 Increase reminder level after print
I Print J I Frint with presview I [ Create only
[ 0k J I Cancel J I Help I

Use this dialog box to change the reminder level and reminder date for a selected account or to create and print
reminders.

CHANGING THE REMINDER LEVEL AND REMINDER DATE

+1 Increases the reminder level.

-1 Decreases the reminder level.

set to Sets the reminder level to the level set in the input box.

Rem. date set to: Sets the reminder date to the date entered.

Remind marked Indicates that a reminder is to be issued for the selected debtor or sets a reminder date.
debtor
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Do not remind
anymore

PRINTING REMINDERS

History comment

Copies

[“lincrease reminder
level after print

Print
Print with preview

Create only

Indicates that the debtor is no longer to be reminded (displayed in red in the list).

Reminder texts are saved under Letters in the guest profile. The text entered here will
appear in the comments for the entry.

Specifies the number of copies to be printed.

Increases the reminder level by one increment once the reminder has been printed and
changes the reminder date accordingly.

Prints the reminder.
Displays the reminder on screen and allows it to be edited.

Generates a reminder without printing it. You can access the reminder from the History of
reminders created.

The reminder forms available for selection depend on those defined on the “Forms” tab. When printing a form,
protel takes into account the language of the selected debtor and the highest reminder level for the selected
debts in each account. All printed reminders are saved in the History of reminders created and the Letters tab for

each profile.

REMINDER PROCESS

1. Select the individual accounts on the Reminders tab. If you select multiple accounts, a reminder is
created for each account in succession. One reminder is generated for each guest profile. If the same
guest profile is assigned to various outstanding items, the items are combined on one reminder form
(once the form has been created in the system data).

2. Click the [Remind] button to open the Remind debtors dialog box.

3. Select the Mincrease reminder level after print check box as a general rule as this ensures that the
reminder level and date are increased automatically.

4. Click the [Print] button. If you want to view the reminders on screen first, click [Print with preview].

History of reminders created

[Cash Register | Accounts Receivable | Reminders | Button [Rem. History]

Shows all reminders created in the past with the corresponding date.

You can use the reminder history to print or delete reminders at a later point in time.
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Histary of reminders created IEI
Filter
Wiew fram 00313 D Search
Date Refere.., MNarme Armount  Form Text
10/03.. k1778 MGechasn 321.00 Rerninder]
10/03.. K1779 MeGechaen 78,00 Reminder]
[ Ok ] I Cancel ‘ I Frint ‘ I All I I Mane I I Delete

Enter a date and click [Search].
Select one or more reminders from the list box (use the All and None buttons if required).

Click [Print] to generate a printout or [Delete] to remove the reminder. .

Data Exchange
[Cash Register | Accounts Receivable | Data Exchange]

Automatic posting of incoming payments received by data exchange and printing of payment forms.

Print payment form (supported only if a Data Exchange license is installed)

The data exchange procedure allows payments transferred by a guest to be forwarded to protel automatically
using banking software (e.g., “Multicash”) and posted as a payment in protel. Click the [Data Exchange] button to
create bank payment/transfer forms and start the exchange of data.

¥ A Data Exchange license is required to print payment forms and initiate the exchange of
data. For more information, please contact your protel distributor or the protel support team.
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Forms

[Cash Register | Accounts Receivable | Forms]

Use this tab to assign the forms defined in the protel system data to the relevant levels and languages so that the
corresponding form can be selected when printing a reminder or account statement.

The list shows the individual reminder levels and the forms assigned to each level. The reminder level is initially
assigned in the system data, but can also be assigned here.

You must create the account statement as a form with reminder level “0” in the system data. You then assign the
“Statement” type in accounts receivable management. This allows account statements to be issued instead of or
in addition to reminders (see “Accounts receivable” - “Accounts”).

V¥ Accounts receivable = ® @
| Accounts I Post Payment | Payment History | Reminders | Data Exchange; Forms i Sellings“\
Forms used for reminders and statements
Type Language Form
Reminder 0 English Reminderl
Reminder 1 English Reminder2
Reminder 2 English Reminder3
Statement English CAR Statement of account
Reminder 4 English
Statement English CAR Statement of account
New } [ Change ] [ Delete J
—]
Language: | VJ
Form: l T
0K Abbrechen

To create the form, first use the drop-down list to select the reminder level. Assigning a language allows you to
use texts created in a foreign language. For instance, if German has been entered as the guest's language in the
guest profile and a reminder text exists in German, the system will automatically print the German version for this

guest profile.
To create a new form, select a reminder level, a language, and the corresponding form and click the [New]

button. To modify an existing form, select it in the list, change the entries shown, and click [Change]. Use the
Delete button to remove selected forms from the list.
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Settings

[Cash Register | Accounts Receivable | Settings]

V Accounts receivable =nE @

[ Aecounts ! Post Payment | Payment History | Reminders | Data Exchange I Forms } Settings ‘

Delete payed off debts
[¥] automatically with EOD

90 days after payment

Start Reorganization

[ ok | [ Abbrechen |-

By default, protel HMS reorganizes fully paid off debts during the end-of-day routine 60 days after a payment has
been posted. You can change this setting here.

If you select the automatically with EOD check box, the system will reorganize the records at the end of the
day. As an alternative, the debts can be deleted automatically after a set number of days. To do so, enter a
number in the input box.

Click the [Start Reorganization] button to trigger a manual reorganization.

£2, | Available user rights

802 | FO A/R Settings | Authorizes the user to access the “Settings” tab in accounts receivable management
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Batch Invoices (SQL only)

FRONT OFFICE ¥ CASH REGISTER ¥ BATCH INVOICES

This function allows you to print an information invoice for all guests at the hotel in one print process. The
function is only available in the SQL version of protel.

80! Batch Invoices E@
[Inhouse list with guests departing today 82 ]
# Guest Room Arrival Departure  Balan.. Remarks Cormpany Travel Agency Group S

1 Page John Mr 208 05/03/13  10/03A13 HCIM& GM_ITB 2013

2 llett Tracy 210 05/03/13  10/0313 HCIMA GM_ITB 2013

3 Backhouse T &... 203 05/03413  10/03A13 HCIMA GM_ITB 2013

4 Cadrecha Monica 214 05/03/13  10/03A13 HCIMA GM_ITB 2013

5 Dacre SimonMr 215 05/03/13  10/03/13 HCIMA GM_ITB 2013

4 Macchi Dr. 223 05/03/13  10/03/13 HCIMA GM_ITB 2013

7 ‘Wichtel Richard... 224 06/03/13  10/03/13 416.00 =

R e e I N

9 ‘Wichtel Richard... 436 06/03/13  10/03A13 430.00

10 Wichtel Richard... 434 06/03/13  10/03A13 480.00

11 Back Mr 304 07/03/13  10/03/13 225.00 likes smooth pill...

12 Milton Margret ... 228 07/03/13  10/03/13 28450

13 Baltimore Richa.. 236 08/0313  10/0313 23655 Carter House

14 Ethad 20m 09/03413  10/03A13 75.00 Etihad

15 Etihad 226 09/03/13  10/03A13 99.00 Etihad N
“« 1 | »
[ oK ] [ Cancel ] [ Mark all ] [ Print Invoices 1 [ Post Room Charges ] T

Use the drop-down list at the top of the screen to determine which reservations are displayed. The following
options are available:

[Inhuuse list with guests departing hoday

Inhiouse list with guests departing toda
|rha ist with quests departing bamorrow

|nhouze guests
Inhousze lizt for gquests everny 7 days
Inhouse list for quests every 14 days

Click the [Mark all] button to print an information invoice containing all reservations shown in the list. To print an
information invoice for some of the reservations only, first select the required reservations individually.

Click the [Print invoices] button to start the print job.
Note that the invoice will only show charges posted up to the current date.

Use the [Post room charges] button to post the room and fixed charges for today ahead of the end-of-day
routine. This creates an advanced invoice.

9@_, Available user rights

Authorizes the user to access the “Cash Register > Batch

144 | FO Batch Invoices ., .
Invoices” menu item.

FO Post accommodation charges (batch

invoice) Provides user access to the “Post room charges” function.
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Reports

Arrivals report

FRONT OFFICE ¥ REPORTS ¥ ARRIVALS

The arrivals report displays all guests that are scheduled to arrive on a certain day. You can use the arrivals report
to create registration forms, check in a guest or cancel an arrival. You can also right-click items in the list to access
other information, such as the guest profile or reservation details.

Opening the report
To open the arrivals report:
+ Click “Reports > Arrivals”

L] .
v Click the green ‘@l Aials [ b 1401 on the toolbar
* Press the [F6] function key

The following dialog box appears:

V Arrivals = e
Filter Sort order
Date: 10/0313 (o] 9 Name ©) Room no.
Name: E © Group ) R. plan order
Room: V] cet Options
Compenkn [ Include arrived guests (V] Include messages with date
First Name:
Sc/TA/Cm/GE ) ,,l,nCI' status
Conf.-No.: | Yoid [¥] Option w. deduction
Conf.No. (V] Wait list [¥] Option wo. deduction

[ 0K J [ Cancel ] [ Help } [ Print

51_} Available user rights

62 | FO Arrivals Authorizes the user to open the arrivals report.
Filter
Date Enter a specific arrival date.
Name Enter a specific guest name if required. It is usually sufficient to enter the first couple of letters of

the name. protel automatically displays all guests whose name starts with these letters.

If you select the check box next to the input field, you can enter any part of the name. This would
allow you to find a guest named “vom Stein” when entering “stein”, for example. The search returns
all arrivals whose guest names contain the string you entered (e.g. Steinbriick, vom Stein, Dlrsteiner

etc.).

Room To find a reservation for specific rooms, you can enter one or several room numbers (separated by
commas).
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[¥lAcct. Select this check box to include internal hotel accounts in the arrivals report. If the check box is
cleared, the list contains room reservations only. This check box is selected by default.

Companion You can search for a reservation that is associated with a specific accompanying person.

First name Finds guests with this first name.

Sc/TA Shows the company / group / travel agent that made the reservation. If you select the 1 check box
/Cm/Gp next to the input field, you can enter any part of the name as described above.

Res No. Searches by reservation number.

Conf. No. Searches by confirmation number.
Sort order

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room
number in ascending order.

If you select @ “Group,” the guests will be sorted according to their group membership, i.e. all guests of the same
group are listed together.

The @ “R. plan order” option sorts arrivals by their position in the room plan.

Options

Select the 1 Include arrived guests check box to also display reservations that have already checked in.

Select the 1 Include messages with date check box to also show guests for which the relevant arrival date was
entered in the navigator date fields next to the Note 1 and Note 2 buttons. These guests will be shown separately
in the bottom section of the arrivals report.

Incl. status

Void Also shows cancelled reservations

Wait list Shows guests on the wait list

Option w. deduction Shows optional reservations with deduction

Option wo. deduction Shows optional (tentative) reservations without deduction
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Structure and features

Click [OK] to confirm the selected filter criteria and display the arrivals report with all relevant information on the
respective reservations.

V' Arrival Report for the 10/03/13 = |[E- ][
Ro.-Stat. Name s NoS # RT Adlt, Departure Currency  Price Rate code Stat. Group i
- Allied Distilers Ltd m STDE | 2/0/0/0/0 [14/0343 [GBP | 99,00 |NEG2RO |GTDCE | Alied Distilers Ltd

Allied Distillers Ltd 1) STDE 2/0/0/0/0 14/0313  GBP 9300 NEGZ2RO GTDCC Allied Distillers Ltd
oc Allied Distillers Ltd 0 231 PRDB 2/0/0/0/0 14/03/13  GBP 9300 NEG2RO GTDCC  Alied Distilers Ltd |
VD Allied Distillers Ltd 0 9001 GRPMST 0/0/0/0/0 14/0313 GBP 000 ZEROD GTDCC  Allied Distillers Ltd
WC Gault Mrs 3 209 STTB 1/0/0/0/0 13/03/13  GBP 9900 ‘Wwelness GTDCC GM_Berlin 2013
oc Halperin Mr 1 210 PRDE 2/0/0/0/0 12/03/13  GBP 9900 NEGZRO GTDCC GM_Berlin 2013
TO Isherwood L Mrs 1 215 STDB 2/0/0/0/0 13/0313  GBP 198,00 Welness  Cancelled GM_Berlin 2013
VL Macaillivrey H Mrs 2 214 STDB 2/0/0/0/0 11703413 GBP 3300 LCR1 GTDCC
WC Macleod Peter Mr 1 234 STDB 2/0/0/0/0 18/0313  GBP 9900 NEGZRO GTDCC GM_Berlin 2013 -
< m »
Name # RT A, Arival  Depart.. Cu.. Price  Stat. Note

[ Mone |[ a1 ][ Addons | Check In
I 0K H Cancel ][ Help H Frint ] [ Reg. Cards ] [ Refresh Rates ] [ Yoid CI ] [ Reactivate ]

Rm.: 12 Res:13  Adultss 23 Child: 0/0/0/0 Accol #Kto:0 [7] Show extended tooltip

You can flag the guest names for further processing (use the All and None buttons if required). The following
features are available:

Add-Ons

Check In

Cancel Reserv.

Reg. Cards
Refresh Rates
Void CI

Reactivate

Access additional functions (ONLY POSSIBLE if the relevant additional functions have been configured in
the system).

Checks in all selected guests. You can also double-click individual reservations to check them in.

Cancels a reservation. Select the reservation you need to cancel. Click the Cancel Reserv. button to
open a window in which you can provide a cancellation reason and some text. protel then displays a
message box with a sequential cancellation number that should be used in all written communication
with the guest. You can use the cancellation number to search for cancelled reservations in the
reservation report. The reservation remains stored in the system with a “Cancelled” status.

Prints a registration form for the selected reservation(s).
Refreshes the rates if these where previously changed in the rate-by-day grid.
Resets the status of all selected checked in guests to “Arrival.”

Resets the status of cancelled reservations to “Reserved.”

Show extended tooltip checkbox: Depending on the settings in the PROTEL.INI file, shows additional
information on the reservation when you move the mouse pointer over it.

Right-click a reservation to open the navigator.

£2 | Available user rights

FO voiding

Authorizes the user to reactivate cancelled reservations in the arrivals report.

cancellation status (Controls access to the [Reactivate] button.)

330/ FO Void Cl

Authorizes the user to reset checked in reservations in the arrivals report to a “not
checked in” status. (Controls access to the [Void Cl] button.)
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Check In

[Reports > Arrivals > Check In]

Double-click a reservation in the arrivals report to check in the reservation. Alternatively, you can select one or
multiple reservations and click the Check In button.

£2 | Available user rights

352 FO Arrivals CheckIn (Double Authorizes the user to double-click guests in the arrivals report for
Click) check-in.

L.+ | Available Settings for Check-in

From Version 2013.17.672

A special setting enables you to prevent checking a guest into a room which still has a checked-in reservation.
Before a new reservation can be checked into the room, all of the existing reservations must be checked-out.

¥ Your protel Support Team will gladly make these settings for you. Just get in touch — we’re happy to help!

Group check-in
Example: Checking in the "GM Berlin 2013" group on March 10, 2013:

1. Enter the name of the group (or part thereof if the check box is selected) in the “Sc/TA /Cm/Gp” box:

W Arrivals
Filker Sort order
Date: 10/03/13 .. @ Mame
M ame: E || %) Group
Pl Aot Options
CASETEES [ Inchude arrived
First Mame:

I sc/TasCm/Gp  GM Berl Incl. status
Corf.-Ho.: [ oid
Conf.Ma. W ait list

[ K l l Cancel ] [ Help ] l Frirt ]

2. The arrivals report appears with all members of the group:

¥ Arrival Report for the 10/03713 EI
Ro.-Stat,  Mame ¢ MNos # RT Adlt, Departure  Currency  Price  Rate code  Stat, Group
ac Halperin hr 1 210 PRDE 2/0/040/0 12/03413  GEP 9900 MEGZRO GTDCC  GM_Berdin 2013
Wt Maclead Peter Mr 1 234 S5TDB 2/0/040/0 18/03413  GEBP 9900 MEGZRO GTDCC  GM_Berin 2013
Yl Newlove Sarah 1 223 5TDB 2/0/0/0/0 17703113 CANS 9900 Feelwel GTDCC  GM_Bedin 2013

Click [All] and then [Check In].

4. This checks in all members of the group in one step.
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In-house list

FRONT OFFICE ¥ REPORTS ¥ IN-HOUSE

This list shows - as the name indicates - all the guests who are booked into your hotel at a particular day or
for a certain time period. If you open the list for a future date, all guests who are supposed to be in-house at
the entered date will appear. For each element of this list, the respective guest invoice or profile can quickly

be retrieved in order to add a note or comment for instance (just right-click to call the Navigator).

Opening the report

To open the in-house report:
» Click “Reports > In-house

el
v Click the yellow | & IMhoUse | b 4400 on the toolbar
* Press the [F6] function key

The following dialog box appears:

V Inhouse =N
Filter Sort mode
Date: h0/03/13 [...] © Name ©) Room no.
Name: @ Group () R. plan order
Room: (V] Acct. Mode
Companion: [ Include arrivals
First Name: [7] Include departed guests
Sc/TA/Cm/GE [T [@]Incl. Cl departures

[ 0K J !’ Cancel ] [ Help ] [ Print ]

5?_3 Available user rights

64 FO Inhouseliste | Gives access to the in-house-list.

Filter

Date Enter a specific date.

Name Enter a specific guest name if required. It is usually sufficient to enter the first couple of letters of
the name. protel automatically displays all guests whose name starts with these letters.
If you select the ¥4 check box next to the input field, you can enter any part of the name. This
would allow you to find a guest named “vom Stein” when entering “stein”, for example. The
search returns all arrivals whose guest names contain the string you entered (e.g. Steinbriick, vom
Stein, Diirsteiner etc.).

Room To find a reservation for specific rooms, you can enter one or several room numbers (separated
by commas).

Acct. Select this check box to include internal hotel accounts in the in-house report. If the check box is
cleared, the list contains room reservations only. This check box is selected by default.

Companion You can search for a reservation that is associated with a specific accompanying person.
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First name Finds guests with this first name.

Sc/TA /Cm/Gp  Shows the company / group / travel agent that made the reservation. If you select the I check
box next to the input field, you can enter any part of the name as described above.

Sort mode

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room
number in ascending order.

If you select @ “Group,” the guests will be sorted according to their group membership, i.e. all guests of the same
group are listed together.

The @ “R. plan order” option sorts your in-house guests by the position of the respective reservation in the room
plan.
Mode

Select the 1 Include arrivals check box to also display arrivals (guest who will arrive and have not yet been
checked in).

Select the 1 Include departed guests check box to also show departed guests (guests who have already been
checked out).

Select the 1 Incl. Cl departures check box to also show guests who will check out on the selected date.

Structure and features

e

V Guests inhouse: 10/03/13 =@
Name ¢ N. # RT. Adlt Arrival Departure  Cur.., Price Rate code Balance Stat, =
Abbott Mr 2 21 STTB 1/0/0/0/0  05/03113  12/03113 GBP 75,00 NEG2RO 000 C . ‘
Back Mr 2 304 STTB 1/0/0/0/0  07/03113  10/03113 GBP 75,00 NEG2RO 22500 Cl 3 ‘
Backhouse T &L Mr&Mrs 7 209 STTB 1/0/0/0/0  05/03113  10/03413  GBP 75,00 NEG2RO 000 C !
Baltimore Richard Mr 1 236 STDB 2/0/0/0/0 08/0313 10/03/13 GBP 99 UU NEG2RO 23655 CI
Bangham N Mr 1 227 STDB 2/0/0/0/0 06703113 17/03113 GBP NEG2 RO 0, DEI
Cadrecha Monica | 2214 | sT0B 2/0/0/0/0° | 05/03413 | 10/03413 m NEG2 RO
Canavan C Mr 1 232 STDB 2/0/0/0/0  07/0313  18/0313 GBP 93 00 NEG2RO U 00
Dacre Simon Mr 1 215 STDB 2/0/0/0/0  05/03113 10/03113 GBP 93,00 NEGZRO 000 C
Davidson Maryanne Mrs 2 237 STDB 2/0/0/0/0 09/03/13  18/03113 GBP 93,00 NEG2RO 0,00 CI
Eagan S Mrs 3 216 STDB 2/0/0/0/0  05/03113  13/03113 GBP 99.00 NEG2RO 000 Ci
Ellin Karen Ms 3 47 STDB 2/0/0/0/0 09/03/13  20/03/13 GBP 93,00 NEG2RO 000 CI
Etihad 0 226 PRDB 2/0/0/0/0  09/0313 10/03113 GBP 99.00 NEG2RO 9300 Cl L
- AR oz M imiain, s e | Ao i | aine e A R —

Add-Ons
[ 0K ] [ Cancel ] [ Help ] { Print Refresh Rates
Rm.: 44 Res:44  Adults: 69  Child: 0/0/0/0 Accod HKto:D [ Show extended tooltip

[Add-Ons]: Access additional functions (ONLY POSSIBLE if the relevant additional functions have been configured
in the system).

The [Refresh Rates] button updates the display if invoices or rates have been changed for a guest.

Show extended tooltip checkbox: Depending on the settings in the PROTEL.INI file, shows additional
information on the reservation when you move the mouse pointer over it.

Right-click a reservation to open the navigator.

Double-click a reservation to open the DC-Menu.
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.20 | Available settings

The number of nights can be displayed in a separate column. Please contact your protel Support for the

necessary settings.

Departure report

FRONT OFFICE # REPORTS ¥ DEPARTURES

The departure report displays all guests whose stay ends on a certain day. All checked-in guests that appear in the
report are ready for check-out. You can also quickly access other information about guests, reservation details, or

invoices.

Opening the report

To open the departure report:

» Click “Reports > Departures”

+m
v Click the red l Departures [y i1 on the toolbar

* Press the [F7] function key

The following dialog box appears:

V Departures | B '
Filter Sort order
Date: 10/0313 [...] ® Name ) Roof ho.
Name: A Group ) R. plan order
Room: (V] scct.
e Status
Companion: 2
. [ Include departed guests
First Name:
Sc/Ta/Cm/GE [
| 0K | { Cancel ] [ Help ] [ Print ]

SJJ Available user rights

63 | FO Departures Authorizes the user to open the departure report.
Filter
Date Enter a specific date.
Name Enter a specific guest name if required. It is usually sufficient to enter the first couple of letters of

the name. protel automatically displays all guests whose name starts with these letters.

If you select the ¥4 check box next to the input field, you can enter any part of the name. This
would allow you to find a guest named “vom Stein” when entering “stein”, for example. The
search returns all departures whose guest names contain the string you entered (e.g. Steinbriick,

vom Stein, Dirsteiner etc.).

Room To find a reservation for specific rooms, you can enter one or several room numbers (separated

by commas).
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Acct. Select this check box to include internal hotel accounts in the list. If the check box is cleared, the
list contains room reservations only. This check box is selected by default.
Companion You can search for a reservation that is associated with a specific accompanying person.
First name Finds guests with this first name.
Sc/TA /Cm/Gp Shows the company / group / travel agent that made the reservation. If you select the *1 check
box next to the input field, you can enter any part of the name as described above.
Sort order

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room

number in ascending order.

If you select @ “Group,” the guests will be sorted according to their group membership, i.e. all guests of the same

group are listed together.

The @ “R. plan order” option sorts the displayed departures by their position in the room plan.

Status

Select the I Include departed guests check box to also display reservations that have already checked out.

Departure report

The departure report shows all guests that are scheduled to depart on a given date but have not checked out.

e

'V Departure Report for 10/03/13

== R X

o

_[ 0K ][ Cancel H Help ][ Print ]

MName ¢ MNoS # RT Adlt,  Arrival Cu... Prlce Rate code Balance Stat.  *
-m
Backhouse T &L Mr&Mrs 7 STTB 1/.. 05/03/13 GEBP 75 00 NEGZRO 0, UU =
Baltimore Richard Mr 1 236 STDB 2/, 08/0313 GEBP 99,00 NEG2RO 236,55 Cl
Cadrecha Monica 2 214 STDB 2/..  05/03/13 GBP 93,00 NEG2RO 000 Cl | 4
Dacre Simon Mr 1 215 STDB 2/.. 05/03/13 GEBP 93,00 NEGZRO 0oo Cl

Etihad 0 2m STTE 1/.. 09/03/13 GEP 75,00 NEGZRO 75,00 Cl

Etihad 0 226 PRDE 2/.. 09/0313 GEP 99,00 NEGZRO 33,00 CI

GM_ITE 2013 0 900 GRP.. 0/. 05/03413 GBP 0,00 ZEROD 5.700,00 CI

llett Tracy 4 210 PRDE 2/.. 05/0313 GEBP 99,00 NEGZRO 0,00 Cl g
< | L i »

| MNone || a1 || AddOns |

Rm.: 15 Res.:15

Adults: 23 Child: 0/0/0/0

Acc:l  HKto.:0

("] Extended tooltip

Add-Onz

|nformation

Check Out

Access additional functions (ONLY POSSIBLE if the relevant additional functions have been

configured in the system).

You can also create an information invoice for a guest. An information invoice lists all relevant
charges to date (can be used as a receipt for payment receipts)

You can flag the guest names for check-out (use the All and None buttons if required).
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Extended Shows additional information on the reservations in the report (depending on your PROTEL INI
tooltip checkbox settings).

Check Out

The departure report provides two check-out options. Double-click the reservation or select it and click the
[Check Out] button.

If the invoice contains a balance, the Invoice window automatically opens to allow you to post any additional
charges. Otherwise the reservation is checked out directly.

£2,  Available user rights

FO Arrivals CheckOut (Double Authorizes the user to double-click guests in the departure report for

353 Click) check-out.

Group check-out

For group check-outs, it may be useful to sort the departure report by group name, click the [All] button to select
all members of the group and then click the [Check Out] button.

Example: Checking out the “GM_ITB 2013” group on June 6th, 2012:
1. Enter the name of the group (or part thereof if the check box is selected) in the “Sc/TA /Cm/Gp” box:

Filker
Diate: 10003413 [ ..

Mame: [
Fioom; Ak,
Companion:
Firgt M arne:

Sc/Ta/Cm/Gr  GM_| I

2. The departure report appears with all members of the group:

Marne 7+ MNoS # RT Adlt, Arrival Cu.. Price  Rate code Balance Stat Group Corn|

NEG2RO |  omo|o [GMiTB2m3 [ HOM

Cadrecha Monica 2 2/ 05/0313 GBP 33,00 WEGZRO 0on Cl GM_ITE 2013 HCIM,
Dacre Simon br 1 215 STOB 2/, 08/0313 GBP 93.00 MEG2RO oo cl GM_ITE 2013 HCIM,
GM_ITE 2013 0 90m GRP .. 0.  058/0313 GBP 000 ZERO 570000 CI GM_ITE 2013 HCIM,
llett Tracy 4 210 PRDB 2/ 05/0313 GBP 33,00 WEGZRO 0on Cl GM_ITE 2013 HCIM,
Macchi Dr. 1 223 STOB 2/, 08/0313 GBP 93.00 MEG2RO oo cl GM_ITE 2013 HCIM,
Page John Mr 2 208 PRDE 2/, 08/0313 GBP 93.00 MEG2RO oo cl GM_ITE 2013 HCIM,
< m b

3. Click [All] and then [Check Out].
4. This checks out all members of the group in one step.
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Messages

FRONT OFFICE # REPORTS ¥ MESSAGES

This report provides a clear overview of any messages that were left for your in-house guests. It automatically
opens to the current date and shows the most up-to-date messages.

Opening the Messages report

To open the Messages list, click “Reports > Messages.”

-~ -\

Messages
Sort order Status
Name: | @ Name ) Room no.
Room: (V] Ace ") TA/CORPA ©) R. plan order
Companion: Se/TA/Corp/Gip
First name: -
Se/TA/Com/t | Include read messages

[ 0K ] ‘ Cancel } [ Help ]

5.13 Available user rights

286 | FO Message list Authorizes the user to open the Messages report.
Filter
Name Enter a specific guest name if required. It is usually sufficient to enter the first couple of letters of

the name. protel automatically displays all guests whose name starts with these letters.

If you select the ¥ check box next to the input field, you can enter any part of the name. This would
allow you to find a guest named “vom Stein” when entering “stein”, for example. The search returns
all arrivals whose guest names contain the string you entered (e.g. Steinbriick, vom Stein, Dirsteiner

etc.).

Room To find a reservation for specific rooms, you can enter one or several room numbers (separated by
commas).

[l Acct. Select this check box to include internal hotel accounts in the list. If the check box is cleared, the list

contains room reservations only. This check box is selected by default.

Companion You can search for a reservation that is associated with a specific accompanying person.

First name Finds guests with this first name.

Sc/TA Shows the company / group / travel agent that made the reservation. If you select the I check box
/Cm/Grp next to the input field, you can enter any part of the name as described above.
Sort order

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room
number in ascending order.

If you select @ Sc/TA /Cm/Grp, the guests will be sorted according to their group membership, i.e. all guests of
the same group are listed together.
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The @ “R. plan order” option sorts the messages by the position of the respective reservation in the room plan.

Options

Select the [linclude read messages check box to also show messages that have already been read.

List of messages structure

The list of messages allows you to view, print and edit read and unread messages.

[§0] Message List [o o=
Name ¢ RT. Arrival Departure Read Unre.. Stat, Group Company ’
STTE | 05/03413 | 12/03413 _— GM_ITE2013 | HCIMA
Baltimore 236 STDB 08/0313 10/03413 0O Carter House
Canavan 232 STDE 07/03413  18/0313 0 1 Cl GM_Berlin 2013 Tailored Travel
Dacre 215 STDB 05/0313 10703413 0 1 Cl GM_ITB 2013 HCIM&

Ellin 247 STDB 09/0313 20703413 0O 1 Cl GM_Berlin 2013 Tailored Travel
< | m | »

[ 0K ] [ Cancel ] [ Help ] [ Print ] [ All ][ None ] [ Read H Unread

Rm.: 5 Res.:5 Adults: 9 Child: 0/0/0/0 Acc:0  H#Kto:0

A “1” or “0” in the “Read” or “Unread” column indicates whether or not the message has been read. In addition,

unread messages are highlighted in red.

Right-click a selected message to open the Navigator and view or edit the message in the “Guest Messages”

section.

Double-click the message to print it directly. Alternatively, you can click the [Print] button to print a selected

message and hand the printout to the guest.

column.

Unread You can also select a read message and flag it as “Unread.” NOTE: Please note that the [linclude

You can select an unread message and flag it as “Read.” This adds a value of “1” in the Read

read messages check box should be selected in the dialog box.
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Traces

Front Office F Reports ¥ Traces

Select this menu item to list any reservation traces that were entered for a certain day, period of time or

department.

s8] Traces Overview

o [0

From: 10/0313 To:  10/03/13 Departm.: [[all)

v] Status: [ (all)

|| |

Print

Date Time Department By user

10/03/13 Animation Ted Baker
10/03/13 Concierge Ted Baker
10/03/13 Front Dffice Ted Baker
10/03/13 Housekeeping  Ted Baker
10403413 Restaurant Ted Baker
10/0313 Room Service  Ted Baker

Text

Fire works

Please get opera tickets X 2 for Cats
Check Routing Instructions

Provide Premium Package

Guest on Special Diet

Ice Bucket

1

Cleared

Not cleared
Not cleared
Not cleared
Not cleared
Not cleared
Not cleared

Cleared by Name
Abbott
Back
Baltimore
Bangham
Dacre
Davidson

Room
21
304
236
227
215
237

You can select a period, a department and/or a status to filter the view. The list shows all matching traces with

the relevant information.

Right-click an item to open a context menu and view the navigator for the associated profile or change the status
(cleared / not cleared). If the trace is associated with an event in the Sales & Marketing module, the context menu
allows you to view the event data.

£2,  Available user rights

233| FO Traces

access to the report.

Controls access to the traces report. If the feature is disabled, the user does not have
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Rentable objects

Front Office ¥ Reports ¥ Rentable Objects

Object overview

The object overview permits a quick glance at any time on the quantity of rentable objects for a particular period.
The creation of rentable objects is explained in the protel System Data user manual. You can add a rentable object
to an individual reservation via the Navigator (see chapter "Navigator > "3 -Invoice pane"> Rentable objects").

By default, the list displays the number of available objects.

-
g8/ Object Overview o [-&-]=-
From: 10/03/13 11:05 To: 10/0313 Scale: [ Incloce./Total
Object Group 10/03/11:05 10/03/12:05 10/03/13:05 10/03/14:05 10/03715:05 10/03/16:05 10/03/
Bicycle Bicycle 5 5 5 5 5 5
Bathrobe Bathrobe 20 20 20 20 20 20
Locker Locker key in wellness area 20 20 20 20 20 20
< = W »
[ aK ] [ Cancel ] [ Help ]
Scale: I'I h 'I

A scale determines if the quantity of the available objects should be displayed by day (24 h) or by hour (e.g. 1 h).
Select the desired display type from the pick up menu. Clicking the [Refresh] button updates the period or scale
changes.

Incl.oce. /T otal

Clicking this check box displays the number of objects kept in the Hotel, the number of lent objects and the
number of available objects.

Example: In total, the hotel keeps seven bicycles. Two bicycles are lent, i. e. five are still available.

Ohject Group 10/03F 10:47
Bicycle Bicycle FFETis
Object view

A double click on an object on a particular day opens a window displaying the respective reservations (who has
lent the object?).
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n Object View Elﬁ
Object:  Bicycle | Period:  10/03/1314:47  10/03/1316:47
Hotel 7 Name Arrival  Depart.. Room From To
Richard’s Hotel Kane Sam Mr 05/0313 11/0313 222 10403131200 12/03/1312:00
< | n »
[ 0K ] [ Cancel ] [ Help =

120 Available settings

You can define a default value for the scale (pick up menu). The object overview will always open with the pre-
defined value.
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Phone numbers

FRONT OFFICE BPREPORTS FPHONE NUMBERS
This menu item allows you to open a list of all current residents and their phone numbers.

Select the “Phone numbers” menu item to open the “Phone Extensions” dialog box, in which you can specify
various options for the report.

Phone Extensions
Filter Sort mode
Date: ho3na .. © Name ©) Room no.
Name: C @ Group ) R. plan order
: [
Room: |V] Acct. Mode
Companion:
First Name:
Sc/TA/Cm/GE ] [@]Incl. €I departures
[ 0K ] [ Cancel ] [ Help ] [ Print ]

Click [OK] to confirm your entries and open a report that shows all currently checked-in guests in a format that is
similar to the in-house report.

If required, right-click a reservation to open the navigator and view more information.

Click the [Print] button to preview a printer output of the Phone Extension Report. Note that the preview shows
the phone extensions next to the room numbers.

£2,  Available user rights

317 | FO Telephone list Authorizes the user to open the phone extension report.
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Balances

FRONT OFFICE # REPORTS ¥ BALANCES

This report shows a list of all group and guest accounts along with their respective balances.

Opening the list of balances

"

Invoice Balances
Filter Sort order
Date: f0/03413 D 9 MName - Room no.
Name: ~) Room plan order
Room: [@) Acct ’Balances
C ; ("] Credit limit | | Credit limit exceeded
et [7] Unbalanced accounts only
Frstane: Yiew balance ar. 0.00 GBP
Sc/TA/LCm/ G

[ oK ][ Cancel “ Help ][ Print }

£2, | Available user rights

66 | FO Balance of Account Sheet Authorizes the user to open the balances report.
Filter
Date Enter a specific date.
Name Enter a specific guest name if required. It is usually sufficient to enter the first couple of letters of

the name. protel automatically displays all guests whose name starts with these letters.

Room To find a reservation for specific rooms, you can enter one or several room numbers (separated by
commas).
MAcct. Select this check box to include internal hotel accounts in the list. If the check box is cleared, the list

contains room reservations only. This check box is selected by default.

Companion You can search for a reservation that is associated with a specific accompanying person.

First name Finds guests with this first name.

Sc/TA Shows the company / group / travel agent that made the reservation. If you select the 1 check box
/Cm/Gp next to the input field, you can enter any part of the name as described above.
Sort order

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room
number in ascending order.

The @ “Room plan order” option sorts the balances by position of the respective reservation in the room plan.

Balances

Credit limit Select this check box to show the respective credit limit.
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Credit limit

exceeded

Unbalanced

accounts only

View balance gr.

This check box is only available for selection if the [¥Icredit limit check box is selected. It restricts
the list to guests that have exceeded their credit limit.

Select this check box if you want to hide balanced accounts and only show reservations with an
unbalanced account.

balance exceeds this value.

List of balances structure

The list of balances list shows all matching guests along with the relevant reservation details.

(View balances greater than): Enter a value in this field to restrict the list to reservations whose

The posted revenues are split in Accom. (Accomodation), F&B (Food and beverage) and Misc. portions. Payments
that have already been received are highlighted in red.

[g6] List of Balances ?@
| Name # Arrival Departure Currency  Price Accom. © F&B Misc. Payment Balance Cr*
| GM_ITB 2013 9001 05/03/13 10/03/13  GBP 0,00 5760.00 0.00 10212 -162.12 5.700,00 ‘
GM_Master 9002 06/03/13 12/03/13  GBP 0,00 1683.00 0.00 0.00 1.683.00 =
GM_Berlin 2013 9003 06/03/13 20/03/13 GBP 0,00 1287.00 000 405 1.291.05 ‘
Wichtel Richard Mr 436 06/03113 10/03/13 GBP 120,00 456.00 24.00 1000 430,00 }
‘wichtel Richard Mr 434 06/0313 10/03/13 GBP 120,00 456.00 2400 000 480,00
| Wichtel Richard Mr 224 06/03/13 10/03/13 GBP 99,00 39600 0.00 2000 416,00
wichtel richard 522 09/03113 11/0313 GBP 300,00 30000 0.00 0.00 300,00
Zipp Kathrin Herr und Frau 225 06/03/13 10/0313 GBP 76,00 30000 000 000 300,00
Back Mr 304 07/03113 10/03113  GBP 75,00 22500 000 0.00 225,00
Kuoni Geschaeftsreisen 202 07/03/13 12/0313 GBP 75,00 22500 000 000 225,00
Milton Margret Miss 228 07/03113 10/03413 GBP 75,00 22500 000 5950 28450
Baltimore Richard Mr 236 08/03/13 10/0313 GBP 99,00 198.00 000 3855 236.55
Etihad 226 09/03413 10/0313 GBP 99,00 9300 0.00 0.00 99,00
| Etihad 201 09/03413 10/03413  GBP 75,00 7500 000 0.00 75,00
Travel World 233 09/0313 11/0313  GBP 7500 7500 000 000 700 T
< m »
[ 0K J [ Cancel ] [ Help J [ Print ] Total Balance: 12555.10
Rm.: 44 Res:44  Adults: 69 Child: 0/0/0/0 Acc:d H#Kto:0

In addition to the individual amounts, the total balance is displayed at the foot of the list.
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Reservations

FRONT OFFICE # REPORTS ¥ RESERVATIONS

The reservations report replaces a physical reservation book and provides a clearly structured overview of all

reservations ever made in protel.

This list is particularly useful if you are looking for a specific reservation. The buttons at the bottom of the window

also offer a range of editing functions.

Opening the reservations report
To open the reservations report:
* Click “Reports > Reservations”

+0 .
v Click the blue |l Reservations | 1y 150 o0 the toolbar
¥ Press [Shift] + [F9]

The following dialog box appears:

V' Reservations ol

Filter Status

Date: h0/03/13 to 17/03113 [ Incl cont.? [T Inl. provisional?

Name: Substing [ [T Incl. inhouse [T Inc!. optional?

Room: Accounts: [7]  [C]Incl cancelled ? [T Incl. waiting list

Eompahio: [ Incl. No Shows [T Incl. departed

First Name: [T All/None

Sc/TA/Cm/GE Substing [7] | E-[]Reservation status -

FIGTDCC E

Res. No: -[T]GTD Comp/égent |

Cnf. No.: Substing [ \_‘ GTD Correspond

Cancel. No.: Part. 1 1A

CRS No.: "L

Order

© MName: ) Date

) Room no. (©) Room plan order

) Group S
[ 0K H Cancel ] [ Help } [ Print

$2,  Available user rights

65 | FO Reservation Sheet Authorizes the user to open the reservation report.
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Filter

Date ...- to...

Name

Substring

Room
Accounts

Companion
First name

Sc/TA /Cm/Gp

Res. No.
Cnf. No.
Substring

Cancel No.

Substring.

CRS No.

Order

Enter dates for a specific period of time to show all reservations from and/or to a given date. The
date always refers to the arrival date of the reservation.

Enter the name of a guest. It is usually sufficient to enter the first couple of letters of the name.
protel automatically displays all guests whose name starts with these letters.

If you select this check box, you can enter any part of the name. This would allow you to find a
guest named “vom Stein” when entering “stein”, for example. The search returns all arrivals
whose guest names contain the string you entered (e.g. Steinbriick, vom Stein, Dirsteiner etc.).

To find a reservation for specific rooms, you can enter one or several room numbers (separated
by commas).

Select this check box to include internal hotel accounts in the list. If the check box is cleared, the
list contains room reservations only. This check box is selected by default.

You can search for a reservation that is associated with a specific accompanying person.
Finds guests with this first name.

Shows the company / group / travel agent that made the reservation. If you select the *l check
box next to the input field, you can enter any part of the name as described above.

Searches by reservation number.
Searches by confirmation number.
If you select this check box, you can enter any part of the number (see above).

protel automatically assigns a sequential cancellation number to each reservation that is
cancelled. Enter a cancellation number in this box to find the respective reservation.

If you select this check box, you can enter any part of the cancellation number (see above).

If a reservation was made through a CRS (central reservation system) interface, you can enter the
CRS number here to find the reservation.

Define how the list should be sorted. You can sort the guests alphabetically by name or numerically by room
number in ascending order.

If you select @ “Group,” the guests will be sorted according to their group membership, i.e. all guests of the same
group are listed together.

The @ “Date” option sorts reservations by their arrival date.

The @ “Room plan order” option sorts reservations by their position in the room plan.

Status

Select the relevant check boxes to filter reservations by their status. Use the ¥ All/None check box to select or
clear all status check boxes in one step.

Examples:

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 187 of 322


http://www.protel.net/

protel Front Office - User Manual | Reports

Select the “Incl. cancelled?” check box only to view a list of all cancelled reservations. You can also generate a list
of all reservations on the waiting list etc.

The tree view provides even more detailed status-based selection options.

Reservation status and reservation code

You can also filter for market, source, hear and come codes.

13

|:| Reszervation statuz
G- Mark et
[ 5ource

- [ |Hear
=[] Come:
W Hotel Direct

m

[ Central Reservations
[ Paramount 5 ales

[T GDS direct

[ Internet Direct

[ Paramount \Website /B4R
[ Paramount E vents Desk
-[|Hatel Events Office -

The list of available market codes is restricted to codes that are valid and active for your hotel.

Reservations report structure

The report shows all matching reservations with the relevant information.

V Reservations 10/03/13-17/03/13 E
Name ¢ RT. Adlt, Arrival Departure Currency  Price Rate code Stat Group
Alied Distillrs Ltd STDB | 2/0/0/0/0 140313 |GBP | 9900 [NEG2RO | GTDCC | Alied Distilers Ltd
Allied Distillers Ltd 243 STDB 2/0/0/0/0 10:’03;’1 3 14/03/13 GBP 9900 NEG2RO GTDCC Allied Distillers Ltd ‘
Allied Distillers Ltd 231  PRDB 2/0/0/0/0 10/03/13 14/03113  GBP 99,00 NEGZRO GTDCC Allied Distillers Ltd
Allied Distillers Ltd 9001 GRPMST 0/0/0/0/0 10/03113 14/0313 GBP 0,00 ZERO GTD CC  Allied Distillers Ltd
Back Mr 201 STTB 1/0/0/0/0 13/03413 15/0313  GBP 75,00 NEGZRO GTDCC
Charles 2207 PRDB 1/0/0/0/0 14/03413 23/03413 GEP 9900 Wellness GTDCC siemens2003
Drenkelfort Martin 217 STDB 2/0/0/0/0 12/03/13 14/03/13  GBP 99,00 NEG2RO GTDCC
Duncan § Mrs 217 STDB 2/0/0/0/0 12/03/13 14/03/13  GBP 99,00 NEGZRO GTDCC
Gault Mrs 209 STTB 1/0/0/0/0 10/03/13 13/0313 GBP 93,00 Welness GTDCC GM_Berlin 2013
GM_Berlin 2013 208 PRDB 2/0/0/0/0 14/03/13 20703113 GBP 93,00 NEG2ZRO GTDCC GM_Berin 2013
Halperin Mr 210 PRDB 2/0/0/0/0 1040313 12/03113  GBP 99,00 NEGZRO GTDCC GM_Berlin 2013
Kriice &chin 203 STNR 2MMN0MN1RMNINT 180N GRP 1RNNN Rark? RTR T 2
< | (1] | »
Add-Ons [ Mark all ] [ Select Form Master ]
[ oK ] [ Cancel ] [ Help H Print ] [ Mark none ] [MulLTex!s][ Forms ] Type
Res:47  Adults: 72 Child: 0/0/0/0 Acc:3 HKto:0 [7] Extended tooltip info

You can flag the guest names for further processing (use the [Mark All] and [Mark none] buttons if required). The
following features are available:

Add-Ons Access additional functions (ONLY POSSIBLE if the relevant additional functions have been
configured in the system).

Select Form Allows you to select the address if a confirmation is required for group reservations. The selected

Master address appears next to the button:

[ Select Farm Master l Tailor Made T

Mult Tests||  Forms | Type Group
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(For more information refer to “Reservation letters.”)

Mult. Texts This provides access to a mail merge function. If a confirmation needs to be printed for multiple
reservations, click this button to assign a reservation letter to all selected reservations (refer to

“Reservation letters”).

Forms Allows you to select a form for confirming multiple reservations (refer to “Reservation letters”).

Cancel Res. Cancels a reservation. Click the button to cancel all selected reservations. protel then displays a

message box with a sequential cancellation number that should be used in all written

communication with the guest. You can use the cancellation number to search for cancelled
reservations in the reservation report. The reservation remains stored in the system with a

“Cancelled” status.

Reinstate Resets the status of cancelled reservations to “Confirmed.”

Extended tooltip info checkbox: Depending on the settings in the PROTEL.INI file, shows additional information

on the reservation when you move the mouse pointer over it.

Double-click the reservation to access a double-click menu with additional editing options. This is particularly
useful for group cancellations as the double-click menu allows you to cancel an entire group in one step.

.. | Available settings

The number of room night can be displayed in an individual column.

From version 2013.16.816

If desired, cancelled reservations can be displayed in red on the reservation list.

Reservation letters

Creating a group confirmation for multiple reservations

Example: The protel company makes reservations for a total of three hotel rooms for the period of June 28th -

30th and requires a confirmation for these reservations.

= While the reservations are created individually, the reservation details link each of these reservations to the

protel company.

Rezervation
Ar/Dep: 28/06113 30/0EM3 | RP-Resercation
Res. status: | GTD CCID) ) [ e ]
Foom type: ISTDE *I Grp:

Fig: Reservation pane in the Navigator
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= Inthe reservation list, you can select the company and the relevant period to access the reservations report.

Filter

Date: 2840643 ko 3040643
M ame: Substing [
B oon: Accounts:
Companion:

First M arne:

Sc/TA/CmGE |Protel Substing [
Res. Mo

Cnf. Mo.; Substing [
Cancel Mao.: Part. o
CRS Mo

= Select the reservation that contains the address.
= (Click the [Select Form Master] button.

= If multiple profiles are assigned to the reservation, a selection window (guest, company, TA, source, group)
appears.

s )

Caonfirtnation of resersation @

Send confirmation to which address:

[ Guest [Drenkelfort] ]

lEn:nmpan_l,l [Fratel Hatelzaftvware GrbH ]I

Group
Travel Agent

Source

Select the profile that contains the relevant address for the confirmation letter.
= The reservations report appears again.

=  The gray box next to the Select Form Master button shows the profile whose address you want to use:

[ Select Form M aster ]F'rDtelHl:-telsc

IMuIt.Te:-:ts“ Forms I Type Comnpary

= Select all reservations that the confirmation should refer to.
= Click the [Forms] button.

= Inthe dialog box that appears, click the [New letter] button.
= Select a template and click [OK].

= This opens the form on screen and makes it available for editing.
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Creating multiple reservation letters

Example: You want to send a note to all guests that are scheduled to stay at your hotel during a specific period of
time.

= Access the reservations report for the relevant period.
= Click the [Mark all] button to select all guests or click individual guests selectively.
= Click the [Mult. Texts] button.

= This opens a window with all reservation templates that are stored in the system data. Select a template that
you want to use for the confirmation.

= You can then view, edit and/or print the individual letters.
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No shows

FRONT OFFICE ¥ REPORTS ¥ NO SHOWS

The term “no shows” refers to pending arrivals that failed to check in by the time the end-of-day routine starts.
Please note that you cannot manually assign a “No Show” status to a reservation. All guests that have not arrived
by the time you run the end-of-day routine appear in the no show report. Right-click a name to open the
Navigator and view or edit the reservation details (change arrival or departure dates, cancel the reservation etc.).

If you click OK to confirm, all guests listed in the report are automatically assigned a “No Show” status. The report
provides the following options:

Reactivate for Today

Reactivate Today + Cl

Late Reservation+Cl

Late CI

Print

If you want to change a “No Show” status of a guest to an “Arrival” status for the next
day, select the reservation and click this button.

Similar to “Reactivate for Today” but also checks in the guest.

Creates a walk-in reservation after the end-of-day routine that can be reserved and
checked in for the previous day. Click this button to open the Reservation dialog box and
create the reservation. Click [OK] to create the reservation, check in the guest and post
the accommodation charges.

Make sure to check all relevant details (e.g. room number, rate code and rate) before
confirming the reservation. Once confirmed, the reservation cannot be moved. If you
post incorrect rates, these need to be cancelled and the correct rates must be posted
manually.

If a guest arrives after the reservation received a “Now Show” status during the end-of-
day routine, you can click this button to change the status to “Check In.”

Select the reservation and click the [Late CI] button to check in the guest and post the
accommodation charges.

NOTE: Make sure to check all relevant details (e.g. room number, rate code and rate)
before confirming the reservation. Once confirmed, the reservation cannot be moved. If
you post incorrect rates, these need to be cancelled and the correct rates must be posted
manually.

Prints a list of all no show reservations from the previous day.

5?_3 Available user rights

219 FO NoShow Late CI

308 | FO No Show report

. and Cl

Controls access to the [Late Cl] feature for the no show report.

Authorizes the user to access the now show report.

FO NoShow list late reservation Controls access to the [Late Reservation+Cl] feature for the no show

report.
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1. Available settings

New in version 2013.17.291 from 17.07.2013

If requested, no show reservations can be checked in to a day room that has previously been checked-out. In
addition, protel can check the room status when checking in the no-show reservation.

¥ Ask your protel Support Team to set up your protel system accordingly! We’re happy to help

Meal plan

FRONT OFFICE ¥ REPORTS ¥ MEAL PLAN

The meal plan helps scheduling the meals for your guests.

Dialog box structure

@ Meal Plan E@
Selection
Inhause in period 10/13A13 10/03/13
B@ Hotel * | Date Room Mame Breakfast Lunc

@ individual guests |E| 100343 o P dohn M

S =l 'age John Mr

= @ 10403413 210 llett Tracy

H 10/03413 203 Backhouse T & L Mr & Mrs
10403413 214 Cadrecha Monica
10403413 215 Dacre Simon Mr
10403413 223 acchi Dr
10403413 220 Faessler J Mrs
10/03413 221 J 5 McDougall Tiles Lid Mr & Mis
1040313 222 Kane Sam Mr
10403413 212 Lade G Mi
10403413 219 Eagan 5 Mrs
10403413 21 Abbatt Mr
10403413 001 GM_ITE 2013
4 m | ]
-

Enter the period for which you want to display the meal plan in the top window section.
The tree view on the left divides your guests in individual guests and group reservations.

Select a reservation in the tree view to view the associated guests along with their room number, the number of
adults and the departure date. Right-click any of the individual guests to open the navigator.

If you select one or multiple guests in the list, the right window pane shows all related meal bookings on a per-
day basis.

Guest name context menu

Right-click a guest name in the meal plan (right window pane) to open a context menu:
Navigator Opens the Navigator for the selected guest.

Post charges Opens the Post Charges dialog box in which you can post additional charges (e.g. if an
additional person will join your in-house guests for dinner).
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Print / View report  Prints / displays the meal plan.

View report Displays the meal plan on screen.
Refresh Refreshes the display.
Mark all Selects all guests in the view.

Meal type context menu

Right-click an entry in the Breakfast, Lunch DOA, Dinner, Packed Lunches or Lunch ND column of the meal plan
(right window pane) to open the extended context menu. This allows you to change the number or type of
booked meals.

Setto0-6 Sets the number or persons to the selected value.
Set to other values  This menu item allows you to select any value between 7 and 50.

Change from xxxto  Displays a list of alternative meal plan codes that you can select from.

Printing the meal plan

Click the Print button to print a complete list of all meal plan charges.

5.13 Available user rights

101 | FO Boarding Code Report Authorizes the user to access the meal plan.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 194 of 322


http://www.protel.net/

protel Front Office - User Manual | Reports

Room type plan (F2)

FRONT OFFICE ¥ REPORTS ¥ Room TYPE PLAN

"] Room Type Plan

You can press the [F2] function key on your keyboard, click the “Room Type Plan” toolbar icon or select Reports ¥
Room Type Plan from the menu to open the room type plan.

Room type plan structure
The room type plan is one of the main work areas in the protel PMS software. You can check availability of all
room types at a glance and you can enter reservations or events quickly and easily.

This topic tells you how the room type plan is structured and what kind of information you find here. You will
learn how to navigate the visible period of time, how to switch to another period, how to zoom in and out of the
view, how to read the data in the various sections and how to print the current view.

The room type plan provides information for a selectable period of time in table form. It comprises the following
sections:

+ Time bar
+* Eventsarea
* Room type area

+ Availability area

[0l Roorm type plan:1 10/0313-21/03/13 =n e =<
March - :.110 Tu Whig Th Fr Sa S ;.120 Tu Wi Th ME
2013 10 1" 12 13 14 15 1B 17 18 19 20 bl EH
Ewerit 01 -
Ewert 0z Fair

Ewerit 03

Ewert 04

Ewerit 03 wedding

Ewent o0&

Ewerit o7 =
PROB 1 15 15 16 19 14 14 14 14 15 15 13 13 |-
=) 1 i 1 1 1 1 1 1 1 1 1 1 1 [
PRTB 1 15 24 24 23 18 19 19 20 20 20 20 20

STTB 1 36 39 39 39 36 a7 a7 4 4 4 42 42

STOR 1 71 75 74 77 &1 k& 79 &1 a7 a7 an an

STTR 1 3 3 3 3 3 3 3 & 3 3 3 3

ST=H 1 3 3 3 3 3 3 3 3 3 3 3 3

Total available 145 163 163 168 159 159 159 166 173 173 175 175
Allocations i 50 50 50 50 50 50 50 50 50 50 50

Option i 0 0 0 0 0 0 i i i i i

Pravisional i i 0 0 0 1 1 i 0 0 0 0

Waiting list i 0 0 0 0 0 0 i i i i i

Confirmed 39 25 25 20 29 28 28 22 15 15 13 13
Occupancy (perc.) 21 13 13 1 15 15 15 12 8 8 7 7

Physically available 148 113 113 118 109 109 109 116 123 123 125 125
Apr13_fMay13fJun13fJul13 J’Aug13fSep13_{00113_{N0v13fDec13fJan14_fFeb14JJ
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The time bar
April '?'E Sa Su EEJ Tu We
2013 18 20 21 22 23 24
April The first column of the table heading indicates the current period of time, which in the
213 example is the month of April 2013.
-?-E The single date highlighted in color is the current date (Thursday, April 18 in this example).
B The calendar weeks are numbered (16 in this example)
- h The current month and the one after that is always highlighted in different colors.

|

_ Weekends are highlighted in a red font.

Specifying the period of time

You can move the time bar to the left (past) or to the right (future) to view the exact period for which you want to
make a reservation, for example. Proceed as follows:

Click the rightmost date to make it the first position on the time bar, thereby moving the entire visible
period forward (to the future).
Alternatively, you can click any date in the visible period to move forward in smaller steps.

You can also use the arrow keys on your keyboard to move forward or backward one day ata

time.

If you need to move faster, you can use the month tabs in the bottom section of the room plan window:

.ﬂ-.pr13J|’Ma':.f13J|’Jun13J’Jul13 J(Aug13_£

Click the required month to move the time bar to the first day of that month.

If you need to select a period beyond the visible months, right-click any one of the month tabs to open the
“Select month to be displayed” dialog box and make your selection.

e

Select month to be displayed

Show plan for

homth

December 2012
January 2013
Febrary 2013
b arch 2013
April 2013

b &y 2013

June 2013

July 2013
Auguzt 2013
September 2013

Mlmbmbeme 012

m

(] 4
Cancel

Help

il

-
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The resolution display

w1lxz| You can define the “resolution” (level of detail) you want to work in. Click the buttons in the top right
corner of the dialog box to select a zoom level between one and four.

2 |x4

Note: The greater the zoom level, the shorter the visible period of time.

The event area

Event 03

Event 04

Event 05 Trade Fair

Everit 06 Might of the Prams
Event ar

Use the event area to enter information about events, travel groups or promotions with special rates. You can
optionally link an event with a rate code that is automatically suggested for each reservation that is made for the
respective period of time. You can define custom names for your events and have them displayed in various
colors. (For more information, refer to the “Entering events” section.)

New in version 2013.17.222 from 25.06.2013
If requested, you can to set up the number of events which are displayed in the room type plan.
Ask your protel Support Team to set up your protel system accordingly! We’re happy to help.

The room type area

PRDB 1 14 14 14 14
sU 1 1 1 1 1
PRTHE 1 13 19 19 20
sTTE 1 36 v 3 H
STDB 1 &1 i) Fit] a1
STTP 1 5 = G =
=T=H 1 3 3 3 3

The middle section of the room type plan shows the individual room types along with the number of available
rooms per type.

The column next to the room type listing allows you to enter the number of rooms to reserve per room type. The
default value is “1” for all room types. You can change the value as required. (For more information, refer to the
“Making reservations in the room type plan” section.)

New in version 2013.17.291 from 17.07.2013

By default, the number of available rooms is displayed in red if the availability becomes less than zero. If
requested, this number can be displayed in red if the availability of a room type is zero. Ask your protel Support
Team to set up your protel system accordingly! We're happy to help.
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The availability area

Total available 148 163 163 168
Allocations 0 50 50 al
Option 0 ] 0 1]
Provisional i} ] u] 1]
Wiaiting list 0 ] ] 1]
Confirmed 39 25 25 20
Qcoupancy (pers.) ™ 13 13 11
Physically availakble 145 113 113 118

This area provides detailed availability information for every single day:

Total available All rooms that are still available. This number does not take into account any allocations, optional
reservations (see below) or waiting list reservations.

Allocations All rooms from allocations that were not defined as “Room type independent allocation.”

Click this row to see an overview of all allocations valid for the respective day. (Refer to the
“Maintain allocations” section.)

Option Number of optional reservations that are not deducted from overall availability (tentative or
unspecified reservations where arrival is unlikely).

Provisional Number or optional reservations that have already been deducted from overall availability (definite
bookings).

Waiting list Number of all reservations that where entered with a “waiting list” status and are to be confirmed
manually.

Confirmed Number of all reservations created with a definitive reservation status, including all provisional

reservations and all allocations that were defined as “Room type independent allocations.”
Occupancy (perc.) Displays highlighted in red, yellow or green depending on the occupancy in percent.

OutOfOrder/Service Number of rooms that are flagged as out of order or out of service. A special setting controls
whether or not O0S rooms are displayed.

Printing the room type plan

If you want to print the room type plan, press [Shift] + [D] to open the Windows “Print” dialog box. protel prints
the current screen view.

53_3 Available user rights

50 | FO Room Type Plan Authorizes the user to access the room type plan.
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Making reservations in the room type plan

¥ A central system setting determines whether or not reservations that are made using the room type plan are
also displayed in the room plan.

A room type reservation simply reduces the availability of the room type. However, the reservation does not
appear in the room plan until a specific room has been assigned and the guest has checked in. Until then, a
question mark appears instead of a room number in all lists and reports:

Mame » WIP z RT.
Muller Heide 102 Buiness
protel Hotels... 7/ 4 rooms Deloe
protel Hotels .. 7/ 4 rooms Superior

Room type reservations in the room type plan can result in overbookings. If a room type is overbooked, the
availability area indicates the number of overbooked rooms in red and with a leading minus (-) sign:

EX Suite 1 2 2
City Suite o a4 |
Deluxe 1 16 16

However, if your installation is configured for automatic room allocation, an available room of the selected type
is automatically assigned to the reservation. In this case, the reservation is displayed in the room plan
immediately.

Use the PROTEL.INI file to adjust the relevant system setting as required.

Contact your system administrator for information about which room plan mode is used in your system.

To create a reservation in the room type plan, proceed as follows:
1. Inthe room type area, place the cursor on the required arrival date for the room type you want to book.

2. Press and hold the left mouse button and drag the mouse pointer to the required departure date.

3. Click the ¥ <!--[endif]&gt; icon in the top toolbar, or right-click the selection and select
&ldquo;Reservation&rdquo; from the context menu that appears. Alternatively, press the [Enter] key.

4. This opens the “Reservation” dialog box that allows you to make the relevant settings.

For more detailed information, refer to the “Reservation” section.

Entering multiple reservations simultaneously

You can enter several reservations for the same guest or booker but for different periods of time and room types.

Select the respective periods for one or multiple room types:

EX Suite 1 2 2 2 2

City Suite 1 g a g g Fig.: Selecting the
Deluxe 1 16 16 16 16 EXSuite, Deluxe and
Superior 1 43 43 43 43 Business room types for
Businezs 1 75 75 75 75 various periods of time.
Stancard 1 25 25 25 25

Follow the above instructions to open the Reservation dialog box. The dialog box lists the details for all
reservations. Please note, however, that all reservations must be made on the same name.
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Reserving multiple rooms of the same type

If you want to reserve multiple rooms of one type for the same guest/booker, enter the required number of
rooms in the column next to the room type codes. The default value is “1” for all room types. Change the value as

required.

| Buziness 5

Select the required period and create the reservation as described both above and in the “Reservation” section.

Create an event

[Room type plan > Events]

Proceed as follows to create an event:

1. Open the room type plan.

Keep the mouse button down and drag the mouse pointer to the end date.

2. Select the event row where you want the event to appear.
3. Inthat event row, place the cursor on the start date of the event.
4. Press and hold the left mouse button.
5.
6. Release the mouse button.
Event 03
Event 04 |
Event 05
Event 06
Event T

&

Event 4/10/0513 3 days

7. Pressthe ENTER key, or right-click the selection and select “Event” from the context menu that appears.

This opens a dialog box in which you can enter the event dates:

Homepage:  |http.//
Abbr.:
Selected color:

[ Visible in room plan [] Available in intemet
[] Delete event [] Visible in banquet plan

Enter engagement H
Tem: | &l
Date from:  Date to: Default rate code: Cancel
Help
23/04413 | |25/04413 W
Calor
Remark:
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Enter a name for the event. If the event covers several periods of time, you can enter these in the individual rows
of dates.

Select a default rate code from the drop-down list if required:

Date from:  Date to: Default rate code:

23/0413 | | 25/0413 v

Any new reservations that are entered for the duration of the event automatically default to the rate code you
select here. In other words, this setting overrides the default rate code assigned to the room type in the system

data.
Use the Remark box to enter free text as required. You can also enter a URL if necessary.

In addition, you can define a color to display the event in the room type plan. 16 colors are available for selection;
the default is gray. Click the color box as required to open the color picker dialog box and select a different color.

Additional options:
[“lvisible in room Select this check box to have the room plan display the validity period of the event in red.
plan
[“Iavailable in Select this check box to make this event available for booking through the protel Web Booking
internet Engine (if configured).
Delete event Select this check box and click [OK] to delete the event.

[lvisible in banquet Select this check box to make the event visible in the protel banquet plan (if configured).
plan

TIP: Make a point of entering custom names for events:

¥ You can enter custom names for the events in the event area (Event 01, Event 02, Event 03,
etc.) to help categorize them, for example:

M

Okt § Moy Mo Di ] Do Fr Sa So
2mz2 03 09 10 11 12 13 14
Ferienzeiten Herbstterien

Messetermine

“eranstaltungen Intern. Opernnacht

Termin 04

Termin 03

protel Support will be happy to configure the relevant settings for you.

5?_1 Available user rights

50 | FO Events Authorizes the user to create events.
FO Events - Controls access to the “Homepage” box (enter/edit an Internet address for an
Homepage event).

L= | Available settings (events)

Special setting for MPE hotels:
The top three event rows can be edited by HQ staff only. Any entries made here are visible to all hotels that
belong to the group. Events that are specific to a hotel can only be entered in rows four and higher.
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Allocations - allocation overview

In the availability area, click any date cell in the Allocations row to display an overview of the current allocation
occupancy. (Refer to Reservation > Maintain Allocations > Allocation Occupancy.)

Allocation overview by reservation status

In the availability area, when you click a specific date under "option / provisional / waiting list" or "confirmed"
and enter the number of days, the system opens the allocation overview by reservation status:

H Occupancy adults per resersation status = @
Reservatio..  10/03. 11703.. 12703, 13/03.. 14/03.
GTD CC D) 40 25 26 21 29
GTD Camp/... a 0 a 0 a
GTD Carmes... a 0 a 0 a
Group GTD (D] a 0 a 0 a
Fravizional [... 0 1] 0 1] 0
Group Provi... 0 1] 0 1] 0
Wait for Dep... 0 1] 0 1] 0
Cancelled [S] 2 2 2 1 0
Mo Show [M] a ] a ] a
Group Optio... 0 i] 0 i] 0
Waitlizt [\ a ] a ] a
Gueue (W) I 0 I ] n
Blocked ] 2 1 1 1 1

[ (]S ] I Cancel I I Help

Blocked rooms list

Click the OutOfOrder/Service row in the availability area to display a list of rooms that are blocked on the
selected day.

Room type plan in view-only mode [F12]

Press [F12] to open the room type plan in view-only mode. The graphical occupancy representation may be
particularly helpful: Select the “Graphic” check box in the bottom right of the dialog box to display a graphical
representation of room occupancy.

MPE installations allow you to switch the view between various hotels. (This requires the “viewmode_mpe”
setting to be active. Contact your protel distributor for more information.)

SJJ Available user rights

FO Roomtype (display mode different Authorizes the user to switch the display mode between various

366 hotel) hotels.
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Room plan (F3)

FRONT OFFICE ¥ REPORTS ¥ ROOM PLAN

_j Room Plan

The room plan is one of the most essential tools in protel HMS. It enables you to quickly book rooms for single
guests or entire groups, change reservations, and gain direct access to all required guest data. The room plan
even makes it easy to move a guest to a different room: simply move the guest to the new accommodation and
protel will automatically update the associated details, such as the room status, invoicing, and availability.

$2, | Available user rights

59 | FO Room plan

Room plan structure

Authorizes the user to access the room plan.

#8] Room plan:1 08/03/13-22/03/13 ol = ==
March o - n Tu We Th Fr s 2y 12 Tu e Th Fr mﬁ
ams Filter 09 10 1 12 13 14 15 16 17 18 18 20 2 22 EH
21 ST @ < Etihach >4 (21 Mlls > 4 Biack Mr > 4 Miinight il > F
202 STTE  @O705! Huoni Geschaeftsreisenyf >< KHuoni Geschaettsrer: >

203 STDE @075 Gh_hasteryf X Kuoni Geschaefisreizen ‘ Kruse Achim. , - - - -

204 STOB @OTO3  GadhiaMMrayt < Wuoni Geschaeftsreizen

205 STDE @070 Gh_Mastery > Sane Johin b >

20f  STDE @OEDS Ramnaring D Mryf > < wigo Zhigiang Mr >

207 PRODB  KDOBMDS! GM_Masteryf > 4 Aziz 24103

208 PROE @ Fergusong > < GM_Berlin 2013 e Aziz 241031

08 =TT @ Gault Mrs

20 FRDE @ Halperin M 3 Ray &M > { Richarcdzon 2303

211 =TT @ “aughan Yince Mr

22 soe @ Uptan Pz < *oung J M >

24  STDB @ Macgiliv £ Taylor D >

215 s @

216 ST0B @ < heymann Faian >

27 =B @ < (2) Drerkelfort hartir >

218 FRTE @ Siemenz Roma 30/03¢

213 s @ 217 STDB /14/03/13 21 Drenkelfort Martin

220 FRDE W@ Sharer 1: Direnkelfort, Martin, rles 2303

221 PROB @E Parkes Mz O (1233 14203413 ¢  Siemens Roma 2303

222 =8 @ Quinn Alfrec M > Sharer 2: Duncan, 5, Mrs

23 zoe @ - Newigwd12/03413 14/03413

224 FRDE  @OENS! ww.:msg) Siemens Roma 2330

225 PRTE QOGNS Tippyf neay Biangham N hiryd >

26 FRDE @ < Etihachf> ¢ OakesB Mrs Siemens Roma 2303

227 STDB  @OBISI Bag225d

228 PRTB @O7IO3I Miton by > £ Siemens Roma 30/03F

229 FROB @

20 smB @ C Travel Warldy? >

23 FROE @ Alligd Distilers Lic Siemenz Roma 2303

232 =TDB  @O7OE Caravan C Mr

233 PRTB @ 0 Travel Viorkyd Siemens Roma 300037

234 SR @ < Maclzod Peter Mr

235 =T0B @

236 ST0B  @O0803/ Battimoy > E
MAprﬂfMayﬁfJunmeulm fAugﬁfSap13f0m13anv13fDac13f JanmfFenmJJ

The room plan comprises various sections:
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The time bar

10 11
mo 5

March

2m

3

| Filker | 0]

10

11

The first column indicates the current period of time, which in the example is the month of June 2012. The
subsequent columns indicate the days of the week with the current day being highlighted in color. The number

above the day of the week indicates the calendar week (10 and 11 in the sample illustration).

TT[]: Enables the tooltips: When you hover your mouse pointer over a reservation, the system shows additional
information on the reservation. The settings in the PROTEL.INI file determine what information is shown.

[Filter] button: The room plan initially opens to show all rooms and room types by default. If, for example, you
only want to view all single rooms that have a status of “checked,” you can easily filter for these criteria. (For

more information, refer to the “Room plan filter” section below.)

Specifying the period of time

You can move the time bar to the left (past) or to the right (future) to view the exact period for which you want to

make a reservation, for example. Proceed as follows:

Click the rightmost date to make it the first position on the time bar, thereby moving the entire visible
period forward (to the future).

Alternatively, you can click any date in the visible period to move forward in smaller steps.

You can also use the arrow keys on your keyboard to move forward or backward onedayata

time.

If you need to move faster, you can use the month tabs in the bottom section of the room plan window:

.ﬂ-.pr13fr-.-1a':.f13f-.lun13_£

Click the required month to move the time bar to the first day of that month.

If you need to select a period beyond the visible months, right-click any one of the month tabs to open the

“Select month to be displayed” dialog box and make your selection.

select rmonth to be displayed

Show plan faor

honth

December 2012
January 2013
Februam 2013
bdarch 2013
April 2003

by 2013

June 2013

Julp 2013
August 2013
September 2013

Cmbmbme 042

m

Ok

Cancel

g

Help

The resolution display

1 |x

3

2 |x4

You can define the “resolution” (level of detail) you want to work in. Click the buttons in the top right

corner of the dialog box to select a zoom level between one and four.
Note: The greater the zoom level, the shorter the visible period of time.
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The room section

110 sute @ The room numbers are displayed on the left, next to the corresponding room type codes.
111 DZ ] .

12 DI 0 The colored dot next to the room type code indicates the status of the room.

114  EZ @

115 EZ ]

116 EZ )

117 EZ 2

The status colors have the following meaning:

206 0z @ (greendot) : cleaned

207 0z @ (greendot) s dirty

208 DZ @ (reddotandred roomnumber) :out of service

209 Dz & (green dot with tick mark) : checked

210 0z @ (green dot with question mark)  :touched

211 0z 0 (yellow dot) : cleaning in progress

.2 | Available settings (room status)

From Version 2013.17.222

If requested, free and clean rooms can receive the status “dirty” after a defined number of days (this way, even
if the rooms have been vacant for a while, they will regularly be checked and cleaned if necessary).

¥ Ask your protel Support Team to set up your protel system accordingly! We’re happy to help.
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Room plan filter

Use the filter to select which rooms you want to view in the room plan.

In the room plan, click the [Filter] button on the top left.

Filter Raom Plan @
Date Raoaom type Foom Features Roaoms
R Acc. @ Both
Fioom Plan p1/0313 ) Rmsz () Acc. @) Bo Feature + L Room i
FO Status e = alR 2m
Diate: 1/manz | 08 | Back 202
ADMIN BRIGHT 203
Status CiB CARPARK 204
Arrirval GRP M5T - o - 205
ElDCkEd Floor Fioom status 206
eparture
Flaor it Status it 207
Stapover i s
Vacant 2 E Cleaned = 503
3 Dirty n -
i - I:Ilut le S:erwce - I Save template I
[] Usze this filter as a default for any room plan
[ QK. l [ Cancel J I Help I I Select all J I Select none

You can filter the view by FO status, room type, floor, room features, room, reservation status, or select individual
rooms for display. You can use the [Select all] and [Select none] buttons to quickly select or deselect all options

listed.

Select the ¥l Rms radio button under “Room type” to only display physical (“real”) rooms. If you select 4 Acc. or

Both instead, the room plan also shows internal hotel accounts and group masters.

Select the 1 Use this filter as a default for any room plan check box to save the settings and automatically re-use
them the next time you access the room plan. You can also click the [Save template] button to save the current

filter settings.

Click [OK] to confirm the settings and update the room plan view based on the current filter criteria.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 206 of 322


http://www.protel.net/

protel Front Office - User Manual | Reports

Room plan colors

The room plan shows reservations in different colors. The color assignments are fixed.

The bar colors have the following meaning:

(gray): Individual reservation

(green):  Group reservation

(white):  Provisional reservation

(yellow): Room type reservation (only if room allocation is active)

The font colors have the following meaning:

(blue): Fixed reservation (the [“IBlocked room check box was selected in the reservation
dialog box)

(pink):  Reservation is part of an allocation
(red): Reservation was flagged for editing

Room information

Click a room in the room plan to display any system data information that is available for the room:

Roorn: 220 @
Room information Room status
Room type; _! Cleaned @ checked
PRDE _ Diirky ~) touched
Diescription: ) Out of Service () cleaning in proc
Double Premium Room Foom maintenance
Features:
COT.IROM BACK LARGE EEDT.NO
Additional Text
|
I Higtary I
I Histary 1 ‘
I PHoto J I Histom 2 ‘
[ ak ] I Cancel I I Help I

In addition, you can enter additional information for the room (e.g. “TV defective” etc.).

The top right section shows the room status. If you want to change the status, select the relevant radio button.
The “Room maintenance” box shows any Room maintenance tasks that have not been completed.

Click the [History] button to access the room maintenance overview from housekeeping.

Click the [History 1] button to open an overview of all transactions made for this room (who made a reservation
and when, what charges were posted to this room etc.).
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[fd| Roam histary = @
Diate Period User Station  # Action Marme of quest Text
0603413 17:49:27  TedEBaker 10209 21 Charge J 5 McDougall Tiles Lid Bebucht wird GastJ 5 McDougall Tiles
0703413 11:44:39  TedBaker 10226 21 MNew _Temparar Reservation from 2040313 ta 23/03417
0703413 11:44:47  TedBaker 10226 21 Code ch.. _Temporar Code changed to Incentives
0703413 11:44:43  TedEBaker 10226 24 Code ch..  _Temporar Code changed to *alk In
07/03413 11:45:04  TedBaker 10226 24 alter RD Siemens Roma Reservation from 20403413 to 23/0341
0703413 11:46:39  TedBaker 10226 21 MNew Siemens Homa Paymentrouting instructions ACC [2776
0703413 17:21:20  TedEBaker 10242 21 Charge J 5 McDougall Tiles Lid Bebucht wird GaztJ 5 McDougall Tilez
0803413 171739 TedEBaker 10252 22 Charge J 5 McDougall Tiles Lkd Bebucht wird GastJ 5 McDougall Tiles
1003413 09:32:51 TedBaker 10272 21 Charge J 5 McDougall Tiles Ltd Bebucht wird GastJ 5 McDougall Tiles
Fl 10 3
[ ok ] I Cancel I I Help I I it

The [History 2] button opens a window that prompts you for a period of time. The dialog box that appears once
you select a period provides an overview of all reservations made for this room.

ROOM INFORMATION CONTEXT MENU

Right-click a room in the room plan to open a context menu with options that are similar to the room information

dialog box:
217 =TDB
215 PRTE
219 =TDB
220 PRDBE
| PRDB
222 =TDB
223 =TDE
224 PROB
225 PRTE
225 PROB

roorm no, 217

Raarm history (transactions)

Raarm history (reservations)

Cancel menu

Tiopyf D227

QO

< Etihach>

5?_3 Available user rights

360 | FO Room reservation history

361 | FO Room transaction history

<

s

v

Oakel -

A P mlemlf ot bdmkie ™

Cleaned

Dirty

Out of Service
checked
touched

cleaning in progress

= P = 3

Authorizes the user to access the room reservation history.

Authorizes the user to access the room transaction history.
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Working with the room plan

Making a reservation
Select a room from the room plan.
Place the mouse pointer on the arrival date.

Press and hold the left mouse button.

el S

Keep the mouse button down and drag the mouse pointer to the departure date.
5. Then release the mouse button.

The screen shows a gray bar:

ey . A Th Fr Za Su

M3 [ Fiter | m oz 03 04 0s Fig.:

207 PRDB @ < Drenkelfort Martin > Reserving room 209
208 PROB @ from May 1st through
03 ST @ ¢ e Y &
20 PrOB @ May 3rd 2013

211 =T @ 209/ 0306413 2 Nt

22 sT0R @

6. Then

a) Pressthe ENTER key, or

b) Click the ¥ icon from the toolbar, or
c) right-click the gray bar and select “Reservation” from the context menu.

7. Inthe Reservation dialog box that appears, enter the name of the guest or booker.

8. Click [OK] to display the reservation in the room plan. Exception: The room plan does not display reservations
that have a “Provisional” status.

Entering multiple reservations
You can enter several reservations for the same guest but for different periods of time and room types.

Follow the above instructions to select various periods of time and room types and open then Reservation dialog
box. Note that the details for the individual reservations are listed separately. All reservations must be made on
the same name.

Walk-in reservation

If a guest wants to check in without a reservation, you can use the room plan to create an ad-hoc reservation and
check in the guest immediately.

Create a reservation as usual and right-click the gray reservation bar. Select the “Walk In” menu item from the
context menu that appears. This opens the Reservation dialog box. Enter the relevant data and click OK to confirm
and check in the guest immediately. If you select “Walk In/register report,” the system checks in the guest upon
confirmation and prints a registration form.
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Creating a reservation with move
You can enter a registration that involves a room move directly in the room plan.

1. Select the relevant periods for both rooms in the room plan. Make sure that the departure date for the
first reservation coincides with the arrival date for the second reservation:

htary 1] f-\?e Th Fr

2m3 Filter o 02 03 Fig.:

20 PROB @ .

1 stE @ Reserving room 212 for May 1st and 2nd
Mz soB @ s > and room 214 for May 2nd and 3rd

214 STOB @ <

M5 ST0E @

2. Press <Enter> to open the Reservation dialog box. The details for both reservations are listed.
3. Select the ¥lcn (=connect) check box to link the two reservations. Click [OK] to confirm.

Status Arrival Mah Dprt. [t R. type R. o Adt Rate code Rate

CnjDet Sp.
1[GTDCC » M/05M13 1 02/0813 1] [sTDB  ~[212Cke »| 2[NEG2RO ~[..]  99.00GER (o7
2(GTDCC » 02/0513 10340513 1 [5TDB  ~|214C: v| 2[NEG2ROD ~[..]  9900Ged W O

4. The room plan displays both segments as one reservation that involves a move:

2 =ToR @ < Jern 2145
24 sSToR @ 212 Jerr >
M5 =D @

Check in
The room plan provides multiple check-in options:
v The check-in icon ¥ CI on the toolbar:
Select the reservation in the room plan (name appears in red) and click the check-in icon.

+ The double-click menu (refer to the “Double-click menu” section below):
Double-click the reservation and select Check In from the dialog box that appears.

< Drenkeliort Martin Hﬁ:) Fig.: All checked-in reservations are
identified in the room plan by a tick mark.

5% Available user rights

46 | FO Check In Authorizes the user to check in a selected guest.

Check out

The room plan provides multiple check-out options:

e The check-out icon [ CO
<!l--[endif]&gt; on the toolbar:
Select the reservation in the room plan (name appears in red) and click the icon.

e The double-click menu (refer to the “Double-click menu” section below).
Double-click the reservation and select Check Out from the dialog box that appears.

This opens the invoice dialog box. You can post additional charges or confirm payment.
If the reservation has a balance of 0.00, it is checked out immediately.

< Ambrosius Herry > Fig.: All checked-out reservations are
identified in the room plan by a double tick mark.
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55'_3 Available user rights

47 | FO Check Out Authorizes the user to check out a selected guest.

Extending / shortening reservations

You can change reservation dates in several ways:

e directly in the room plan:
Click the departure date of a reservation, hold the mouse button down and drag the mouse pointer to the
new departure date.

e using the Navigator:
You can change the arrival and/or departure dates directly in the reservation section of the Navigator
window.

e using the double-click menu:
Double-click a reservation to open the double-click menu and change the arrival and / or departure dates.
(Refer to the “Double-click menu” section below.)

Entering moves for existing reservations

You can enter moves in several ways:

e directly in the room plan:
Place the cursor on the date of the required move, press and hold the left mouse button and drag the
reservation to the new room.

e using the double-click menu:
Refer to the “Double-click menu” section below.

Please note that the move must be entered on the day it happens. (Refer to “Entering moves”.)

Shifting reservations

You can shift an entire reservation directly in the room plan. Click to select the reservation. Press and hold the
CTRL key and the left mouse button and drag the reservation to a new room or period of time.

5?_1 Available user rights

47 | FO Shift reservation Authorizes the user to shift a reservation.

Double-click menu

Double-click a reservation in the room plan to open this menu. The double-click menu lists all the actions that are
also available within the room plan plus additional functions.

For more information, refer to “The Navigator, DC Menu button.”
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Available rooms

FRONT OFFICE ¥ REPORTS ¥ AVAILABLE ROOMS

This report shows all available rooms for a given period of time. For your convenience, you can also book one or
several rooms directly from this screen.

¥ Zwailable Roams EI@
From Date:  Su 1040313 : < # RT Stat, Feature = ™
O 026 [rete [0 [weDl. |3 |
. BEE Cleaned [ MEDL. |3 [N
Todate Mo 11403413 < M STTB Cleaned  DISAE.. 3 I
. 2 : 302 STTE Cleaned DISAB.. 3
303 5TTE Cleaned  FROM.. 3
-l et W STTE Cleaned FROM.. 3
RT o 304 STTE Cl MEDIL...
FRDE 424 FRTE Cleaned  IROM....
su 43 FRTE Cleaned  MEDI...
)| FRTE Cleaned  FROM...
[ 40 Types | 502 PRTE  Cleaned FROM..
STDR Mo Type 510 PRTE Cleaned  IROM....
STTP 51 PRTE Cleaned  IROM....
5TSE GO! 520 FRTE Cleaned  IROM....
51 FRTE Cleaned  MEDI...
&l Fooms 403 PRTE Cleaned COTZ.. =
Mo Roaom Available; 53 Selected: 2
I (u] 4 “ Cancel “ Help H Print I I Reservation I I Reservation+Cl J
1. First enter the required period of time. Click the arrow buttons to increment or decrement the date one
day at a time.
2. Inthe “No. of rooms” box, enter the number of available rooms you want preselected in the list of results.
This is helpful if you want to reserve multiple rooms.
3. Select the relevant room type(s). If you want to search across all room types, click the [All Types] button.
4. Select the ™ Incl. rate check box to display a tooltip whenever the cursor hovers over a room in the list of
results. The tooltip shows the standard rates for 1 to 3 persons. As this may affect performance, you
should only select the check box if you really need the rates to be displayed.
5. Click the [GO!] button.
6. The right pane shows all rooms of the selected type that are available during the selected period. If you

entered a value in the “No. of rooms” box, die corresponding number of rooms is automatically
preselected. The section underneath the list shows the number of available rooms and how many of
those have been selected.

The “<” and “>” columns indicate how many days before and after the current reservation the room is vacant (not
booked). A value of “0” indicates that the room is booked continuously without a vacant day in between.

If you want to reserve one or multiple rooms directly from the list of results, highlight the relevant room(s) and
click the [Reservation] button. This opens the Reservation screen. Please note that the screen has already been
populated with the details of the selected rooms.

Click the [Reservation+Cl] button to book and automatically check in the highlighted rooms.

2

313

Available user rights

FO Available rooms Authorizes the user to access the available rooms report.
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Forecasting reports

FRONT OFFICE ¥ REPORTS # FORECASTING REPORTS

This menu item allows you to generate various forecasting reports that predict future revenues.

Select the menu item to open a window in which you can enter a period. Please note that the time required to

run the report largely depends on the length of the selected period.

s

Report Selection @

=4 Printable reports
E Fan b by markel : et

PHG Market Code Forecast Group Detail
PHG Market Code Forecast

FC Hear reason

[ ok ][ Cancel ]

$2, | Available user rights

251 | FO Forecasting reports Controls access to the “Reports > Forecasting Reports” menu item.
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Hotel status

Front Office k Reports ¥ Hotel Status

This reports provides an up-to-date overview of hotel occupancy.

Enter a period for which you want to show the occupancy level of the hotel and click [OK] to confirm. This
updates the values of all fields in the dialog box.

Compute detailed rates: Select this check box to calculate the rates (average room rate and average rate per
person) including any services that are included in the rate code as per the relevant split tables. If you clear the
check box, the report shows an accommodation forecast only.

Checked in arrivals only: If you select this check box, the report only lists arrivals for the current date that
have already checked in. For any subsequent days, however, all arrivals will be included and assumed to have
checked in. Clear the check box if you want the report to list all arrivals for the current date regardless of whether
or not they have already checked in.

Click [View] to display the reports on screen or Print to send them to a printer. The software offers two types of
reports by default: Hotel status and Hotel status (net accommodation revenue forecast). The latter could be
passed on to other departments, e.g. for duty roster scheduling.

Note: The status bar at the bottom of the protel PMS screen always shows the current hotel status. It displays the
number of arrivals and departures, the number of in-house guests and the occupancy in percent.

@Bic Bz @17 ea

S:J_E Available user rights

318 | FO House status report Authorizes the user to access the hotel status.
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Lost + Found

FRONT OFFICE ¥ LisTS ¥ LOST + FOUND

The Lost + Found list enables you to manage items which have been forgotten or lost by your guests.

The three status details Lost items, Found items and sent enables you to portray the work flow from finding an
item to its being sent to the guest.

Symbols

@ Lost items - the item has been reported as lost.
b Found items - the item has been found and is available for pick up.

B« Sent - the item has been sent to the guest.

Enter item

¥ Before entering an item as being lost or found, it is recommended that you check to see if the item already
exists in the list. You will find more information with regards to this in the section below entitled Searching for an

item. Should there not be an entry for a reported or inquired item, you can create a new search entry:

1. Iltem:

First, enter a description of the item (e.g., “teddy bear”):

ftem: Teddy Bear

2. Guest / Room allocation

a) If you know the name of a guest, enter the guest’s name into the Guest field or use the | S&arch Guest

button to start a search of the guest profiles to find the guest’s name.

b) You can also select the room from the drop-down list next to Room to find the guest’s name. Should
the room be occupied, protel will show you the name of the checked in guest after clicking the [Search
[Reservation] button.

If both bits of information are available (guest name and room number / room name), please allocate the
both of them. The fields can be left empty should the guest and the room be unknown.

3. Location

Should the item have been found, you can enter the location where it was found:

Location: lobby I hd

The selected locations in the list correspond to the departments set up in the system data.
¥ Hint: The field can also be manually overwritten!

4. Description

The Description field enables you to enter a detailed description of the lost item.
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5.

HINT:

Document
Ideally you keep a document or image of the found item as an attachment:
Document:

|C:"—-.L|sers"-.|"-"|artin Drenkeffu:urt"-.F'ictures"-.I-:u:unLna\{ }

¥ The Housekeeping App for the iPhone makes it especially easy to manage your images. Simply take a

new picture and upload it!

Status
Please click - has the item been reported as Lost or has it been Found? Enter the corresponding date next

toit.

Click the e button to add an item to the list. protel saves the current date and the name of the

registered user.

¥ Should an item have been allocated to a guest, you can keep an auto trace (for more information, go to the
section entitled "Context menu").

Searching for an item

The search for items is recommended at the beginning of each new entry into the list, thus avoiding double-

entries.

1.

5.

By clicking the respective option, you determine whether or not all, only lost, found, or sent items are to
be displayed:

@Al () Lost tems () Found item: () Sent

Enter the time-period in which you would like to search. The date on which the item with the respective
status (lost, found, sent) was entered, is decisive for the search.

Enter a search word into the text search field. Searches can be based on the item’s description, notes,
guest’s name, place where item was found, or the name of the room.

Lost + Found

23/04/13 | 24/06/13 ||teddyl T |

MPE installations: You can limit the selection to an MPE hotel. If an MPE has a head office the guests can

contact, for example, you can direct your search to all of the hotels (via HQ) or to only an explicit hotel: :

City DO - Citytn v

Click the [Apply] button to start the search.
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6. Isthere animage or a document for the item? Click the [View] button to open attached files any time. Or

right-click on the entry and select “Document” from the context menu:

@Al O Lostitems () Found item: () Sent 23/04/13

Moo ltem Lost Uzer Found

VI3 | Teddy Bear

@4 iPhone Profile 13

bl 5 Boak Profile traces 13

‘a & Parfum flacon !

= Purse WView document l} 13
Cancel menu

Tagging an item as found

Two scenarios are possible when allocating the “Found” status: Either a new entry with the “Found” status is
created because an item has not yet been retrieved by the system, or the found item already exists as a “Lost”
item and has not yet been switched to the “Found” status.

¥ Use the search function to see whether or not you can find an item in the Lost + Found list.
»= [fthe item already exists, simply change the status from “Lost” to “Found”. Don’t forget to also enter the
date. Click the [Edit] button to save the new status.

= Should there not be an entry for the item, create a new entry for the item and set the status directly to
“Found”. Click the [New] button to save the new entry.

In both cases you should enter your comments into the “Description” field, for example who found the item:

Description: Status
iPhone & {black) () Lost A
/found by room attendart|
(@) Found 21/06/13 | Nr.
Document: O Sent 4/
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Tagging an item as sent

Should a found item have been forwarded to the guest, this can be documented accordingly.

Truly clever: The guest’s address can be accessed either directly from the context menu by right-clicking the item

in the list, or via the &

i button.
1. Search for the corresponding item and tag it in the results list.

2. When changing the date, also change the status to Sent and then click the [Edit] button.

Attaching a file later

Of course, you can always save files to an item at a later time, e.g., after a guest has sent you a digital image of
the lost item.

1. Search for an item by entering a search word into the text search field and clicking the [Apply] button.
2. Select the item and click on the button to open files located at the bottom of the window:

Document:

3. Click the button = to save the attached file.

Linking item with the guest profile
Should a found item be compiled without a guest profile, you can complete this at a later time.

1. Search for an item by entering a search word into the text search field and clicking the [Apply] button.
2. Tagthe item and allocate it to a certain guest by entering a search text into the Guest field and clicking
the Search Guest button:

Guest: Miller Search Guest[}’

3. Click the button Eit to save the attached guest.
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Deleting the attached guest

Delete the attached guest by clicking the [Delete guest] button.

Guest: Miller Delete guest

Context menu

With a right-click on the item in the Lost + Found list, you can open the context menu. Please note: the context
menu will only appear if the item has been linked to a guest profile or a document.

Profile
Profile traces
View document

Cancel menu

Profile: Opens the linked guest profile’s “Addresses” tab.

Profile traces: Opens the linked guest profile’s “Trace” tab. For example, keep an auto trace on record which
automatically points out a found item (useful if the guest will be expected again shortly and the found item is to
be returned to the guest directly at check-in).

View: Opens the attached file (e.g., image file).

Y NOTE:

The “Profile” and “Profile traces” are only available if the item has been linked to a guest
profile.

The “View document” command is only available if a file attachment has been created for an
item.

w2t | Available Settings

»= If you wish, you can also have a pop-up window automatically open at check-in for returning guests, should
a Lost + Found item have been entered for the guest.

= Set a certain number of days after which found items are to be automatically removed from the Lost +
Found dialog. Note for MPE installations: This value can be individually set for each hotel.

= For MPE installations: If you wish, you can allocate a specific numbering for each of your hotels.

5.33 Available User rights

218 | FO delete Lost + Found Entitles the user to delete items from the list (right-click > Delete).
267 | FO Lost + Found Entitles the user to open the Lost + Found list.
268 | FO Lost + Found editing Entitles the user, to edit the description of a found item.

269 | FO Lost + Found entry Entitles the user, to enter found items into the list.
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External organizer

FRONT OFFICE # REPORTS ¥ EXTERNAL ORGANIZER
Click here to select an external program such as Lotus Organizer or MS Schedule.

Please note that the path to the program executable must be set in the PROTEL.INI file.
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Housekeeping

FRONT OFFICE # REPORTS ¥ HOUSEKEEPING

Select this menu item to open the Housekeeping dialog box and access the “Housekeeping Report” tab.

See what needs to be done at a glance. You can immediately see the status of each room and whether a room is
“clean” or “out of order.” You can print the report to help your housekeeping and cleaning staff schedule their
workday.

The dialog box opens to the “Housekeeping Report” tab by default. Please see below for a detailed description of
all tabs in this dialog box.

$2,  Available user rights

55 | FO Housekeeping Authorizes the user to access the housekeeping report.

Room status

Shows all rooms by their status. This tab also allows you to change the status of multiple rooms in one step.

Hausdame l = i&‘
| Zimmerstatus \ Statuseingabe l DiskleganzrlrHausdamenlislg l Zimmenwartung I [Bankett F!aumwar!ur]rgﬂz
Filter

[ sauber [7] Uberpriit [ wird gereinigt [ Frei @ Alle Hausdamen-Abt.:

[V schmutzig (7] beriibit  [7] Out of Service [T Belegt (O Keine [ Zimmer suchen | [7] Gastnarmi
Zi-Nr, Katego.. Hausdamenstatus Zimmerstatus  FO Status  Gasthame  #
m Deluxe 1 schmutzig |=
105 Business schmutzig
106 Business schmutzig
107 Business schmutzig
108 Business schmutzig
203 Business schmutzig
210 City Suite schmutzig
211 Superior schmutzig
212 Standard schmutzia i
4 n »

|0k | [ Abbrechen | [ Hife

Use the check boxes in the top section of the tab to filter the rooms by their status.

Additionally, the following options are available:

@ all / none: You can select the all or the none radio button to automatically select or clear all check boxes,
respectively.

Housek. Dept.: If you work with housekeeping departments, enter the name or ID of the department whose
rooms you want to display.

Guest name: Select this check box to also see the guests that are currently checked in and the FO status of
the room (vacant/occupied).

[Search Room]: Click the [Search Room] button to show all rooms that match the selected criteria.

Changing the room status

If you want to change the status of one or multiple rooms, select the relevant room(s) and right-click the
selection. This opens a context menu with various editing options for the selected entries:
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STDE

FRDE

PRDE

5TTE
0 PRDE
21 5TTE
2z STDE
214 5TDE
25 STDE
216 5TDE
27 STDE
718 PRTE
19 STDE
220 PRDE
Cleaned
Dirty

Out of Service

Vacant
Occupied

all
none

Cleaned

Dirty

Cut of Service
checked

touched

cleaning in progress
Wacant

Occupied

All

Mone

Cancel menu

Select the relevant room status.

Housekeeping can set a room to “vacant” or “occupied” without affecting availability. Sometimes a
guest may check in to the hotel but not actually move into the room. On the other hand, a guest
might move into a different room than was originally booked. If that is the case, housekeeping can
flag the new room as occupied. Enabling housekeeping to flag rooms as “vacant” or “occupied”
supports room management and improves communication between housekeeping and the front

office team.

If housekeeping flags a room as “occupied” that should actually be vacant according to protel, an “X”

appears in the “Housekeeping status” column.

Selects / unselects all rooms.

$2, | Available user rights

327 | FO Roomstatus

Controls room status access in the housekeeping report.
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Enter Room Maid Reports

Housekeeping can enter a room status to communicate to the front office if a room is occupied or vacant, dirty,

cleaned or checked etc. The input on this tab is used for the discrepancy calculation on the next tab.

Hausdame | = l-gh
A\Ei}nmerslatusj Statuseingabe | Diskrepanz ] Hausdamenliste | Zimmerwartung | Bankett Raumwartung |
| ZimmerNr  Zim.. Bele.. Transaktion
[ 101 1 1 Erfolgreich
| 102 2 1 Erfolgreich
103 3 0 Erfolgreich

ZimmerNr  Zimmerstatus Belegtstatus

G 1 1 | Codes

| ok || Abbrechen |

Enter the room number, the room status (as a number) and the occupancy status (as a number) in the bottom

section of the tab:

Fioom Room status Occupancy

Then press Enter.

Room status and occupancy status identifiers:

Room status Occupancy status
1=clean 0 =vacant
2 =dirty 1 = occupied

3 = out of service
4 = checked
5 =touched

6 = cleaning in progress

Click the [Codes] button to view the identifiers on screen.
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Discrepancy

Discrepancies indicate a conflict between the room status maintained in the system and any status information
provided by housekeeping.

I3

Housekeeping ?@
Fioom Status | Enter Room Maid Feports | Discrepancy | Housekeeping Feport | Room taintenance
# Foom t.. Roomstatus Occ.status Guest/FO status i
20M 5TTE Drirty Wacant Etihad ‘= ‘
202 5TTE Dhirty WVacant Kuoni Gezchaeftarsizen ;
203 STDE Out of Service Wacant M _M aster
204 STDE Dhirty Wacant Gadhia
206 STDE Dhirty Wacant Ramnarine
207 FROE Cleaned Wacant Gk _bd azter
209 STTE Cleaned Wacant Backhouse
21 STTE Cleaned Wacant Abbott
212 STDE Cleaned Wacant Lade
214 STDE Cleaned Wacant Cadrecha
215 STDE touched Wacant Dacre
21B STDE touched Wacant Eagan
>N PRMOR rhecked “Warant Farzsler T
@ Dizcrepancy anly () Al Digplay discrepancy ]
[ ok || abbechen | Hire |

If you want to limit the view to any existing discrepancies, select the |l Discrepancy only radio button and click
the [Display discrepancy] button.

Alternatively, you can select the ¥ All radio button to view all rooms. Rooms with a discrepancy are shown in
red; other rooms are shown in black.

Q&) Available user rights

205 | FO Room discrepancy Controls access to the “Discrepancy” tab in the housekeeping report.
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Housekeeping Report

Housekeeping = @
Room Status | Enter Room b aid Reports | Discrepanc_p| Housekeeping Repart | R oom Maintenance|
Date: 10403413 [] Refresh I Frirk J [ wiew {T1o I Allocate Paints I I Paintz I [ Calculation for mobile device
Dept. # Room type  Marme Arrival Arti... Depart.. De.. WP Status Laundry i
2a 201 STTE Etihad 09/0313 0931 1040343 Departure ®
2a 20 STTE MLiller 1040313 11/03413 Arrival
2a 201 STTE Smith 10/0343 11/0313 Arrival
Z2a 202 STTB Fuoni Gesc...  07/03A13 11:31 1203413 Stapowver H
2a 203 STDE GM_Master 07/0313 1720 11403413 Stapover ®
2a 204 STDE Gadhia 07/0313 1131 11403413 Staporver X
2a 205 STDE GM_Master 07/0313 1720 12/03413 Stayorver X
Z2a 206 STDB R amnarine 0B/0343 1748 12/03413 Stapowver
2a 207 PROE GM_Master 06/03M13 1748 120313 Stapover |
5 o . - P R I _ .. X
Filter
cleaned checked clean. in progr Free @ Al Houseke
dirty touched out of zervice Occupie ™) None Uze ‘
[ ok | [ Abbrechen | Hilfe

The housekeeping report provides an overview of occupied (with guest names) and vacant rooms, shows which
rooms have or have not been cleaned, indicates the housekeeping status, shows whether or not the laundry
needs to be changed in a room, and much more.

For example, the report shows:

Rooms for which guests are arriving.

Rooms for which guests are departing.

Rooms in which guests are staying.

Additional notes about each room/guest.

Information that helps estimate the work involved (optional).

vk wnN e

Viewing the housekeeping report
Enter the date for which you want to view the housekeeping report and click the [View] button.

You can also click [Print] to print the report immediately.

Allocate Points

It may be helpful to use a point system that allocates a specific point value to each of the tasks. The actual value
depends on the room type and the expected time and labor for the task. (For example, the final cleanup task for a
suite should have more points than the final cleanup task for a single room.) The point values are stored in the
system data, however, you can click the [Points] button to make changes if necessary. You may want to allocate
one point for every one minute of labor, for example, to make the values easier to understand.

The point system may be helpful when trying to distribute a day's work evenly across all departments or
housekeeping staff members. Proceed as follows:

In the “To” box, enter a point value per department or staff member.

Click the [Allocate Points] button to distribute the points to as many departments as necessary. Each department
can represent one staff member. Please note that these departments override the housekeeping departments
that are stored in the system data.
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If you need to change the allocation of points, right-click the relevant entry. This opens a context menu that
provides various editing options:

Move to Move the selected room to one of the departments that exist in protel.
department
1,2,3..

Move to new  Move the selected room to a new department that you create in this step. Once created, the new
department department will be available for selection from the context menu. While all system-created departments
are identified by numbers, any departments that you create manually are assigned letters.

Points Click this button to change the point value for the selected entry. Note that the change only affects this
entry and is not saved in the system.

Lz | Available settings

You can allocate housekeeping points on a per room basis if necessary. This does, however, require specific
settings. For more information, please contact your protel distributor or the protel support team.

Refresh

If you want to refresh the view (e.g. in order to enter a new value for point allocation), you should first select the
“Refresh” check box.

Then click the [View] button and enter a new point value.

Calculation for mobile devices

If you use the protel Housekeeping App, you should select the "calculation for mobile devices" check box. Please
note the information below regarding the protel version.

protel Version

For using protel Housekeeping you should apply protel Version 2013.17.216 (21.06.2013) or higher! As a result,
the housekeeping list for the next day will be created at each end-of-the-day.

When an older version of protel is used anyway you have to do the following settings every morning to get a
correct housekeeping report:

1. Openin protel FO from the drop-down menu "Reports" the Housekeeping report.

2. Tick the check box "Calculation for mobile devices" in the top right corner.

Maintenance

Calculation for mobile devices

3. Select the option "Refresh" in the top left corner...
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Room Status | Enter Room Maid Reports | Housekeeping Report

Date: | 12/07/13 | [+ Refresh Pririt View

...and click on [View].

It is important to compile every morning the calculation for mobile devices to create and transfer a
correct housekeeping report. Only if you are using a protel version 2013.17.216 or higher, this will be
done automatically in the end-of-the-day.

Filtering the housekeeping report by specific criteria

It may be necessary to view a list of rooms that have been touched or have not been cleaned. The filter features
allow you to filter the list of rooms by these and other criteria.

Filker
cleaned checked clean. inprogr [¥]Free @ 4l Housske
dirty touched out of zervice Dceupic ™) Mone | [ sze ]

Select one or several of the room status check boxes or enter a housekeeping department. (Note that this box
refers to the departments that are maintained in the system data.) Click the Use button to update the view.
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Room Maintenance

Use this tab to manage all repair and maintenance tasks.

Housekeeping ?IEI

Foom Status | Enter B oom Maid Reports I Discrepancy I Housgek eeping Heportl Room Maintenance |

@ Al () Al due () &)l done

# Roort. Rooms.. Reason Text Date User Changed User RefMr
6 204 STDB Dirty TOILET Tailet izn’t workting 264024 TedBaker E9
6 226 FROB Dhirty LEAE “water Leak intha bathroom 264024, Ted Baker 70
6 228 FRTB touched  PHOME Telephone izn't working 264024 TedBaker 1
@ 23 FRDE Cleaned  KETTLE Kettle 26/02/... TedBaker 08/05/13..  Te.. 72
6203 STDB Outaf.. DOOR Droor kicked in. 08/05/... TedBaker 73
< Wi 3

[ ok || abbrechen || Hie |

Select the 1 All, 1 All due or *1 All done radio button to filter the list accordingly.

For example, you could easily use a view of all pending tasks as a To-Do list for your janitor.

Entering maintenance tasks

Right-click the table section to open a context menu.

T ey
Alter
Delete

Lock/Open

Roorn history (transactions)

Room maintenance history
Wiew document

Cancel menu

Select the “New” menu item to open the Room maintenance dialog box:
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Room maintenance @
Foom: I v] Estimated maintenance time
Sthart: s
[T Set room status ta 'Out of Service' .
Cruration:
Reazon: I v‘
Fieason: Definite maintenance time
Teut Start: i
Diuratio Etd: s
Costs: 0.00
Reazon:
Test Audd, test
[local):
[ ok H Cancel H Help ” 00S future I
1. Room: Select the relevant room from the pull-down list.
2. Setroom status to 'Out of Service': Select this check box to immediately change the room status to “Out
of Service” if required.
3. Reason: Use the “Reason” pull-down list to select one of the reasons defined in the system data, and
enter a custom description in the “Text” box.
4. Text (local): This box allows you to enter a description in a foreign language (e.g. Arabic or Chinese) that
uses a different character set than the default system language.
5. Estimated maintenance time: Enter the scheduled start date and the estimated duration of the
maintenance task.
6. OOS future: Set the room to “out of service” for a period in the future.
7. Click OK to close the window. The entry is saved along with the relevant creation date and created by

information and appears in the list with an € icon.

Flagging maintenance tasks as cleared

Once a maintenance task has been completed (e.g. by a technician), you can double-click the entry to set it to
“cleared.” This opens a dialog box in which you can select a room status. Completed maintenance tasks are

flagged with an & icon and saved along with the relevant date and user information.

ENTERING THE ACTUAL MAINTENANCE TIME

Once the maintenance task has been completed, you can enter the actual time needed and any cost incurred.

¥ Please note that this feature needs to be activated separately in the system settings. For
more information, please contact your protel distributor or the protel support team.

I'l

Right-click the entry you want to close.
Select “Lock/Open” from the context menu.

This opens the Room maintenance dialog box where you can enter detailed information on the actual
start time, duration and cost of the maintenance work.

Available Settings
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% From version 2013.17.400 *

You can set the reason as a mandatory field in the room maintenance attachment. In doing so, you prevent
accidentally forgetting to enter the reason.

¥ Please don’t hesitate to contact the protel Support Team to assist you with these settings. Just get in touch —
we’re happy to help!

£2, | Available user rights

364 | FO Room maintenance (delete) Controls access to the “Delete” context menu item.
374 | FO Room maintenance (edit) Controls access to the “Alter” context menu item.
375 | FO Room maintenance (new) Controls access to the “New” context menu item.

Room status

FRONT OFFICE ¥ REPORTS ¥ ROOM STATUS

The "Room Status" menu item opens the “Housekeeping” dialog box. The Room status tab is selected by default.

Hausdame | =] ihr
Zimmerstatus | Statuseingabe I Diskrepanz I Hausdamenliste [ Zimmerwartung | Bankett Raumwartung |
Filter
[ sauber [ Uberpriit [ wird gereinigt [ Frei @ Alle Hausdamen-Abt.:
[] schmutzig  [¥] beriht [ Out of Service [7] Belegt () Keine [ Zimmer suchen | [7] Gastnam
Zi,-Nr. Katego..  Hausdamenstatus Zimmerstatus FO Status  Gasthame =
101 Deluxze 1 schmutzig = 3
105 Business schmutzig !
106 Business schmutzig
107 Business schmutzig
108 Business schmutzig
209 Business schmutzig
210 City Suite schmutzig
211 Superior schmutzig
212 ~ Standard _ schmutzia Il . i
4| n >
0K | [ abbrechen | [ Hife

$2, | Available user rights

327 | FO Roomstatus Controls room status access in the housekeeping report.
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Room discrepancy

FRONT OFFICE ¥ REPORTS # ROOM DISCREPANCY

The “Room Discrepancy” menu item opens the “Housekeeping” dialog box. The Room discrepancy tab is selected
by default.

£2, | Available user rights

205 | FO Room discrepancy | Controls access to the “Room discrepancy” tab in the housekeeping report.
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Administration of cots

[Front Office ¥ Reports ¥ Administration of Cots]

This report allows you to manage the number of available additional beds and cots. If a reservation requests an
additional bed or cot to be provided, this is automatically deducted from the number of available beds.

The report provides a quick overview of all reserved vs. available beds to help avoid shortages.

‘::-JJ Available user rights

234 | FO Administration of cots Controls access to the additional beds overview report.
[id| Additional Bed Overview = [ ==
Beds 10/0.. 10, 12/0.. 13/0.. 14/0. 1540.. 16/0.. 17/0.. 18/0.. 19/0.. 20/0.. 21/0.. 122,
Add. beds ] ] o ] 0 ] ] ] ] o ] 0
tailable | 20 20 20 20 20 | | 20 20 20 20
Taotal ] 20 20 20 0 20 20 ] 20 20 20 0
Cots ] 0 0 ] 0 0 ] ] 0 0 ] 0
tailable B 3 g B 3 3 B B 3 g B 3
Tatal & 3 5 & 3 3 & & 3 5 & 3
a4 m 3
 Display period Owerall bed inventon Set inventory on a per day bagsis
From: M0/03413| Te:  23/0313  Quant: 0 ¢ g Fomo 9000343 Ter 23/03413 | Setto Default
I Refrezh I I Set Inventary I Bed type: Add. beds VI I Set J
[ ak. ] I Caticel I I Help I I Frint I

Showing available beds

Dizplay penod
From: 10403413 To:  23/0343

I Fefrezh I

1. Select a period of time from the Display period section at the bottom left.
2. Click the [Refresh] button to see the number of beds and cots.

Entering the number of available beds

Owverall bed inventory

Cuant.: 20 ¢ E

Set [nventony

In the Overall bed inventory section, enter the default number of available additional beds and cots for the
selected period.

1. Enter the number of cots in the left box and the number of additional beds in the right box.
2. Click the [Set Inventory] button to confirm.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 232 of 322


http://www.protel.net/

protel Front Office - User Manual | Reports

" Set inventory on a per day basis

From: 1000313 Too 23/03413 | Set to Default

Bed wpe: fdd. beds YI I et J

The Set inventory on a per day basis section allows you to change the number for individual days, e.g. if you rent
out cots to external clients for a certain period of time.

1. Enter a period of time (From/To) for which you need to indicate a different number of beds.

2. Then select the type of beds from the pull-down list below and enter the number of beds/cots that are
available during that period in the input field next to it.

3. Click the Set button to confirm.

You can click the [Set to Default] button if required to reset your changes to the default values.
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Reservations on the book

FRONT OFFICE * REPORTS ¥ RESERVATIONS ON THE BOOK

This report provides an overview of the occupancy for a given year. It also shows information on rooms that were

allocated but not reserved.

¥ Reservations on.. EI = @

Print I

Az graphics

I iew I I Pririt I

Cancel

Enter the year and select if you want to display the data in grid format or as a graphic.

You can choose to display the overview on screen (View button) or send it to a printer (Print button).

Grid view of reservations on the book

The grid view also shows the maximum number of rooms and beds that are available in the respective months.
This is matched against the rooms and beds that were definitely booked. In addition, the report provides the

occupancy in percent.

Rooms that were blocked during the respective period of time are deducted from the overall capacity.

Graphical view of reservations on the book

This shows the total reservations (beds = blue, rooms = red) per month.

wiegang wsbaraschl Jahr ek ghe Betie Timoe |
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Office

Internal Reporting

Front Office k Office } Internal Reporting

In addition to active lists, which you can access using the toolbar or the “Reports” menu item, protel offers a
range of reports that provide you with the information you need to make well-founded decisions about every
individual aspect of your business.

The individual reports are grouped into several categories, e.g. Reservation, Financial, End of day, etc.:

<4 Reporting =N R ==

~

3{,\{' Ted Baker's Favorites
- Last recently used by Ted Baker

-85 Al reparts zorted by name
- After End of Day

W55 After End of Month
55 After End of Thursday
J@I After End of Year
J@I Banguet

-5 Cash register closure
155 Contraling

@ Depositz

J@I End of day

-5 Financial

+-53 Graphical reports
-5 Guest profiles

+@ Houzekeeping
+J@I Mew reports

-5 Option [for EOD) -

m

.§.
¥
E
%
+
+
+
%
:
+
+

[ Ok H Cancel I [ Wiew “ Prrint I

The overview window lists all available report groups. Click the plus (+) sign next to a report group to expand the
group and view the reports contained therein.

If you are unsure about where to look for your report, expand the “All reports sorted by name” entry and browse
the list.

—@l “Bll reportz gorted by name

Some of the reports will prompt you for input when you run them. For example, if you want to view a posting
ledger for a period in the past, the system first prompts you for the respective dates. The steps to enter the date
are the same for all dialog boxes in protel HMS. Press the “+” key or the “-” key to increment or decrement the
date, respectively. You can also type in the date directly or click the calendar button next to the input field. For
reports that require text input, please note that the information is case sensitive and that only complete words
are accepted as input.

Favorites (for version 2008.12.152 or higher)

You can flag frequently used reports as personal favorites. To do so, right-click a report that you want to add to
the list of favorites and select “Add to my Favorites” from the context menu.
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457 M. Bean's Favoriten
<2 Abreizeliste aktuell Zi-Mr.
<% Arreizeliste Verg. Zi-Nr.
=% Buchungsbeleg Yergangenheit [brutta]
5% Chefinformationen Umsatz/Budget

Deleting a report from the list of favorites

Right-click a report that you want to delete from the list and select “Remove from my Favorites” from the context

menu.

Recently viewed reports

IM

prote

=--(8 Last recently used by Ted Baker

----- (O Manager Beport MPE GROSS

----- {© ‘Weekly revenue repart [Thursday)

----- {0 Revenue total in past financial year

----- {0 Revenue repart (history] GROSS

----- {© Debtors new by date

----- L Guest profile/R esubmizsion list

----- ® Market code statistic GROSS

----- {8 Aricles bookings daily/manthly/vearly batals

Editing reports

Right-click a report to open a context menu that provides the following options:

remembers” the recently opened reports and shows them in a separate tree view:

View Shows the report on screen.

Print Sends the report to the default printer.

Print with 2 Determines the number of copies to be printed.

Copies

Print with 3

Copies

Export You can export most reports generated by protel to another format (e.g. *.xIs). Please note,
however, that this option may not be available for some reports that were created in previous
versions of protel.

Description Descriptions have been added for some of the reports. Select the Description menu item to view the
existing descriptions or enter new ones.

Add to my Adds the selected report to your favorites.

Favorites

Remove from my
Favorites

Open all groups

Close all groups

Removes a selected report from your favorites.

Expands all tree branches.

Collapses all tree branches.
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5?_3 Available user rights

52 | FO Report Administrator Controls access to all reporting features.

Report spooler

Front Office ¥ Office * Report Spooler

While you run an end-of-day routine or close the cash register the reports are “cached” on disk and not printed
until the routine is complete.

The cache allows you to review the reports at a later date. The reports are cached for a maximum of 30 days after
which they are deleted from the spooler. In addition, the system holds historical reports that can be viewed as an
alternative.

The report spooler provides the following controls:

All Selects all listed reports.

None Unselects all listed reports.

Print Jobs Prints the selected report(s).

View Jobs Shows the selected report(s) on screen.
Delete Jobs Deletes the selected report(s).

5?_3 Available user rights

106 | FO Report Spooler Controls access to the report spooler.

Manager spooler

FRONT OFFICE ¥ OFFICE* MANAGER SPOOLER

The manager spooler provides essentially the same functionality as the report spooler with the additional option
of restricting access to reports to certain users.

Reports that were flagged as restricted in the system data can only be viewed and edited by users (e.g. managers)
that have sufficient access rights.

You can also use this feature to prevent certain reports from being automatically printed as part of the end-of-day
routine. These reports will then only appear in the spooler and can be printed manually at a later point in time (up
to 30 days later).

5?_3 Available user rights

105 | FO Manager Spooler Controls access to the manager spooler.
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Graphic module

FRONT OFFICE ¥ OFFICE ¥ GRAPHIC MODULE

In addition to the active lists that you can access from the toolbar or the “Reports” menu, protel provides a
separate graphic module. If you are prompted for a license code, please contact your local protel distributor or
protel hotelsoftware GmbH in Dortmund.

The list box shows all charts that are available in protel:

Graphic Module
Groups (%] All
Prafile
Group JAEEENETE 2
Revenue/Occupation k |
Total Sale: Telephone revenus
TE|E|:I|'IIZII'|E-TDtaI Sales e

To selectively view the charts from one group only, select the relevant group from the list. Click the [All] button to
see all charts again.

Select an item in the list and click [View graph] to display the respective chart on screen.
Graphic window

Hotel Occupancy Development

H Cancel

NI
T
-
I

e

[T S e
Type:

\||\|||||||||||||||||||||||||||||||||||||||||||||\||\|||||||||||||||||||||||||||||||||||||||||\||\ =
Display:

[ -
I i

T
-
|||||||||||||||I||,,.,
j

Cityhotel Demo, D-44127 Dortmund (GERMAN™Y)

Use the scroll bars to adjust the perspective of the chart if required. In addition, the pull-down lists on the right
allow you to change the chart stile (bar, area, pie, line etc.).

The “Display” panel allows you to show horizontal and/or vertical grid lines for orientation purposes. If you want
to show lines for the average and/or the minimum and maximum values, select the corresponding check boxes.

Click the [Summarize] button to show an accumulated total of the chart values.

Click the [Clipboard] button to copy the chart to the Windows clipboard, from which it can be pasted to other
applications (e.g. MS Word) for further processing.
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£2,  Available user rights

100 | FO Graphics module Controls access to the graphic module.

Commiission clearing

FRONT OFFICE * OFFICE ¥ COMMISSION CLEARING

You can use the commission clearing feature in protel to calculate the amount of any commission payments that
are owed to travel agents.

More specifically, the feature allows you to create commission reports, commission statements, cheque files or
HCC files (travel agent commission clearing files) for travel agent commission payments.

NOTE:

¥ The feature does not post services or payments that, for example, reduce a reservation invoice amount,
thereby changing the revenue. Likewise, it does not make any changes to the protel HMS cash in hand. Select
the menu item to calculate the commission amount and flag it as paid. This allows you to check on invoices
from travel agents and to calculate the commission amounts payable to the respective travel agents.

Alternatively, you can access the feature from the travel agents, companies, source, and group profile types.

£2,  Available user rights

FO Commission Controls access to the commission clearing feature (FO - Office - Commission
clearing Clearing).

The dialog box shows all departed reservations. Note that the calculation ignores reservations that are still
current, as the respective data may still change during the stay.

The dialog box comprises three sections:

+ The top section allows you to calculate the commission amounts.

Calculate commission
Hotel: City DO - Cityhotel Demo, D-244137 Dortmund (GERMANY) (1) W

For all departures from:  18/04/2013 te:  17/04/2013 Calculate [+] Automatic with EQD

+ The middle section displays the commissionable reservations.

History Batch

["] Paid commissions only only Batch no. 1] Report Statem. Feact.
Status Run Date Accou.. 1ATA Agent Amount LOC
oK 0 26/07.. 3768 Siemens 220,50

oK 0 17/09.. 3768 Siemens 105,00

oK 0 27/09.. 3768 Siemens 459,50
Agent: Courtry m... 0 0312.. 3846 DER 385,00

oK 0 03A12.. 3768 Siemens 703,50
Anert Crontne m 0 N3/12 AR4R NFR a0 v
< >
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+ The bottom section allows you to edit the commissionable reservations and generate payment
instructions.

Modify commissions Export commission data to file
MNew Change Delete Al Commisson type: W Start
Bediis None Print commission report HCC Files
[ Print commission statements Cheque Files
0K Cancel Prirt View ["] Send email:

Calculating a commission

Use the top section of the dialog box to calculate the commissions. As the start date (“For all departures from”) is
automatically derived from the last calculation date, you only need to enter the period end date in the “to” box.
Enter the date and click the Calculate button. If you select the 1 Automatic with EOD check box, protel HMS
calculates the commissions automatically during the end-of-day routine.

History

History
[ ] Paid commissions onty only Batch no. 0

This section allows you to filter the listed commissions.

Paid commissions only: If you select the [¥IPaid commissions only check box, protel only lists reservations for
which the commissions have been flagged as paid.

only Batch no.: If you enter a valid batch number (assigned during the end-of-day routine) in this box, only
reservations with this batch number will be listed.
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Batch

Batch
Report

Statem. React.

Click the [Report] button to print a report listing the commissions paid for a given batch. Note that you need to
enter the batch number in the “only Batch no.” box first.

Click the [Statem.] button to generate and print a statement for the respective batch that you can send to the
travel agents. Note that you need to enter the batch number in the “only Batch no.” box first. In addition, a form
must have been created and saved in the system data.

You can click the [React.] button to reset any previously paid batches to “unpaid” status.

Viewing commissions

Status

Run

Date
Account
IATA
Agent

Amount
LOC

Currency
C-Amount

Comm.Code

Name of
guest

Arrival
Departure
Room

ResNo

Indicates whether or not the guest profile is complete. This is important if you plan to create an HCC file.
Records with missing information are highlighted in red.

Indicates the batch number. The batch number is assigned as part of the end-of-day routine. A batch
number is not shown for periodic payments.

Indicates the commission payment date.

This is the number of the commission recipient as derived from the guest profile.
Indicates the international booking number as derived from the guest profile.
This is the name of the commission recipient as derived from the guest profile.

This is the commission amount in home currency.

If payment is made in foreign currency (e.g. CDN), this indicates the currency code.
This is the foreign currency amount if payment is not made in home currency.

This is the commission code as derived from the guest profile. The commission is calculated based on this
code.

The guest's name as per the reservation.

The date of the day the guest arrived.
This is the departure date.
The room number from the reservation.

This is the number of the reservation for which the commission is calculated.

Editing commissions

Modify commissions

Mew

Change Delete Al

Reactivate MNone
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New

Change

Delete

Reactivate

Click this button to open the “Modify commission” dialog box and create a new commission (see
below).

Click this button to open the “Modify commission” dialog box and edit the selected commission (see
below).

Click this button to delete the selected commission from the list.

Resets all previously paid commissions to “unpaid” status.

The [New] and [Change] buttons open a dialog box that allows you to edit existing commissions or create new
ones. See below for more information on the individual fields.

Agert:

Guest name:

Amival:
Revenue:

Comm. Code:
Commission:

Tax 1
Tax 2

Remarks:

Status:

Agent

Guest name

Arrival
Departure
Room
Revenue
Comm. Code
Commission

Tax 1/2

Remarks

Status

Modify commission ?
Cancel

DER Search View
05/10/08 Departure 0912408 Room: 104
EUR W 800,00
S10%L v
EUR 80B.00

0.0a0 0.00

0.000 oo = 206.00

This shows the commission recipient that is assigned to the reservation. Click the [Search] button to
assign a guest profile or click the [View] button to access the assigned guest profile.

This shows the name of the guest for whom the commissioned reservation was made. Click the
[Search] button to assign a guest profile or click the [View] button to access the assigned guest
profile.

The arrival date on the reservation.

The departure date on the reservation.

The room number on the reservation.

The commission currency and the commissionable amount.

Select the commission code that you want to use to calculate the commission.
The commission that was calculated based on the code.

If you want to calculate a net commission amount for a recipient abroad, you can enter the relevant
tax rate in these boxes. Enter a percentage in the left box to calculate the amount automatically. The
right box accepts a fixed amount.

Use this box to enter free text information on how the commission is calculated.

Use this box to enter free text information on the commission payment status.
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Paying calculated commissions

Export commission data to file

Commisson type: W Start
HCC Files
Print commission report
Cheque Files

[ | Print commission statements
[ Send email:

From the pull-down list, select one of the Commission types maintained in the system data (“Calculation,” “HCC
Files” or “Cheque Files” only) and select one or more of the following check boxes if required:

[“lprint commission report Select this check box to print the report when STARTING the payment run.

[“lprint commission statements  Select this check box to print the form when STARTING the payment run.

[¥Isend email If you select this check box and enter an email address, the form is passed to Outlook
and can be sent directly.

From the list, select one or more commissions that you want to pay.
Click [Start] to start the payment run according to the details you selected.

[HCC Files]: If you selected an “HCC” or “Citibank” type commission, you can click [HCC Files] to view or edit
previously created export files (not recommended).

[Cheque Files]: If you selected a “Cheque” type commission, you can click [Cheque Files] to view or edit previously
created export files (not recommended).

Word processor

FRONT OFFICE ¥ OFFICE ¥ WORD PROCESSOR

Click this menu item to launch an external word processor. For example, if you have MS Word installed on the
machine, you can use this menu item to start an MS Word session.

Please contact protel hotelsoftware GmbH, Dortmund to have this functionality configured.

5?_3 Available user rights

FO internal word Controls access to the internal word processor through the Office menu. Access to
processing the word processor from the guest profile is not affected.
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Editing templates

FRONT OFFICE MOFFICE FEDIT TEMPLATES

This menu item enables you to create or edit templates. Templates that you create here can be inserted as
boilerplate text in your reservation letters.

5?_3 Available user rights

270 | FO Templates Defines whether templates for a banquet event can be modified.

Select the menu item to launch the proprietary High Edit word processor.

Text -
File Edit “iew Insert Format Extras Table 7

D[ |W| SlR[v| &Rl of kal(€]

T Times New Roman - |1E| v| = == | B|I|Q|HBE|

— WS

You can create new templates directly in High Edit. If you want to edit a template, click the 2 icon to open the
template.

Make sure to save your templates in the preconfigured location. To ensure that documents can be accessed by all
users, High Edit saves all files centrally in the “Template” folder of the protel directory by default. Please do not
change the preconfigured path in the software.

Example

A High Edit template for confirmation letters was saved in the system data. When making the reservation, the
caller asked for a brochure of the hotel. You now want to edit the confirmation letter to explicitly make reference
to the attached brochure. In order to avoid having to enter the additional text manually, you can insert the
template as boilerplate text.

NOTE:

¥ The system creates a file for each newly created template and assigns a default name. Make sure to
change the default name to a more meaningful designation. The file name should not exceed eight
characters.

1. Asafirst step, you need to create the template: Office > Edit Templates

2. Enter the text that you want to reuse as boilerplate text later on:
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(R LN A I A A A AT

F

begin EXAMELE

Attached please find our new image brochure.

end EXAMPLHES
3. Save file:
H Save file as @
Speicherm . TEMPLATE - @. jl' n El.
Marre : Anderungsdatum Ty

Eswurden keine Suchergebnisse gefunden.

4| 1 3
D ateinarne: image_hrochure Speichem
Dateityr | HighEdit " hed) ~| [ Abbrechen |

4. Now open the confirmation letter for the guest (Navigator > Res. texts > New letter). Please note that the

letter must be in High Edit format:

6] Mew Text = |5 ]
Form name ¢ Filenarme
BDS COMF c:hproteldemoiFORM...
Conf Group c:hmesseimpe_enFO .
GE Confirmation ERalL c:hproteldemo FORM. ..
Latg.: [Engligh v] [ Show all forms
Comment

Password [optional]:

Repeat password:

l QK H Cancel H Help ] —

5. Inthe open form, select where you want to insert the boilerplate text.

6. Press Ctrl+F9: A window showing all existing templates appears:
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Datei einfligen X
Suchenin: | ) TEMPLATE Y03 e E
jr:jlvorsp-wl i)bier

(L2 3haupt~1 )sekt-c~1

;Q*idesse»l \Qwein

[ 5snack~1 |14] gruesse.hed

%;_‘jafg |14] prospekt.hed

|2 aperitif

Dateiname: || hed |  Offnen 1
Dateityp: \HighEdi! [*hed) v | .Abbrechen ‘

7. Double-click to insert the required boilerplate text.

L.+ | Available settings for High-Edit Documents

From Version 2013.17.672

Read only mode: By allocating the “NurLesenStart/NurLesenEnde” command, certain paragraphs, passages, or
tables can be allocated as read only when using high edit text templates. A special setting must be set in order

to enable the read only function.

From Version 2013.17.790

Convert to PDF: You can convert HighEdit documents to PDF using the Adobe PDF writer. For this to work,
Adobe Acrobat Writer must be available in version 10 or higher. Some special settings must be set in order to
enable this function.

¥ Your protel Support Team will gladly make these settings for you. Just get in touch — we’re happy to help!

Internal word processor

FRONT OFFICE ¥ OFFICE ¥ INTERNAL WORD PROCESSOR
Click this menu item to start the internal “High Edit” word processor. You can use High Edit like any other
standard Windows application.

To ensure that documents can be accessed by all users, High Edit saves all files centrally in the protel directory by
default. Please do not change the preconfigured path in the software.
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Information book

FRONT OFFICE # OFFICE ¥ INFORMATION BOOK

The information book allows you to save phone numbers, addresses and related documents.

[ed] Information Book (Shift+F5) = g
Category “All categories Y] Hotel: City DO - Cityhotel Demo, D-44137 Dortmund {GERMANY) (1) (V]
Fiter: Al

Mame Phone Details Details Lokal
& Louvre [Museum]
@ Bergma.. 0234-28555  Uni Kink Bochum
+ 33 (0)1 40 20 53 17
¥ Cinemar  0231-123..  GroBraumkino , and... { )
@Onemax 02371-456456  Am Hauptbahnhaof Adresse : _
@Deutsc... 0180-145._. Auskurft L&;lrs;fe?: Louvre, 75058 Paris - France
@Dr. Jun... 0222112 In der Schlage 45 4... Quvert tous les jours de Sh a 18h saufle mardi

&P Bisabe..  0231-789.. Evang. Krankenhaus Mocturnes jusqu?d 21h45 le mercredi et le vendredi
Fermetures :

) [ YT e T I - i jorvier, ter mai ct 25 décembre

0K Cancel Delste Document Prirt

Click the Category drop-down list to view a specific category or all categories at once.

MPE installations provide a “Hotel” drop-down list that allows you to selectively view the records for one specific

hotel or all hotels.

Filter

The filter allows you to search the list for specific words. Enter the word you want to search for and click inside
the list area. This reduces the list to records that match the search. You can click the [All] button at any time to

disable the filter and view all records.

Select a record in the list to view its details in the right window pane.
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Creating a new information book record

To create a new record, click the [New] button.

[fd’ Information Book - edit = @
M ame: Pratel Hotline
Phone: +43 231 915530
Categony: Fratel - Hotline 'J D
Hotel: Richard’s Hotel - Richard's Hotel, ASPQ 24) London +
Detailz: protel hotlsoftware GmbH
Europaplatz 8

44263 Dortmund, Germnary

supportiEpratel net

Local:

Dacument: . | [] Copy ta central starage area
URL |

Group  Text

[ Ok ] I Cancel I I Delete attachment I I Open document I

Name and Phone: Enter the name and phone number of the contact in these text boxes.
Category: Select a category for the record.

Hotel: Select the hotel for which the record should be visible (MPE only). Read the section below for information
on how to create a new category.

Details: Use the “Details” text box to enter additional information such as address, fax number etc. as required.

Local (from version 2013.17.000): You can add additional text in a local language (with a different character code).
Document: You can add a file for the contact. To do so, click the L | button next to the “Document” box and
navigate to the relevant document. Make sure to save this document in the “Scanner” folder of the protel
directory so that all users can access the document from any workstation. Highlight the document and select the
Copy to central storage area check box. This saves an additional copy of the document to the “Infobook”
folder of the protel directory. Click Open document or Delete attachment as required to open the attached file or
delete the attachment, respectively.

A flagicon ( v ) indicates records with an attached text document. The &J icon indicates an attached image file.
URL: You can use the “URL” box to enter an Internet address for the contact.

Display of user defined codes (Group / Text): The table shows user defined codes which have been added as "udf
type 5500 - Information book" (System data > Reservation > User defined fields and codes > User defined fields).
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Creating a new category

Click the | = | button at the top of the dialog box (next to the Category pull-down list) to create a new category:

w Information Book (Shift+F5)

Category l “a|l categaries -1l - |

This opens a window in which you can enter the name, an abbreviation and a group for the category. You can use
the “Sort order” field value to determine the order in which the items are displayed:

Hlnformation book categories = @
S0, Group Key Text Chot Museum
= Dioetar Dioctar Text: Muzeum
= Embazsy Embazsy
-ﬂ- Muzeum tuseum
= Protel Hatline
= Restauran Riestaurant
Group:
Sort order: a lean: a
[ Dont digplay in FO [ Awailable in Intermet
I e ‘ I Change “ Delete ‘
Hotels:  Available in all hotels
Budget
Fl 171 F
Change language dependent text
[ Ok ] I Cancel ‘

Don't display in FO: If you select this check box, records of this category cannot be accessed by members of
the Front Office department

Available in Internet: If you select this check box, records of this category will also be visible through the WBE
(Web Booking Engine) where installed.

Finally, click the [New] button to create the category. The new category appears in the list on the left.

You can click the [Change] button to edit existing records: To do so, highlight the record you want to edit, make
the required changes and click the button.

The [Delete] button allows you to remove existing categories.
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End of day

Front Office ¥ Office ¥ End of Day

You need to run the end-of-day routine manually at the end of each business day. This prepares the system for
the next day. You should close the cash register before running an end-of-day routine (Cash Register > Cash
Register Closure).

S | Available user rights

FO End of Controls access to the End of Day menu item and enables a user to run an end-of-day

49 .
Day routine.

All figures at a glance

The end-of-day routine provides you with an overview of all invoiced and posted revenues. The data is printed to
informative reports that are available whenever needed.

Understanding the end-of-day routine

The end-of-day routine posts all accommodation and service charges to the current guest accounts, sets the daily
revenue to “0,” generates statistics, prints reports, and (last but not least) increments the protel system date. You
cannot run the end-of-day routine unless all arrivals have been checked in and all invoices and departures have
been checked out.

Note:

¥ End-of-day routine and cash register closure are two separate procedures. Cash register closure refers to
payments only and can be performed multiple times a day. The end-of-day routine increments the date by one
and should therefore only be run once per day. It is recommended to run the routine at night time (no later than
before the first morning check-out).

¥ Please note that the end-of-day routine does not back up your data!

¥ Other workstations on the network cannot access the protel system during the end-of-day routine as
indicated by an on-screen message.

Can | influence which reports the end-of-day routine generates?

The “Report” menu in the protel system data allows you to define which reports the end-of-day routine prints.
You can also flag a report as mandatory to ensure that it cannot be skipped.

When you run the end-of-day routine, all relevant reports are initially preselected for printout:

Report Q.. Group

If you want to skip one or several reports, click to unselect them. (This is not allowed for reports that were flagged
as mandatory.)
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Repart Ao Gruppe

ahlungswege Gastkonten TA Tagesabschiul
MNaoShow Liste T Tagezabzchiul

Mach T agesabschluﬂnach Abg)
Stormogebiihren Ta Mach Tagesabschiuli(nach Abs.)

Additional reports from the “End of Month” and “End of Year” report groups become available on the last day of

the month and year respectively.

Running an end-of-day routine

1. Select Office > End of Day from the menu to start the end-of-day routine.

End of Day
End of Day for

Sunday, 10/03/13

Pritter
Printing report to Microsaft %PS Document \Wiker

Open cazh registers

Report Q. Group

| |Endofdy |

[ [k |
| Endofdsy ]

m

| Action
Options
Fazt EQD [without reorganization)
7] Execute multiple EOD s Until date iz 1140352003
[ ok || cancel |[ Heb | LastEOD L

2. You can make the following settings before you begin:

Printer This shows the printer selection for the end-of-day reports (Printing report to XYZ). Click
the [...] button to select another printer if required.

“Report” section Unselect all reports that you do not want to be generated.

[“Irast EOD (without  If you select this check box, the end-of-day routine will not reorganize the databases. This

reorganization) is only allowed three times in a row, after which a complete end-of-day routine is required.
Execute multiple Sets the system date to the selected day and runs the required number of end-of-day
EODs routines.

3. Click [OK] to start the process.
NOTE:

If departures or arrivals exist that have not been checked out or checked in, the end-of-day routine automatically
opens a list that allows you to check in or check out the guests.
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¥ Departures that have not been checked out prevent the end-of-day routine from running. To proceed, change
the departure date or post the guest balance to a hotel account and check out the guest.

¥ Pending arrivals that have not been checked in or canceled are assigned a “NoShow” status. This information
is added to the respective guest profile.

4. You can monitor the activities during an end-of-day routine in a separate window pane.

5. The routine prints all previously selected reports.

5.13 Available user rights

FO Usage during end of Allows read-only access to certain protel features during the end-of-day

102 . L
day routine, e.g. viewing lists or reports.

FO Execute EOD for
multiple days

812 Allows the user to run the end-of-day routine for multiple days.
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Options

Printer

FRONT OFFICE # OPTIONS ¥ PRINTER
protel HMS defaults to the printer that you defined as your Windows default printer.

If this printer is unavailable or you want to output certain documents to a different printer, this feature allows
you to select a specific printer. Please note that restarting protel PMS will reset this setting.

5?_3 Available user rights

58 | FO Printer setup | Controls access to the “Options > Printer” menu item and the printer icon on the toolbar.

User logoff

FRONT OFFICE ¥ OPTIONS F USER LOGOFF

Click here to log off or change your password.

User settings

FRONT OFFICE ¥ OPTIONS ¥ USER SETTINGS

¥| Automatic log off

From version 2013.17.400
When you have been inactive for a certain amount of time, you will be automatically logged off by the system.
The amount of time used by the automatic user logoff can be manually set.
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System data

FRONT OFFICE ¥ OPTIONS ¥ SYSTEM DATA
Accessing the protel PMS system data

The system data is the backbone and foundation of any plans, calculations and selectable options in a protel
installation. It defines all information that is used throughout the system and not likely to change frequently (e.g.
room types, rooms, revenue accounts etc.).

While retroactive changes can be made to the system data, any such modifications might have a profound effect
on the system. If you require changes to your system data, please contact your local protel partner or protel
hotelsoftware GmbH in Dortmund, Germany.

5?_3 Available user rights

51 | FO Execute PROTEL System Data Controls access to the “Options > System Data” menu item.

Reload system data

Front Office F Options ¥ Reload System data
Any changes that you make to the system data do not normally take effect until you restart the protel software.

However, if you want to apply any recent system data changes directly to the client you are logged on to, you can
reload the system data.

Example: You created a new user-defined field in the system data. If you want to use the new field in your active
protel session, select “Options > Reload System data” from the menu bar. A restart (logging off and back on) is
not required in this case.

Active sessions

FRONT OFFICE # OPTIONS ¥ ACTIVE SESSIONS

This shows all workstations that are currently logged on to protel. The view is particularly useful for network
installations in which multiple workstations access the protel system simultaneously.

The “Station” column shows the numbers of all workstations that are currently active in protel HMS. The names
of the users that are currently logged in and the start dates and times of the active protel HMS sessions are
shown next to the workstation numbers.

5?_3 Available user rights

193 | FO Active sessions Controls access to the “Active Sessions” menu item.
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Wake-up call management

Front Office F Options ¥ Wake-up Calls

Overview

Wake-up call management is particularly useful for hotels that use a PABX interface. Any wake-up calls that you
enter in this dialog box are communicated to the PABX and can be processed automatically. Even if you don't
have a PBX interface, the wake-up call management feature can be helpful. Reporting allows you to print wake-up
call lists that you can use to make and check the calls manually.

The process steps are the same either way. You can enter up to four different wake-up times per room and day.
$2 | Available user rights

322 FO Wake up call

- . Controls access to wake-up call management.
administration

374 FO General view of wake | Controls access to a time-based wake-up call overview. (Double-click a guest in
up calls the “Wake up Calls” window.)

Accessing the list

The initial wake-up call window allows you to preselect reservations for which you want to enter wake-up call
details. You can search for specific guests, accompanying persons, companies, groups, travel agencies or room
numbers. You can also define the order in which you want to view the results.

Wiake Up Calls =

Sart arder Sc/TaCorpdGrp
Marne: | Mame @ Room na.

Boom: T&/CORP/GR
Comp:

First

Sc/Ta/Comg

[ QK ] | Cancel | | Help | | Frint |

If you leave the initial wake-up call window empty, the system shows all reservations that are checked in or
scheduled to arrive today.

Click [OK] to open a window in which you can enter wake-up call details.

Double-click a reservation to open the “Wake Up Calls” dialog box. Alternatively, you can click the [More] button
from the navigator menu and then click the wake-up call overview to access this dialog box. It allows you to edit
or delete existing wake-up calls or enter new ones.

NOTE:

¥ If you need to enter a wake-up call for a guest that is scheduled to arrive at some time in the future, select
More > “Wake up call” from the Navigator menu.
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Entering wake-up call details
[§8) Weckzeiteingabe [ = = $‘
' Name KaT Anreise  Abreise Preis  Stat. W Gr.., F.. R.4
101 McKenzie Deluse  11.0612 130612 110,00 ClI \ ‘
105  Schulting Business 10.0612 120612 110,00 Cl Kle... El
106 Schalle Business 10,0612 1206812 110,00 Cl Kle... !7 I
107  Rosenzweig Business 100612 1206812 110,00 Cl Kle...
108 Taschner Business 10.06.12 120612 110,00 Cl Kle...
120 Kaiserau Standard 06.06.12 220612 110,00 Cl
120 Ohmann Standard 08.06.12 220612 200,00 Cl
2001 mueller Standard  11.06.12 120612 110,00 CI
209 Getty Business 10.0612 120612 110,00 CI v
[« | m s
WMo [@IDi [@M Do @F [Sa [@So | ale ][ Keine
: : [ alle
[ Al |
(e
™
i oK ‘ Abbrechen Hr Hilfe ] —

Proceed as follows to enter the wake-up times in the lower window section:

1. Select one or multiple reservations (provided that all selected guests require a wake-up call at the same
time).
2. Enter atime in four-digit format (e.g. 0730) in the first box. Click the [All] button to apply this time to all
days of the week:
VMo FTu FwE FITH PR [Fsa [F]sU
030 0730 0730 0730 0730 0730 0730
4. Alternatively, you can enter different times for individual days:
MMd TU FlwE FTH [FIFR [sa [Fs5U
0730 0800 0730 0300 : : : Al
5. If a wake-up call is not required on a specific day of the week, click the corresponding check box ( MO -
SU) to clear it.
6. If a guest requires several wake-up calls on the same day, enter the respective wake-up times underneath
each other.
M0 TU
0730 § 0200
12:00
15:.00
7. Then click [OK].
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PBX protocol

FRONT OFFICE ¥ OPTIONS ¥ PBX PROTOCOL
If a PBX interface is used in your hotel, this menu item shows a list of recent telephone calls.

The “***not posted***” flag indicates calls that were made from extensions that have not been configured in
protel. This could be internal office or administration phones, for example.

The lower section shows the refresh interval.

Click the [-10] or [+10] button to change the number of calls displayed. If necessary, you can adjust the default
value in the PROTEL.INI file.

5?_3 Available user rights

99 | FO PBX protocol Controls access to the “PBX Protocol” menu item.

User-defined values - day/month

FRONT OFFICE ¥ OPTIONS ¥ USER DEFINED VALUES - DAY

Select this menu item to view user-defined fields that are associated with a specific day or month. You can use
these fields for special functions, e.g. to enter daily or monthly budget values.

The system only displays fields that were configured in the system data as user-defined fields of type “5200”
(monthly values) or “5201” (daily values):

Please contact our protel support team with any questions you may have regarding this topic.

Entering a move

FRONT OFFICE ¥ OPTIONS F ENTER MOVES

protel HMS allows you to easily enter reservations with a move (i.e. room change) during the stay. protel
manages such room changes and shows which guests move(d) rooms on which day. It cannot, however, know
exactly at what time a guest will leave the old room and move to the new one. The Enter Moves feature allows
you to enter the exact time in the system, e.g. in order to block the phone line in the old room at that time and
activate it in the new room.

53_3 Available user rights

307 | FO Announce moves Controls access to the “Enter Moves” menu item.

To enter a move:

1. If you want to flag a move as complete, highlight the relevant row and click the [Move] button. An “X”
behind the guest's name indicates that the move has been completed.
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Perform Move for Date 10/03/13 @
Move from
RT RT Marme Pl e

# . " .
227 [ 5T08 1225 | PRTE | Banghem |

[ a1t || MNome |

[ QK ” Cancel ” Help H Frirt ] [ Move N l Undo ]

2. If you need to undo a move that was accidentally flagged as complete, highlight the entry and click the
Undo button. This deletes the “X” flag. Alternatively, you can double-click an entry to toggle the flag.

MPE hotel selection

FRONT OFFIce ¥ OPTIONS ¥ MPE HOTEL SELECTIONS
(FOR PROTEL MPE ONLY)

Opens the screen to select an MPE hotel.

£2, | Available user rights

156 | FO MPE Hotel selection Controls access to the “MPE Hotel Selections” menu.
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SQL Editor

FRONT OFFice ¥ OpTIONS ¥ SQL EDITOR

Used for maintenance purposes by protel hotelsoftware GmbH Dortmund.

$2,  Available user rights

826 | SD SQL Editor Allows the user to launch the SQL Editor.

Language

FRONT OFFICE ¥ OPTIONS ¥ LANGUAGE

You can change the Ul language in protel at any time without having to restart the software:

Click Options > Language and then select the language you want.
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Guest profile

Front Office F Guest profile

A guest profile is created for every “contact” that exists within protel, irrespective of whether it a guest, company,

travel agent, or reservation office. The important information relating to each contact is stored on several tabs.

protel assigns all profiles to groups comprised of a specific contact type, which allows you to sort and find

different contacts more easily.

The following groups exist:
Private

Companies
master profiles.

Travel Agents

Groups

For private guests who generally make their own reservations on their own account.

For companies that make reservations for their staff. These profiles are mostly used as

For travel agents through which reservations are made.

For private tour groups or groups of company employees. In other words, groups that

usually arrive and depart together and have similar booking details.

Source

For reservation offices through which reservations are made.

Each action in the system always starts with a guest search. The guest search helps you to find existing guests

or create new guest profiles.

53_3 Guest profile - available user rights

If a user right is revoked, the user will not be able to access the relevant function.

53 | FO Guest Files

New since version 2013.16.690 of 1/22/2013

863 | FO Guest profiles - Open private profiles

864 | FO Guest profiles - Open company profiles
865 | GO Guest profiles - Open group profiles

866 | FO Guest profiles - Open travel agency profiles
867 | FO Guest profiles - Open source profiles

868 | FO Guest profiles - Edit private profiles

869 | FO Guest profiles - Edit company profiles
870 | FO Guest profiles - Edit group profiles

871 | FO Guest profiles - Edit travel agency profiles
872 | FO Guest profiles - Edit source profiles

873 | FO Guest profiles - Add private profiles

Authorizes the user to access the guest profile

Authorizes the user to open guest profiles
Authorizes the user to open company profiles
Authorizes the user to open group profiles
Authorizes the user to open travel agency profiles
Authorizes the user to open source profiles
Authorizes the user to edit private profiles
Authorizes the user to edit company profiles
Authorizes the user to edit group profiles
Authorizes the user to edit travel agency profiles
Authorizes the user to edit source profiles

Authorizes the user to edit private profiles

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014)

Page 261 of 322


http://www.protel.net/

protel Front Office - User Manual | Guest profile

874 | FO Guest profiles - Add company profiles Authorizes the user to create company profiles
875 | FO Guest profiles - Add group profiles Authorizes the user to create group profiles

876 | FO Guest profiles - Add travel agency profiles Authorizes the user to create travel agency profiles
877 | FO Guest profiles - Add source profiles Authorizes the user to create source profiles

Searching guest profiles

Front Office ¥ Profilesk Private / Companies / Travel Agents / Groups / Source / All Types

Guest search

When your activities in protel revolve around guests, you will generally find yourself working with the guest
search function. For instance, you use this screen to allocate a guest to a new reservation, change the invoice
recipient for a reservation, or enter information about a specific guest (e.g. guest requests).

The guest search appears at a number of different points within the program and can also be accessed directly
from the “Profiles” menu item. Select a guest type here to limit your search to a specific profile type (e.g.,
“Companies”). If you select “All,” the program searches across all profile types.

Profiles | Sales  Window Help

Private e 3
Companies
Travel &gents
Groups

Source

All Types

Use the input boxes to specify the exact criteria for your search.

Search Profiles @
u |
First mame: | | Cored
Ciy: | | ITIDI
14TA: | | -
Member: | | M]
[T] Expert query
| |

You can search by the guest's Name, First name, or City, or - if available - by the guest's Member number.

If you are searching across all profile types, you can also search by the guest's IATA or FIBU accounts receivable
number.

If you are unsure about the exact spelling, you can simply enter the first few letters. The system will then search
for all entries starting with these letters.

A search for the guest "Newman" with the first name “Paul” from Manchester, would look as follows:
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E |N 2 |
First namme: |F'au| |
City: |Mar] |

[My Profiles] button

See the section “Guest Profile > My Profiles.”

SQL guest search

In SQL versions of the program, you can use an extended search function to search for guest profiles for which
you do not know the first letters of the name or city.

To start this search, place a “%” sign in front of the part of the name that you already know.

Example:

If you enter “%man” in the Name box, the system will display all profiles with a name that contains the character
string “man” (Newman, Bosman, Chapman, Manclark, etc.)

Search result

Once you have entered the search criteria, the system displays all corresponding guest profiles.

[6d! Search Result = @
Marme City Departrn.,.  Contact Street Remarks  Type i
= A ction in M anagement DURHAM Couch Si...  Refarm Place Carmpany
= Amano M Guest
= Andrew Lid LOCHGELLY Manuel ...  The Avenue Company
= B ateman Sara Guest
= Bateman Sarah CAMTERBURY 27 Cheny Gard... Guest
= Beaman Adam Guest
= Beaman BIRMIMGHAM 9w oodbrooke ... Guest
= Boardman J FRESCOT 76 School Lane Guest
= Bohimann R alf Steinheim inhatels GmbH .. Guest
= Bosman COMGLETOM 12 Lower Heath Guest
= Boumanh C Guest
= B owman K King George Road Guest
= Bulman Jeff CHESTER LE ... 25 &bbotside CI... Guest -
Matches: 178 [T] Splitscreen I Hew “Erof. T_l,lpe] I Inwoice History I I Future Reservations J I My profiles

[ QK ] I Cancel I I Help I I Delete “ Wiew I I Guest Higtary I I Letters I Letters [Irw]

If a guest's name is displayed in red, this means that a comment has been saved to the guest profile (not for SQL).

The column contents differ depending on the profile type you are searching for. The above example shows the
result of a search for all profiles. Double-click the required profile to open it for editing.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 263 of 322


http://www.protel.net/

protel Front Office - User Manual | Guest profile

Creating a new guest profile

Enter the guest's full name in the guest search and press Enter.

Click [Yes] to confirm that you want to create a new profile.

If you started a search for all profile types, select the relevant profile type.
Enter all additional details and click [OK] to create the profile.

PwnNnpE

Additional functions in the “Search result” window

Additional functions can be accessed along the lower edge of the window, next to the [OK], Cancel, and Help
buttons.

New Use this button to create a new profile if one does not yet exist.

Delete Use this button to delete a profile that is no longer required.

Prof. type Use this button to change the profile type of a profile that has been created with the incorrect type.
A drop-down list appears containing all available types. Select the new profile type and click OK to
confirm.

View Use this button to view the profile if you require additional information before selecting it.

Invoice history Opens the “Invoices” tab in the guest profile. This shows all invoices created using the address from
this guest profile.

Guest history Opens the “History” tab. This shows all previous reservations for this guest.
Future Opens the “Future” tab in the guest profile. This shows all reservations for this guest that lie in the
Reservations future or have already been checked in.

Letters (Res.) / Opens the “Letters” tab in the guest profile. This allows you to create new letters or view or change
Letters (Inv.) existing letters. The reservation and invoice letters can be accessed separately based on the contact
details for reservations and invoices in the company, travel agent, source, and group profiles.

Context menu in the “Search result” window

Right-click a profile in the search results to open a context menu that provides a number of additional functions:

Select profile Opens the profile and closes the search results window.

View profile Opens the profile and while also keeping the search results window open.

Create new profile Creates a new profile.

Create new profile as copy of Use this menu item if you need to create an identical profile (e.g., company profile
marked profile with a different department or contact person). This creates a copy of the open

profile. The statistics information is not copied.

Create new profile as copy This acts in the same way as “Create new profile as copy of marked profile” but does
address only not copy the names.

Delete profile Deletes the selected profile.

Change profile type Use this to change to profile type. Note that information is lost if you convert a guest

profile to a company, travel agent, source, or group profile, and vice versa.

Revenue history Opens the “History” tab in the guest profile and shows reservation and occupancy
statistics.
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Invoice history

Future reservations

Marketing

Correspondence with res.

Contact/ Correspondence with

inv. Contact

£2,  Available user rights

Opens the “Invoices” tab in the guest profile. This shows all past invoices that use the
address from the profile.

Opens the “Future” tab in the guest profile. This shows all reservations for this guest
that lie in the future or have already been checked in.

Opens the “Sales Activity” tab in the guest profile. Any marketing codes and VIP codes
assigned are displayed.

Opens the “Letters” tab in the guest profile. This allows you to create new letters or
view or change existing letters.

68 | FO Profile type | Authorizes the user to change the profile type of a guest profile after it has been created.

69 | FO Profiles Allows the user to delete a guest profile shown in the search results.

Guest profile tabs

Guest profiles are displayed using a tab structure that allows a large amount of information to be displayed in a

clear and compact form.

Click a tab title to bring the tab to the foreground and view its contents.

Gruppe - Bearbeiten: protel hotelsoftware GmbH Drenkelfort Martin I = ﬁ

| Rech.Texte | Res. Texte l Familie | Rechnungen | Bankett History l Bankett Zukunft I Fotos | Zusatzbemerkung I Nethotel |

‘7Fitaﬂnliliselvice I City Hotel intern I Additional Guest Info I Sales Production l Survey [ V5P Infa l Traces History |

Adressen iF‘els. Daten l Wiinsche l Umsatz | Marketing l Preise l GDS”TVDebilorenVJ Master J Kommissionen ] Future l History |

Kontakt Res.:  Drenkelfort Martin
Kontakt Rech.: | Drenkelfort Martin

Anrede

Namel: rotel hotelsoftware GmbH|

Name2:

Abteilung: Technical Communications & PR
Sprache/Nat.: |Deutsch v ’ DE - Deutschlan v |

Adressen

Adresse: ‘ Hauptadresse

Strassel: Europaplatz 8

Strasse2:

Strasse3:

Land: ’m‘

Plz - Ort: 44269 Dortmund

PL./PLZ

Region: Nordrheindy v || Nordihein‘westfalen
| Adresse speichem | | Ldschen |

[T Adresse ist verifiziert

",J Kartei sobald wie maglich laschen

b @ Karteistatus fiir: 4512 -
R Gehart nicht zu meinen Favoriten F
© Addresse ist nicht verifiziert
' Mailings erlaubt
& Karteiist nicht geschiitzt
@5 Suchname:protel

4 Kontaktpersonen

& Reservierun(glen: Drenkelfort Martin
Q Rechnung(e]n: Drenkelfort Martin
4 [ 2] Adressen
{72 Hauptadresse
4§ (Klommunikationsmethoden
3 Telefon:
@p Fax:
&3 Mobitelefon:
15 EMail
u Tuwitter:
& ‘Weitere Kommunik ationsmethoden
@5 Hotel Member ID:
4 “(’J AVS Meldeschein
¥ AYS Kategorie: 8
L] SB Versorgungsnummer:
® SB Giitigkeitsdauer:
4 =5 Funktionen
=& Neue Kartei anlegen
w» protel Match and Merge |

.

oK [ Abbrechen |
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Address

Front Office F Profiles ¥ “Address” tab

The appearance of the “Address” tab differs depending on whether you are viewing a private or non-private

profile:

Address - Private

Use the Address tab of a private guest profile to enter all details relating to the address of a private guest. The
tree view to the right also displays additional information about the guest.

Guest - Edit: Howard J Mr

= [E =]

I Invoices I Photos |

Traces History

Address | Pers. Data I Requests I Sales Data I Sales Contacts I Sales Sctivity | Sales Revenue | Rates | &/R

| I aster | Future I History I Letters
S alutation
Last marme: Howsard
First name: James
Languane: English - I
Salut: Mr D Gender [ =
Title:
Perz. salut.: Drear Mr Howard
M ationality: IGB - Great Britain / Marth Ir v‘
Address
Address: I b ain address 4 I
Address 1 Lancazter Fam
Address 2 Milton House Lane
Address I Preesal
Cauntry: GE - Great
ZIP-City: FrE 0P POULTOM-LE-FYLDE
Region: ) Lancashire
[ Save address J I Delete
] &ddress verified Outlook, spne.
[ Delete profils 55 so0m as possible

+-@ Profile status for: 5678

- Mot included in my favarites
gy Address not verified

-~ Include in Mailings

@ Profile protection is off

-y Search name:Howard

=72 Addresses

N 72| Main address
Comrunication methads [ALT-k)

-4 Phone

@ Fax:

-4 Mobile phone:
{'Sﬂ Email:

-] Twitter:

48 Maore communication methads
55 Hotel Member (D:

—-25 Functions

Erg Create new profile

- protel Match and Merge
ﬂ Call external application
g Frint profile

-+ Microsoft MapPoint Route planner
+ n.:_.’, Microzaft Outlook Interface
{7 On Soreen Keyboard

-IT Business card scanner
§_| Guestnotes [unlimited)

0K | | Abbrechen

Hilfe

up calls (if a telephone system is used), etc.

Language setting for the guest. This is important to ensure the correct form of address, for wake-

Note: The reservation confirmation is not automatically printed in the guest's language. You
should use the system data to create a form for each language as required. When you generate a
new text for this guest, only the forms created in the language selected here will be available for

Click the ... button to display a window in which you can select the required salutation, as defined

in the system data. The language in which the salutations are displayed is determined by the
country code you select in the “Country” box.

Salutation
Last name The guest's last name.
First name The guest's first name.
Language
selection.
Salut
Gender The guest's gender.
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Title An academic title. This can be printed in the address (you can also define suitable salutations in the
system data as an alternative).

Pers. salut. The personal salutation is populated automatically when you select an entry in the “Salut” box. It
is used when printing correspondence and can be overwritten if required. The language in which
the salutations are displayed is determined by the country code you select in the “Country” box.

Nationality Select a nationality based on the list of codes defined in the system data. This information is
required for generating monthly nationality statistics for the German Federal Statistical Office. A
guest's nationality need not necessarily correspond to the place of residence (country).

Address Select the address type.

The main address is used for general correspondence. All other address types are stored for
information purposes. For instance, the main address of a company could be its PO box address
and the second address its office address. The various address types are defined in the system

data.

Address 1 Enter the street information for the guest's address.

Address 2 / Foreign addresses often require the use of a second or third box.

Address 3

Country Select a country from the drop-down list. The available countries are defined in the system data. If
the country you are looking for is not in the list, you can enter the name of the country manually in
the box to the right.

ZiP Enter the ZIP code without a country code. protel “remembers” all cities and ZIP codes that have
been entered. Once a ZIP code has been entered together with a city, protel will automatically
enter the city it has “learned” once you enter the ZIP code.

City The city for the guest's address.

Region The region for the guest. This field is usually required only for non-German address formats.

I Save address I If you want to enter a second address, click the [Save address] button to save the address you
have already entered. Then select a different address type for the second address (e.g., business
address).

I Delete I Delete the entries for an address (pay attention to the address type currently selected:

main/business address, etc.).

Foreign addresses are printed in a range of different formats. protel identifies the correct format automatically
based on the country assigned to the address. Since the formats differ from country to country, the input screen
contains more boxes than may be required in some countries. Simply leave the boxes blank if they are not
required.
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Tree view

Use the right window pane to enter or access additional information about the guest. Click the plus and minus
symbols to open and close the directory branches.

Profile status for xxxx stands for the sequential number assigned by protel. Beneath this, you can see when the

XXXX profile was created and by which user. “Changed” shows the day, time, and user for the last change
“Assigned” shows the hotel in which this profile was created (for MPE only).
=i : BProfile status

B3 Created 13/12/02/ user.

B8 Modified 30/12/02/10:35:49 user. Muithead CI
B Assigned: Richard's Hotel, A5PE 28 London

Favorites You can mark a profile as a “Favorite” if you access it on a regular basis or if it is important for some

other reason. To do this, click “Not included in my favorites” to change the status to “Yes - Profile
belongs to my favorites”:

w hy Fawvorites ?@

7 file belongs to my fa 3
¥ Mo - Profile doesn't belong to my fa

volites

I ul' “ Cancel I

To access your favorites, proceed as follows:

Use the protel Explorer to access all profiles identified as favorites. You can open the Explorer:
¢ Using the “Profiles > My Profiles” menu

¢ Using the “Search profiles” dialog boxes ([My Profiles] button])

* From any list of search results ([My Profiles] button)

* By performing a search using the protel “Search & Command Bar.”

P See the “Guest Profile > My Profiles” section for more on this topic.

Address

You can use this to display the various address types stored for this profile.
Address is verified  The “protel Address Check” add-on ensures that new address details have been entered correctly
/ not verified

and in full from the outset — with time-savings of up to 40%. It also automatically checks addresses
arriving via online bookings and supplements or corrects them as required.
(Add-on module) g & PP q

For more information, see the protel website: http://www.protel.net/product/addresscheck/
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Mailing status You can use the mailing status to determine whether or not the guest wishes to receive mailings:

[fd| Mailingstatus = @

w7 - Mot asked

I 0K “ Cancel I

¥You can set the mailing status assigned by default when a new guest profile is created for each
different profile type. For more information, please contact your protel distributor or the protel
support team.

*You can enhance your guest contact with further mailing status *:

From version 2013.16.816, further specifications can be recorded as well: May you contact your
guest for reservations, invoices or for advertising purposes? Beyond that, the method of contact can
be chosen as well (postal letter, telephone call, e-mail, or text message):

@ Contact allowed - reservation related issues
W wia letter ves
" wvia phone: yes
W via email yes
W wvia text message: ves
@ Contact allowed - invoice related issues
W wia letter ves
" wia phone; yes
W via email yes
W via text message: ves
@ Contact allowed - Advertizement
via letter yes
via phone: yes
via email; yez
wia text message: yes

Lad s

Your protel support team will gladly adjust the mentioned settings for you.

Profile protection  To write-protect a profile, change the entry from “not protected” to “protected”:
(as of

Profile pratection iz aff - Profile pratection i= an
Version2007.11.276) a P g B P

Protected profiles can no longer be edited.

W Write protection is revoked if the user currently logged in has exclusive right 818 “Protected
Profiles (edit)” (see below: “Available user rights”). Employees who do not have this right cannot
edit protected profiles.

Search name The search name allows you to assign an identifier in addition to the actual name in order to find
the profile more easily (for example: name = Borussia Dortmund GmbH & Co. KGaA, search name =
BVB).

The name entered is used as the search name by default. To assign your own search name, simply
click the “Search name” entry and enter the required term.

Addresses If multiple addresses have been entered for one profile, click “Addresses” to view all saved entries:
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Communication
methods

Hotel Member ID

AVS registration
card

Functions:

Create new profile
protel Match and
Merge

Call external
application

Print profile

Microsoft
MapPoint Route
planner

Microsoft Outlook
Interface

On Screen
Keyboard

Enter the various contact details, such as telephone, e-mail, fax, etc.:

—g Comrmunication methods [ALT-k)
{0 LoD Phone +49 231 915330

(3 Fax +49 231 91592399

# Mobile phone; +49 177 1234567
I"_;’I Email: supporti@protel.net

----- ) Twitter: protel

Click “Communication methods” to access an entry and enter information. To open a single
connection type (e.g., only the telephone number), click “Phone” to create the individual item.
Proceed in the same way to create an individual fax number, mobile phone number, or e-mail
address.

You can also define the type of entries using the “Reservation/Guest Profile Codes/Guest
Communication Methods” system data.

I:I Twitter: Twitter information can also be entered: Click “Twitter” and then enter the name (not the
complete URL!) of the Twitter account, e.g., “protel.”

Twyitker

Twitter: protel

Click [Show Tweets] at the bottom of the window to connect protel to the specified Twitter account.

Click “Hotel Member ID” to enter a member number and a password. The member ID can be used in
the protel Web Booking Engine to allow corporate customers, travel agents, and frequent private
guests to register quickly and easily by logging in to the system. In this case, the personal details for
the online booking are retrieved from the protel guest profile and do not have to be entered again.

Available only if an AVS registration card interface has been established. Contact the protel Sales
team or your protel distributor for more information.

Saves the entries in the open profile and opens a blank profile.

See the section Guest Profile > protel Match & Merge.

Special interface for external applications that can be launched via the profile.

Prints the address, communication methods, and comments for this profile.

Calls an external program that provides automated directions. protel currently supports Microsoft
MapPoint 2004, 2009 and 2013. Contact the protel Sales team or your protel distributor for more
information.

You can use this option to synchronize addresses and meetings from Outlook with protel and vice
versa. Contact the protel Sales team or your protel distributor for more information.

Opens an on-screen keyboard. You can then use your mouse to make all required entries.
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Business card
scanner

£,

132

817
818

851

852

Available only if a business card scanner interface has been established. This function controls the
connected business card scanner. It scans the guest data from the business card and enters it in the

correct boxes in the protel guest profile. A separate license is required to use the business card

scanner interface.

Contact the protel Sales team or your protel distributor for more information.

Available user rights

FO Guest profiles - change password

FO Master Profiles (edit)

FO Protected Profiles (edit)

FO Guest profiles: Edit pers. data even
when profile is protected

FO Guest profiles: Edit guest requests even
when profile is protected

Delete profile as soon as possible

Controls access to the hotel member ID (FO - Profiles -
Address tab - Tree view -+ Hotel Member ID)

Withdrawing right 807 prevents an employee from editing
master profiles.

Authorizes the user to edit a protected guest profile.

Allows the user to edit the personal details in a protected
profile.

Enables the “Requests” tab even if the profile is protected.

If you select the 12 Delete profile as soon as possible check box, a guest profile will saved in the system only as
long as a reference exists to a reservation or accounts receivable entry. The profile is deleted at the end of the

month (at the end of the day for SQL) at the latest.

You should select this check box by default when creating a group master profile, for example, as the profile will
no longer be required once the group has checked out.

£

130 | FO Mark profile to be deleted

Available user rights

Enables/disables the “Delete profile as soon as possible” function
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Address - company/travel agent/source/group

Use this tab to enter all information relating to the address of a company, travel agent, source, or group.

I agter Commigsions I Future I Hiztary I Letters [Irw.] | Letters [Res.] I Invaices | Phatas | Traces Histary |
Address | Pers. Data I Requests I Sales Data | Sales Contacts I Sales Activity | Sales Revenue I Rates I AR
Salutation
i #-0 Profile status for: 9043
Namel Travel Business Centre e 3 Mot included in my favorites
HameZ @ Address not verfied
Department: W \nC|L.,IdE n Mal.lmg.s
& Frofile protection is off
LanguageMat. | English VI lGB - Gireat Britait '] IF5 Search name:sbbey Business Centre
Contact Res.  Miller Jane Mis _ Q Profle s master account
g Contact persons
Contact lnv.: Miller Jane Miz 4B Reservations (gh Miller Jare Mrs
P & Invoicle)s: Miller Jane Mz
Addresses _ {2 Addresses
Address: {Mam address v] : -T2 Main address
Address1: 122 Penny Lane T @ ‘gm;:mlcannn methods [ALT)
one
Address2: EVIVA Mall @ Fax: 07131 247 6710
Addressd: | &5 Makile phone:
———— f‘_;ﬂ Email: MG @Efreenst.com
Eaurtyy M n Tuwitter:
ZIP-City: EHZ 2ER  EDIMBURGH 48 Maore communication methods
POBOXZIP: -5 Hotel .Memher 1D
_— == Functions
Fiegion/State: w | Midlothian =E Create new prafile
m protel Match and Merge
l Save Addiess J l Delste m Call extemal application
- Frint profile
7] Address vertied Hutiack Sync. +g ticrozoft MapPaint Route planner
[T Delete profile as soon as possible . Microsoft Outlook Interface
i ) On Screen Keyboard
I Business card scanner
§_| Guestnotes [unlimited)
Salutation
Namel Namel of the company
Name2 Name2 of the company, usually an addition to the company name
Department Name of the department
Language/Nat. Language setting for the guest. This is important to ensure the correct form of address, for wake-up

calls (if a telephone system is used), etc. The reservation confirmation is not automatically printed
in the guest's language. You should use the system data to create a form for each language as
required. When you generate a new text for this guest, only the forms created in the language

selected here will be available for selection.

Nationality of the guest. Select a nationality based on the list of codes defined in the system data.
This information is required for generating monthly nationality statistics for the German Federal
Statistical Office. A guest's nationality need not necessarily correspond to the place of residence

(country).
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Contact res. / For company, travel agent, source, and group profiles, you can add a contact person for reservation
or invoicing purposes. The system adds this contact person to the address when creating

Contact inv. / i i i o ) ) )
reservation confirmations and invoices. Click the [...] button to open the following window:

Contact Persons @
Type: Contact person for reservations -
Mame: Miller
First name: Jane
Salutation: brs D
Pers. salutation: Drear Mrs. Miller

Info:

Contact persons for invaices and reservations are identical

Cancel

You can then use the drop-down list in this dialog box to change the contact person for invoicing. A
box is also provided for entering additional information about the contact. If the contact has a
differing telephone number, you can also enter this here. If the same contact is responsible for both
reservations and invoicing, select the [¥Icontact persons for invoices and reservations are identical

check box.
Addresses

The information that you enter here is almost identical to the information for a private address (see above,
“Address - Private > Address”). The sole exception is an additional box entitled “POBOX/ZIP”:

POBOX/zIP PO box number and ZIP code for the company address.

Tree view

You can enter or access additional information about the company in the right window pane, see the section
above: Tree view.
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Personal data

Front Office F Profiles F “Pers. Data” tab

This tab shows personal information about the guest.

Guest - Edit: Howard Jarmes hr = @
AR [ Master I Future | Hiztary | Letters I Invoices I Phatos I Traces Histary
Addrezs | Pers. Data | Requests I Sales Data | Sales Contacts I Sales Activity I Sales Revenue I Rates

|destific:ation

Flace of birth: Dewsbury

Birthdate: 204041972 Marntal 5 | MaR -Mar -+

Country of b.: IGreece

Car registration: M 355 CD

Travel document

Document [ID C4RD - 1D Card

Document no.: 123456733

Doc. expdate:  31/12/2050 [..]

E mployer

Doc. izzued: hewscastle 0n./03/2010

Company: |
Compange:

Department;

Dcoupation: IIT - Information technalogy

-

Taxes
Tax Mo, 1/2:

Taw exempt.:

=-E= Credit cards

2 Visa 124578399587 45665148 0415 (]
# Member cards

i* Ba 124587

{I ] GDS Corporate 1D:

{I ] Contract number:

@ Homepage: http://

OK || Abbrechen | [ Hire

Identification

Enter the guest's date of birth and marital status, if required. You can then use this information when generating

birthday lists and mailings. Entry of a car registration number is for information purposes only.

Travel document

You can use this section to enter information about identification papers such as a personal ID card or passport

for information purposes.

Employer

If you enter a company name here, it is used for information purposes only. It is not connected to the company

reservation details and simply identifies the company for which the guest works.

Taxes

You can use this section to enter tax numbers (e.g., the company's VAT number) or select a tax exemption code.
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Tree view

Use the right window pane to enter or access additional information about the company.

Credit cards

Member
cards

Contract
number

Homepage

Use this to store or import the guest's credit card details. Click on the entry to open a dialog box for
creating a new credit card.

¥ Please refer to the chapter on PCl compliance in connection with this.

Card Information @

Card information

Card reader:

Type: Wiza i
Mumber: 124573456651 48 Exp. MMYY: 0415
Check code: 1245

Start-Date: I Issue number:

Card holder:

Authorization

Schema:

Amaurt: 0.00
Authorization code:

Comment:

Manual entry after authorization by phone

| Ok || Cancel | Autharize | Read Card |

To edit or delete an existing card, right-click the card to open the context menu.

If your system has an interface to a card reader, click the [Read Card] button to import the credit card
into protel automatically. If you do not have this interface, you can enter all information in the relevant
boxes manually.

You can use the “Authorization” pane to perform a credit card authorization in order to verify the validity
and credit limit of a credit card. The amount you enter can range from the rate for one night to the cost of
the entire stay.

Click the entry to save details from member cards (e.g., for certain discount promotions). Select the card
type from the drop-down list and enter the number.

If a contract exists with the company, click the entry to enter the relevant number.

Click here to enter a URL for the company/guest. If you have a connection to the Internet, clicking the link
will open the website you have entered.

S:J_E Available user rights

FO Credit card Enables/disables credit card authorization in the guest profile (and in the
authorisation “More” menu).

Authorizes the user to access, create, or edit credit card information in the

822 | FO Credit cards

guest profile.
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Requests

Front Office ¥ Profiles ¥ “Requests” tab

Guest - Edit: Howvard James hr = '@
AR I kM aster | Future I History I Letters I Invoices I Photos | Traces History
Address I Pers, Data | Requests | Sales Data I Sales Contacts I Sales Activity I Sales Revenue I Fates

Mates to restaurant

[=]- %4 Room specific requests
: % KING King size bed
MS Maon Smaking Foom
GQUIET Quiet Room
WORK Large Desk/ Workspace
o Guest specific requests
‘i MOFP Non Feather Fillow
Preferred rooms
FA 210 Richard's Hatel Richard's Hatel, ASPD 24,
Freferred laundry pattemn [days): 3

lactose intolerance -

8

8

8

POS Rate code: -

Remarks wisible to all hotels

ROOM TO BE CLOSE TO BARMNES PARTY ARRIVING -«
2841213

Femarks vizible to active haotel anly

4 L1 3

[ ok || abbechen | Hie |

Use this tab to add notes for the restaurant or general remarks about the guest.

You can provide the notes to the restaurant in list form. General remarks are also displayed in the Navigator and
Invoice dialog box.

You can use the “POS Rate code” drop-down list to assign a price level to a guest in the POS system if your POS
system supports this and has a corresponding interface.
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Tree view (requests)

Use the right window pane to enter or access additional information about guest requests.

Room specific
requests

Guest specific
requests

Preferred rooms

Preferred laundry

pattern (days)

Use this to specify if a guest always wants rooms with specific features. The dialog box that
appears shows a selection of specific room attributes that you can then drag to assign to the
guest. This will then allow you to provide the best possible room for the guest when allocating

rooms.

Assignrment of Room Features

Asgzigned features

Available features

2 Jfmesal

SCut,  Feature

KIMG  King size bed

M5 Maor Smoking Room
QUIET  Guiet Room

WOREK  Large Desk/ Woarkspace

SCut,

AR
BRI...
CONM
DARK
DISaB
FRO...
IROM
LARGE
LAST
MED
NEA..
SMALL
SMO...
SOF&
ZIP

~AD
4

Feature

Air Conditioning
Bright Room
Connecting Boom
Crark. Room
Dizabled Access
Front Facing

Irat & Board in room
Large Room

Last Let

b ediurm Foon
Wear Elevator
Small Foom
Smoking Room
Sofabed in room
Zip Bed

Cmmivnm T e el

m

m

[ ok H Cancel J

Use this to specify if the guest has specific requirements that may apply to every reservation, e.g.,
the guest requires a second pillow. You assign the requirements in the same way as for room-

specific requests.

You can define different preferred rooms for each guest. In the MPE software, you can also assign
the hotel. You can therefore specify room 103 in hotel A, but room 205 in hotel B. If available, the
room specified is displayed first during room allocation.

Use this to specify if the guest has certain requirements relating to the changing of bed linen. A
“2” means: change the bed linen every second day.
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Revenue

Front Office F Profiles F “Revenue” tab

Letters Family Invoices Photos Traces History

Address Pers. Data Requests Revenue Marketing Rates GDS AR Master Future Histary

Display Evaluation period

Revenue total v Prirtt 01/01/2010 | - 3111272015 | Hotel |Cty DO-GCit v Compute

Year Total  totoday Jan Feb Mar Apr May Jun Jul Aug

2010 o 1}

2011 o 1}

202 5265 5265 2295 2430 540

2013 o 1}

2014 o 1}

2015 o 1}

< >

This tab shows all revenue data for the open guest profile. Revenues are broken down by year, month, and
quarter (scroll to the far right to see all information).

Display

Display
Revenue total | W Prirt

Amivals
AmivalsTadults
Rev Bxtras lan
Rev F+B

Revenue accom. h.
Revenue total

Foom nights™adults

"ch:um nigths 2235

You can use various criteria for evaluating this information:

Number of arrivals, arrivals multiplied by persons, room nights (number of nights stayed), revenue from extras,
revenue F + B, accommodation revenue, or total revenue.

Click [Print] to print the individual evaluations.
Evaluation period
Define the period over which the evaluations are to be conducted. Then click [Compute].

The data that is calculated is displayed in year order. The individual columns show revenues to date, revenue for
individual months, and revenue for the quarters.

$2, | Available user rights

176 | FO Guest profiles (revenue tab) Enables/disables the Sales Revenue tab in the guest profile.

s | Available settings

If a large amount of revenue data has been stored for a guest profile, it may take a long time to display the
information. Since this increases the amount of time required to open the guest profile, you can suppress the
automatic display of revenue information. In this case, you must click the “Compute” button to display the
information. For more information, please contact your protel distributor or the protel support team.
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Marketing
Front Office ¥ Profiles ¥ “Marketing” tab
Guest - Edit: Moller-Osthues Katja = B
Future Histany Letters Famiky Invoices Photos Traces Histany
Address Pers. Data Requests Revenue Marketing Rates GDS AR Master
Date ReS Tedt 1] Sales department: 0
. _ —- % Marketing
24/0... wirter programme 2013 (Mr. Bean) L% Main code:
% Sub codes
% VIP
< > W Main code:
Sub codes
New Change Delete Prirt LW ZTIVIP
Create or modify notes g?':,h mehr Info:
Date: 24/0513
Teat:
[]0n resubmission at 15410413

You use the “Marketing” tab to manage all marketing activities relating to a guest. It allows you to view past
activities and plan new ones. You can also assign certain marketing or VIP codes to your guest. Marketing codes
allow you to address mailing promotions to specifically selected customer groups; VIP codes help to provide a
more personalized service to your guests.

Creating or modifying a note

Use the “Create or modify notes” section to enter marketing-related information about the current guest. For
instance, when the guest needs to be contacted or sent a specific item of advertising material.

Create or modify notes
Date: 24/05/13

Tent: Send new image brochure

01/06:13

1. Enter a date on which the action is to be performed or the guest contacted.

2. Enter a descriptive text.

3. Optional: If you select the [¥] On resubmission at check box and enter a date, the guest will be included in
the “Guest profile/Resubmission list” report. This information can also be referenced when creating mail
merge letters or sending group e-mails (see also the “File Export/Mail Merge” chapter).

4. Finally, click [New] to add the entries to the list above.

Tree view

You can use the tree view in the right pane to enter marketing and VIP codes and other marketing-specific
information.

Sales If the Sales and Marketing module of protel PMS is active (SQL version only), the system enters the sales
department  user here automatically. Otherwise, this entry does not have any function.

Marketing

Main code: You can select a marketing code from the list box (if entered in the system data). Marketing codes can be
used, for example, to record the source of the guest address (e.g., advertisement, request for brochure).
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This field can also be used as a filter by the “File Export/Mail Merge” feature when creating mailings (e.g.,
to export all guests with marketing code x).

Sub codes You can enter any number of marketing codes in a profile as sub codes. Click the required codes to select
them. They are assigned the protel system date when you exit the dialog box.

viP

Main code: VIP code. You can use VIP codes to assign guests to certain customer groups with specific privileges.You
can also use VIP codes for analysis purposes and creating mail merge letters. You create the codes in the
system data under Reservation > Guest profile codes.

Sub codes You can enter any number of VIP codes in a profile as sub codes. Click the required codes to select them.
They are assigned the protel system date when you exit the dialog box.

Rates

FRONT OFFICE FPROFILES ¥ “RATES” TAB

You can define different rate types in a guest profile. For instance, if a company has a different special rates for
overnight stays with breakfast, meetings, and trade fair periods, you can enter this information in the system data
and assign it within the profile. You can also use this tab to assign season-specific rates.

Assigning priorities to the rates allows you to specify which rate is proposed in the reservation by default. For
instance, you can set the “Overnight + breakfast” rate as the default rate for every reservation.

If reservations are then made for a meeting event, use the drop-down list in the dialog box for reservations to
select the rate code applicable for this company. These rate codes are marked with a “*”. To change rate codes,
use the Rate by day grid.

Guest - Edit: Maller-Osthues Katja = =
Letters Famity Invoices Photos Traces History
Address Pers. Data Requests Revenue Marketing Rates GDS AR Master Future History

Special rates by amount

) . -
This type of special rates ovemde the rate amounts defined by the Discourt cods:
valid rate code in @ simplfied procedure. Cancellation fee code: i
["] Special rates by amourt are valid Empty bed fee: hd
From To lpers. 2Zpers.  3pers. 4pems. Deposit code: w
I I 0.00 0.00 0.00 0.00 Commission codes
I I 0.00 0.00 0.00 0.00 Hotels Code Tax 1
I I 0.00 0.00 0.00 0.00
I I 0.00 0.00 0.00 0.00
else 0.00 0.00 0.00 0.00 < >
Rate negotiation by rate code
Valid rate codes are shown during reservation Y]
Hotel From To Rate.. ¢ Remarks
City DO 01/01/98 31/12/50 Promo

Abbrechen Hife:

Special rates by amount

You can enter differing special rates for up to four persons. You can enter four special rates for different periods.
In this case, the fifth rate you enter always applies if the reservations do not fall within one of these periods. To
enable the special rates, you must select the I Special rates by amount are valid check box.
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Details:

Use the “From” and “To” boxes to enter the period during which the rates are valid and enter the rates for a
reservation with 1, 2, 3, or 4 adults in the subsequent boxes.

Finally, use the “else” box to enter the prices applicable for 1 to 4 persons if the reservation does not fall within
the periods specified.

Rate negotiation by rate code

Right-click in the table in the lower pane to open the context menu and assign a specific rate code:

Hotel From To Rate.. ¢ Remarks
Assign new rate code I}}
Delete rate code assignment

If you select the “New rate codes” option, an input dialog appears for making the assignment:

New Special Rate Code ?
Hotel: City DO - Cityhotel Demo, D-44137 Dortmund (GERMANY) | v
Valid from:  |01/01/1998
From seasons: v
Valid to: 31/12/2050
Rate code: v

Remarks:

Cance

1. Enter the period during which the rate code is to apply or use the “From seasons” drop-down list to select
a seasonal period created in the system data.

2. Select the rate code from the combo box. You can also enter an optional remark if required.

3. Click [OK] to enter the rate code in the list.

Use the selection box at the top of the window to determine which rate code is proposed for the guest by default
when making a reservation.

Valid rate codes are assi
Valid rate codes are shown during reservation

“Valid rate codes are assigned to reservation automatically”:

All valid rate codes from the list are displayed when making a reservation: the first valid rate code is displayed in
the reservation as soon as you select the guest profile.

Status Arrival MHah Dprt. (E1] R. type R. no. Adlk Rate code Rate
1[GTDCC » 15/0313  217/0313 1 [S5TDE [ 217 tow = | 2I"”"F’ru:-mu:u v| 120,00 GBP

Fig.: Reservation dialog box

The first available rate is displayed using ***. This makes it easier to identify the actual rate applicable as
proposed by the system. You can use the “Rate code” drop-down list to select the other available rate codes. If
additional rate codes have been assigned in the guest profile, all relevant rate codes are marked with a * within
the list.
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This rate code takes priority over all other rates within the reservation. The system increases/reduces the rate
automatically if a change is made to the rate during the reservation period based on the period used to define the
assigned rate codes or seasonal periods.

“Valid rate codes are shown during reservation”:
When using this option, the first valid rate code is again proposed as the default value.

Statuz Arrival Hgh Dprt. Gty R. tupe R. ho. Adlt R ate code Rate
1[GTDCC » 17/0313  219/0313 1. [sTDE  +[214Diw »| 2|'Freme  ~|.] 12000GEP

Fig.: Reservation dialog box

In this case, the rate code is identified with *. You can use the drop-down list to view all other valid rate codes
assigned within the profile. The sequence in which they are displayed corresponds to their assignment in the
profile. In other words, the rate code that appears first in the profile will also be displayed first here.

The selected rate code is retained for the reservation.

Editing an assigned rate code
Right-click a rate code within the list to open the context menu, which provides access to several options.

You can change the order of entries within the list. The sequence in which the assigned rate codes are listed
determines the order in which rate codes are displayed and the rate code shown by default when making a
reservation.

One level higher Example: If the rate code is in the third place in the list of assigned rate codes, use this option to
move it to second place.

One level lower Moves the rate code lower in the sequence.

Set to first level Use this option to move a rate code directly to first place if it is to be used as the default rate
code.

Set within all If a special rate is defined for a master profile, you can use this option to copy the assignment of

accounts and this rate code to all assigned sub-profiles. The assignment is also applied for all contacts in protel

contacts Sales and Marketing.

Discounts

Discount code  Use the drop-down list to select specific discount codes from the system data.

The discount is not posted automatically. Instead, the system asks whether the discount
should be posted during the check-out process. If the person performing the check-out
answers [Yes], the discount is calculated and posted using the criteria defined in the system
data for the discount code applicable to this profile.

Please note that the discount calculation applies to all charges on the invoice, not just the
postings relating to the cost of the overnight stay.

For example, if a 10% discount code has been created for all extras (statistic group), all
charges are discounted, including telephone charges and other extras.

Cancellation fee The cancelation and empty bed fees are used to calculate and show the applicable
code / Empty information on an end-of-day report. You can decide whether or not to calculate the
bed fee cancelation/empty bed fees.

W Please contact protel hotelsoftware GmbH Dortmund to enable this feature.
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Deposit code Use this to enter a deposit code that has already been defined in the system data. If this guest
makes a reservation, a deposit will automatically be generated for the reservation based on
this code.

Commission codes
You can enter commission codes for a guest profile.

To do this, right-click anywhere in the “Commission codes” pane. Then use the context menu to create new codes
or edit and delete existing codes.

Cormnpnission Code =
Hatels: D
Commission cods: | -

Tax1: [ v

Tax 2 [ v

[ ok || cancel |

Use this dialog box to enter a commission code that has already been created in the system data. Commission
codes may be assigned only for the “Company, Travel agent, Source” or “Group” profile types.

If you want to work with net commission for foreign reservations, use the “Tax 1” and “Tax 2” fields to select
differing tax rates. These must also have been previously created in the system data.

Click [OK] to enter the commission code in the list.

51_} Available user rights

182 | FO Guest profiles (rates) Enables/disables the Rates tab in the guest profile.
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Accounts receivable

FRONT OFFICE ¥ PROFILES ¥ “A/R” TAB

Guest - Edit: Delacroix Henri Herrn = B

Letters Family Invoices Banguet History Bangquet Future Photos Messenger Traces History
Address Pers. Data Requests Revenue Marketing Rates GDS AR Master Future History

Statements and reminders Account data

(®) Do not send statemerts Bd. A/R

end statements if balance ["] Debts are maintained under the following A/R accourt

-Z::Z- Send statements even if zeno balance A/R Accourt: || View

Remind code: v [] This profile is A/R accourt for the following profiles

Credit limit Mame City Balance Limit

[ Inhouse Cred lim.; EUR 0.00

[] Credit limit: EUR 0.0o0

Group limit: EUR 0,00

Group balance: EUR 0.00

Credft limit for hotel or group of hotels Routing instructions: Automatic routing when profile is assigned

Hotels Cur... Lirmit i
Hotels Routing code
City DO Lodging & Spa
Group balance 2: |ELR 0.00
Available: EUR 0.00
(no valid limit)

Abbrechen Hiffe:

Statements and reminders

If you want to send statements rather than reminders to certain firms as part of the accounts receivable process,
you can use this pane to specify the profiles for which statements are required. In accounts receivable
management, these profiles will then be selected automatically when accessing the “Print statements” function
(see the “Accounts receivable” chapter). Use the check boxes to select when statements are to be sent.

You can use the “Remind.code” drop-down list to select a default reminder code.

Credit limit

If you select the I Inhouse Crd.lim. check box and enter a credit limit, this guest will appear on the “TA exceeds
credit limit” list if the list has been included in the end-of-day routine and the guest's balance exceeds the credit
limit that has been set.

Select the *1 Credit limit check box to set a limit for account receivable accounts. If a guest with the "accounts
receivable" payment method exceeds this credit limit when checking out, it will not be possible to check out the
guest.

For groups of hotels, you can also enter an overall limit (“Group limit”) and balance (“Group balance”). The
amount in the “Available” box represents the difference calculated between the group limit and group balance.

Account data

You can use this pane to enter an account number from financial accounting and create a link to a master A/R
account that is to be used for central credit limit checks and accounts receivable management. Select the

Debts are maintained under the following A/R account check box and use the [...] button to select a master
A/R account. Use the View button to view the profile of the master A/R account.
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If a profile serves as a master A/R account for other profiles, the system selects the [IThis profile is A/R account
for the following profiles check box automatically and displays the allocated profiles in a list below.

Right-click in the list pane to open the context menu, which can also be used to assign a new profile from this
screen. Click “New” and search for the required profile.

Routing instructions: Automatic routing when profile is assigned

[ FRONT OFFICE MPROFILES ¥ “A/R” TAB |

From Version 2013.17.458

One or more routing codes can be applied to all profile types in the “A/R“ tab.

To apply a new routing code to the guest profile, place the cursor on the ,Routing instructions” pane, right click,
and then select the “Assign code” menu.

Rioutineg instnictsana: Automatic routing when profils is assigned

Hatels Reuting cade

Assign code t}

Edit code azsignment

Delete code assignrment

Evaluation of routing codes

For the service bookings, the regular payment instructions are used at first. If no payment instruction applies, the
invoices and their recipients will be checked for an already assigned routing code in the following sequence:
A,B,C,D,E,F. Should a routing code contain a booked account, it will be rerouted to the corresponding invoice.

¥ The analysis sequence can be adapted accordingly. Please don’t hesitate to contact the protel Support Team to
assist you with these settings

Is neither a regular payment instruction nor a routing code valid in the profile, the rate code's routing code will be
checked. If this contains the respective account, it will be rerouted to the routing target.

£2,  Available user rights

FO Guest profiles/Enter AR account | Authorizes the user to enter an account number for financial
number accounting under “Ext. A/R”

811 | FO Guest profiles view only Controls write access to the A/R tab in the guest profile.
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Master

Front Office F Profiles ¥ “Master” tab

Use this function to assign revenues from guests, companies, etc., to master accounts. This causes the profiles
that you assign become sub-profiles.

Example: A company has a number of different departments and company offices. If you assign one of these
companies to a guest, the revenues for the guest are copied to the company profile. However, if you now want to
view revenues for the entire corporate group when agreeing rates, you would have to add together the revenues
from the individual company profiles.

The master profile assumes this function. Revenue and occupancy details from all sub-profiles are copied to the
master profile and can be used for evaluation purposes.

Master profile

If you assign a sub-profile to a profile that you have opened, the open profile automatically becomes the master
profile. The ¥ This profile is master account check box is selected and the associated sub-profiles are shown in
the list below. You cannot assign a master profile to another master profile or assign additional sub-profiles to a
sub-profile.

The “Remarks” column shows the revenues that have been copied. You can also create assignments for which
only the occupancy information is transferred and for which revenues are not shown in the master profile.
Assigning a sub-profile

Click [New] and use the guest search function to select the profile that you want to assign as a sub-profile.

You can use the “Relation” box to enter the type of connection between the companies (subsidiary, sister
company, Partner Company, etc.).

If the relationship changes, enter the new details in the box at the bottom of the window and use the [Change]
button to display the new information.

To delete the relationship, select the relevant profile and click [Delete]. Any data already transferred to the
master profile is retained.

Sub-profile

You can only assign a sub-profile to one master profile. Once assigned, it is displayed in the list.

Assigning a master profile
Click [New] and use the guest search function to select the profile that you want to assign as a master profile.

You can use the “Relation” box to enter the type of connection between the companies (subsidiary, sister
company, Partner Company, etc.).

If the relationship changes, enter the new details in the boxes at the bottom of the window and use the [Change]
button to display the new information.

To delete the relationship, select the relevant profile and click [Delete]. Any data already transferred to the
master profile is retained.
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f}l_i Available user rights (master accounts)

115| FO Master Accounts | Enables/disables the “Master” tab in the guest profile for the user logged in.

FO Master Profiles | Allows a user to edit master profiles. Revoking right 807 prevents an employee from

17
8 (edit) editing master profiles.

Commissions
FRONT OFFICE ¥ PROFILES ¥ “COMMISSIONS” TAB

NOTE:

¥ This tab appears for company, travel agent, source, and group profiles only.

This window displays guest reservations for which commission has been calculated.

Enter an evaluation period and click [Calculate].

Addiess | Pers. Data I Reguests Sales Data I Sales Contacts I Sales Activity I Sales Revenue I Ratez I AR
taster | Commizsions | Future Histary | Letters [Inw.] | Letters [Res.) I Invoices | FPhotas | Traces Histam
Evaluation period [Departure]
om/mAge0 - 3A2/2200 Calzulate

Arrival Depart..  Marme of quest Room  &mount LOC Currency C-Armount  Com.Code
12/04/05 12/04/05 Falconbridge M Mra 210 16.00 GEP 16,00 10%GDS
20/03/05  16/04/05 Gale Larry Mr A7 20250 GEP 20250 10%GDS
02/04/05 16/04/05 Fadden Edel Mr 218 7200 GEP 72,00 10%GDS
11/04/05  16/04/05  Far & wide 180603 3000 20,00 GEP 30,00 10%GDS
15/04/05 16/04/05 Jack Callin Mr 202 10.00 GEP 10,00 10%GDS
13/04/05  16/04/05  Wver Markus Mr 404 36.00 GEP 36,00 10%GDS

4 m 3
Comrmizzions
Paid: 36650 Due 000 Tatal 36650 Frikit

Arrival, Data about the reservations for which commission has been calculated.
Departure, Name
of guest, Room

Amount LOC Amount of commission to be paid in the local currency.
Currency Shows the relevant currency if payment is not made in the local currency.
C-Amount Amount of commission in the currency in which payment is made. Conversion is performed on the

day of calculation and is based on the exchange rate applicable on this date.

Com.Code Shows the commission code used as a basis for calculating the commission. This is created in the
system data.

The bottom of the window shows the paid, due, and total commission amounts.

Click [Print] to print a report containing the displayed reservations on which commission is due together with the
name, room number, and dates of arrival and departure.
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£2, | Available user rights

124 | FO Commission clearing | Enables/disables the Commissions tab in a profile (e.g., company profile).

Future

FRONT OFFICE BPROFILES ¥ “FUTURE” TAB

Guest - Edit: Hutchinson Meil fr ?@
| Address I Pers. Data I Requests | Sales Data Sales Contacts | Sales Activity | Sales Revenue | Rates | AR | Master
Future | Histary I Letters I Invoices I Photos I Traces History
Hatel: | Al hotels -
Hotel Mame # RT Arti., ¢ Depart., Adlt, Rate co.. Price  Status Gr. C.
Richards.. Hutchingon Meil Mr - 515 STTB 04/04/13  06/04413 1/0/0.. MNEGZRO 78,00 GTDCC R...
Richard’s... Hutchingon Meil Mr - 510 PRTE  03/08/13  0B/05M3 1/0/0..  ‘wellness 9300 GTD Co.. R.
Richards.. Hutchingon Meil Mr - 514 STTB 04/0713  06/07A132 1/0/0..  MNEGZRO 78,00 GTDCC R.
Richard’s.. Hutchingon Meil Mr - 515 STTB 04/0713  06/07A132 1/0/0..  MNEGZRO 7800 GTDCC R.
Richard'z.. Hutchingon Meil Mr - 526 STTE 0&5/02/13  07/08412 1/0/0..  MEGZRO 7800 Cancelled R.

4| 11 2

[ New ] [ Cancel Res. ] [ Reactivate ] [ Frint ] [ Add ] [ Estended toolip

[ ok [ Abbrechen | [ Hie |-

This tab displays all future reservations for a guest profile. Cancellations are shown in red with the status
“Cancelation.”

Right-click a reservation to open the Navigator for further editing of the selected guest.

=

Use the [New] button to create a new reservation for the guest profile you have opened.

Cancel Res.

Cancel existing reservations.

Reactiate

Reactivate reservations that have already been canceled.

Print

Print the displayed reservation.

Add

Access additional functions (ONLY POSSIBLE if the relevant additional functions have been configured in the
system).

If the [“lExtended tooltip function is enabled, placing your mouse pointer over a reservation will display
additional information such as the reservation number or cancelation date and reason.
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History

Front Office F Profiles ¥ “History” tab

Address | Pers. Data I Feguests I Sales Data | Sales Contacts | Sales Activity | Sales Revenue | Rates | AR I M aster
Future | Higtary | Letters | Invaoices | Fhatas | Traces Histary
Hotel [Allhotels  ~|Disply [Reservations  «|Period  01/011980 - 31/12/2078 [ View | [ Print |
Hatel Guest Apr.. v Depart..  Room RT. RateCaode Price Adlt,  Accom, F
Richard’s Hotel  Duncan 5 ... 140243 1402413 8500 F&SS ZERD 000 o0/0404040 0,00 i}
Richard’s Hotel  Duncan 5 ... 02M12/02  05A12402 330 STDE CL30CEE 95,00 140400000 0 2225 103,
< Wi 3

This tab lists all past reservations for the guest profile you have accessed.

| Future | Hiztary | Letters I

Hatel: | “&ll hotelz | Display | Reservations * | Period:
Cancellation

Hatel Guest Room

Mo Shows
RichardzHotel Duncan .. 1 . 8500
Richards Hotel  Duncan 5 .. 02A12/02  08112/02 370

You can filter the display by Reservations, No Shows or Cancelations, and/or specify a time period.
Click [View] to refresh the list immediately.

If you want to print all the details, use the Print button to generate a report. You can also select individual
reservations to limit the detailed printed accordingly.

If you access the history for a company, travel agent, source, or group profile, this will show the reservations for
the individual guests for whom a reservation was made using this profile.

Context menu

Select a reservation and right-click to view additional functions. For instance, you can view a reservation history if
one exists for this reservation. This can be useful for no-show or canceled reservations as it allows you to
determine when and by whom this reservation was assigned no-show or canceled status.

£2,  Available user rights

FO Guest Controls access to the guest history in guest profiles. If this right is revoked, the button is
history grayed out and the guest history is also locked via the Navigator.
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Letters

Front Office F Profiles F “Letters” tab

Address I Ferz. Data I Fequests I Salez Data I Sales Contacts | Sales Activity | Sales Revenue | Rates I AR | b aster
Future I Hiztamy | Letters | Invaoices | Fhatas | Traces Histary
Hotel: [".&II hotels v] Type: [AII Typez v]
Hotel Creat.,,  From Text Form Modified  From Storage locati
m Manager _ Brachure 17/10/05 | Manager c:\proteldemna’y
All 114, Conway Statement CAR Statement of account 1112/02  Conway Lisa \W103.84.0.30
All 1041.. Conway Statement CAR Statement of account 10412/02  Conway Lisa \W103.84.0,30
4| 1n | 3

[ Mew letter ” Open Letter ” Delete Letter ” Change Comment ][ Letterhead Preview ][ Email

Mame:

[ Wisible in this hotel amly

You use the Letters tab to manage the correspondence conducted via this guest profile.

NOTE:

¥ The “Letters” tab is replaced by the “Letters (inv.)” and “Letters (res.)” tabs in the “Company,” “Travel agent,”
“Source,” and “Group” profile types.

I Letters [Irv.] I Letterz [Fes.] |

“Letters (inv.)” relates to the contact person entered for invoices on the profile; “Letters (res.)” to the contact for
reservations.

The tab lists all reservations forms, guest letters, and mail merge letters along with their creation date, change
date, the name of the creator, form name, and the folder where the documents are stored.

You can also create a new letter for the open guest profile or select a letter in the list for editing.

Context menu

Right-click in the list area to open the context menu.

[ etny
Edit
Delete

Add file

Click “New” to create a new letter or “Edit” to open a selected letter for editing.

Add file
Use this to import an entire file into the letter history (see “Adding external letters”).

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 290 of 322


http://www.protel.net/

protel Front Office - User Manual | Guest profile

Additional functions
Front Office F Profiles ¥ “Letters” tab ¥ button bar

Create a new letter: If you accessed the guest profile from the Navigator, you can select
from all forms of the type “guest letter.” Double-click or select the required form and click
[OK] to create a corresponding letter.

I Mew letter I

If you have clicked the “Res. texts” button in the Navigator, the system accesses all forms of
the type “reservation form.”

From version 2013.17.100

Add the guest's gender to your reservation forms by using the following Code: $y118.

For this purpose, the code has to be added to the relevant form in the system data:

Start the system data and open the Menu "Text > Form Administration". Select a form
group and double-click the form you want to edit. Add the code to the desired position and
save the form by clicking [OK].

I Open Letter I Use this button to view a letter that has already been created and edit it if necessary.

Removes a letter from the history: Select the relevant letter in the list and click [Delete

I Delete Letter I Letter]

Use this button to enter internal comments about a letter. Select the letter, enter a

I Change Comment I comment in the “Text” field, and click [Change Comment].

| MeusrTest || Tesbeabsiten ||  Testldschen || Bndermn ||

Bezeichnung:| Hier geben Sie die Bemerkung ein I

Use this button to check whether all required data is present. It opens a window showing

I Letterhead Freview I the letterhead together with the entries from the “Address” tab.

[ Emal | Select a letter to send it to the e-mail address defined for the current guest profile as an
— attachment.

NOTE:

¥ To send an e-mail, a valid e-mail address must have been entered in the guest profile
Some additional settings are also required to enable protel to communicate with your e-
mail client. For more information, please contact your protel distributor or the protel
support team.

Sending letters by e-mail is supported as of Version 11.222 (2/12/2007).

8] E-Miail Text [ = B ]
Sehr geehrtefr) Herr Schlaun,
S ehr geehitefr] Herr Schlaun a

anbei finden Sie das Dokument |
kit freundlichen GriPes

m

oK | Abbrechen >HUcrkg:{ar'ngig \

¥ If required, you can BCC yourself (user reply address) in the e-mail to ensure it is sent
correctly. protel Support will be happy to configure the relevant settings for you.
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Adding external letters

You can also add letters that were not written using the word processor in protel HMS to the history. If you have
sent an inquiry or quotation by e-mail, for example, you can store the relevant e-mail in the guest's profile.

You can use the clipboard to transfer the letter. If you use MS Word for external word processing, you can save
the file as “Rich Text” in Word. You can store the letter as a text file if Word is not available at your workstations.

You can use the clipboard to transfer an e-mail to the guest profile.

1.

2
3.
4

Select the text in your e-mail program (e.g., Outlook)
Open the Letters tab for the guest (company, travel agent, source, group) in protel HMS
Right-click in the list area

a) Paste rich text from clipboard: Copy the text from the clipboard as an rtf document.
b) Paste text from clipboard: Copy the text from the clipboard in txt format.
b) Paste HTML text from clipboard: Paste text that has been copied from a browser in HTML format.

Saving letters in txt format rather than the doc format used by MS Word uses less space.

Inserting files

1.
2.
3.

Right-click in the list area
Select “Add file” from the context menu that appears

The “Open file” dialog box appears. In this dialog box, navigate to the directory containing the
document/file.

Select the file and click “Open” or double-click to select the file.

A message appears with the following options:

a) Save the file in a protel directory (accessible from all workstations)

b) Create a link to the file. If the file is stored locally or within a certain directory on the server, it may not
be possible for all workstations to access the file.

When you open the document, the corresponding program (e.g., Word) launches automatically.

Storage location for letters

The default directory for storing guest letters is \protel\kunden\texte. You can specify an alternative storage
location if required. Please contact your local protel distributor or the protel support team for assistance.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 292 of 322


http://www.protel.net/

protel Front Office - User Manual | Guest profile

Family
FRONT OFFICE ¥ PROFILES F “FAMILY” TAB

Use this dialog to assign family members to a guest by linking the guest's card with those of his family members.

New Add family member |

In the dialog box, click the [New] button or open the context menu and click “Add family member.”

This opens the Guest search window, which you use to find the relevant profile or create a new one.

Type:  |EHF - Ehefrau v

Use the “Type” drop-down list to determine the relationship. You can also use the “Text” box to enter comments.
Change

Click [Change] to change and save existing entries.

Right-click an existing entry to open the context menu:

Add farnily member
Change family member

Release family member

View profile

Break up farnily

In addition to creating a new entry, editing the selected entry, or viewing a family member's profile, you can also
delete a selected member from the family or split the entire family. In this case, the profiles continue to exist,
but are no longer linked.
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Invoices

Front Office ¥ Profiles ¥ “Invoices” tab

Guest - Edit: Baltimore Richard Mr = @
Address | Pers. Data | Requests I Sales Data | Sales Contacts I Sales Activity I Sales Revenue I Rates | AR | M aster
Future | Histamns I Letters | Irrenices | FPhotos | Traces History

Filter
Huotel: IHichard's Hotel - Richard's Hotel, ASPRE 28] L vJ Fizcal cd.: I vH Refresh J
From: paszizms (L] e OiOt/2200 [
Invoice F-Code Date Marme Payrment Charge (Rewersal fVoid) Comment  Res.MNo,
4085 10403413 Baltimore 196,00 198,00 21430
4087 10403413 Baltimore 30,00 30,00 21430

Wiew Invoice Form J I Wiew Invoice Postings I I Frint Report I I Woid Invoice I

[ ok || abbrechen | [ Hite |

This dialog box displays all invoices created using the address from this guest profile. The list corresponds to the
view in the invoice history:

Invoice Invoice number

F-Code Fiscal code, only required for a fiscal invoice.

Date Invoice date

Name Guest's name. In the case of a company invoice, the name of the guest whose reservation was used to

generate the invoice is displayed here.

Payment If an incoming payment has been posted, the amount of the payment is displayed here. An amount of “0.00”
means that an accounts receivable invoice has been created.

Charge Shows the amount posted to this invoice as revenue.

Comment This field is not currently in use.

ResNo Reservation number for which the invoice was created.

Filter

Hotet  |Richard's Hotel - Richard's Hotel, 45P0 28J L v | Fiscaled: | »|[  Refresh |
From: paozizns (L] T o/0t/2200 [

You can use the filter options to specify a period for displaying the invoices created or to search using a fiscal
code. Once you have changed the filter options, click the [Refresh] button to update the list.

View Invoice Use this button to display the form for the selected invoice.
Form

View Invoice Opens a report showing the individual postings to the invoice. This shows the packages on the invoice
Postings together with the associated individual postings.

Print Report Creates a printout of all invoices created for the guest to date.
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Void Invoice Perform a correction for a selected invoice (see the “Cash Register” chapter, “Invoice history” >
Voiding invoices).

Photos

FRONT OFFICE BPROFILES ¥ “PHOTOS” TAB

In the guest profile, you can assign photos to a guest in any image format.

To add an image file, either enter a file path (right-click, “Insert photo”) or use the copy and insert commands
(right-click the file, select “Copy” and insert into protel via the clipboard).

Address | Pers. Data | Requests | Revenue @ Marketing | Rates | GDS AR
Master | Future | History | Letters | Family | Invoices = Photos | Traces History

Photos

Copy of Aufnahme3 /F\

£

&

- -«
-ﬁ

rf
A

-~

You can add as many photos as you want to a profile. Right-click the file names to rename or delete the entries.

i

Q&) Available user rights

161 | FO Display photos Enables/disables the Photos tab in the guest profile.

www.protel.net | protel Front Office | User Manual | 1.0 (February 2014) Page 295 of 322


http://www.protel.net/

protel Front Office - User Manual | Guest profile

Traces History
FRONT OFFICE BPROFILES ¥ “TRACES HISTORY” TAB

When you create a trace in the Navigator using the “More” button, you can also select the “ITraces History check
box. If you do so, the trace defined for the guest is stored in the traces history for information purposes after the
guest has checked out. If you select the [“|Auto Trace check box at the creation stage, the trace is automatically
set for the next reservation made by this guest. This is indicated by an “X” in the “Auto Trace” column.

Guest - Edit: Quinn Mlfred Mr o |[-E |
Address I Pers. Data I Requests I Sales Data I Sales Contacts I Sales Activity I Sales Revenue |
Fates | AR | b aster | Future | Histary | Letters | Invoices I Photos | Traces History
Date » Tirne Departrment  Text Auto Trace
04/02413 : Festaurant Guest on Special Diet
11/03413 : Front Office Check ID on Arrival R

Print Copy New

0K | [ Abbrechen Hite | —

=

Create a new trace for the open guest profile.

To delete traces, use the context menu.
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PCI

The PCI SSC (Payment Card Industry Security Standards Council) is an independent council that was originally
founded by the leading credit card vendors American Express, Discover Financial Services, JCB, MasterCard
Worldwide and Visa International. The council aims at improving the security of payment transactions that are
made using payment cards (credit cards or debit cards). The goal is to protect cardholder information by
universally enforcing the PCI DSS (Payment Card Industry Data Security Standard): The PCI DSS must be
implemented by all entities that store, process and/or transmit cardholder information.

PCI DSS in the travel and hospitality industry

Many transactions in the hospitality industry process cardholder information, e.g. booking a hotel room, using
electronic tickets, doing a self-service check-in, performing revenue accounting etc.

PCl compliance

PCI DSS compliance requires that certain recommendations for cardholder information usage be followed and
complied with. This is to ensure that cardholder information is stored only temporarily according to very specific
security requirements before it is permanently deleted.

For more information on this topic, please see here:

Settings in protel

¥ PCI compliance requires certain settings to be made in the protel software. For more information, please
contact your protel distributor or the protel support team.

PCI compliance prevents any access to cardholder information from within a guest profile and requires that such
information is deleted from all profiles. Cardholder information can only be entered for a current reservation. Any
such information is automatically deleted from protel after the end-of-day routine that follows the check-out for
the relevant reservation. You can configure the number of days that the data is preserved in the system after
check-out.

User rights
‘:;JJ Available user rights

822 | FO Credit cards Controls access to the credit card button from within a reservation.
370/| FO Reservation: Read CC from profile | Controls access to the “Read CC from profile” feature. (Copy)

371 | FO Reservation: Write CC to profile Controls access to the “Write CC to profile” feature. (Paste)
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My profiles (SPE & MPE only)

(Available for version 2008.12.152 or higher)

The [My Profiles] command provides direct access to your favorites and any recently or frequently used guest
profiles. This simplifies the search in many cases and makes the booking process more efficient. The phonetic
search feature (see “Search” below) is particularly helpful as it allows to search for names that sound similar.

Select the [My Profiles] menu item to open the protel Explorer:

[fd! pratel Explarer EI@

Search, |

= ﬁ Ted Baker's profiles
- Last recently used [8]
© Ambro Sports & Events Ltd  The Ebury Rooms RICKMANSWORTH Theuniszen Karen Mrs
(© Backhouse T & L Mr & Mrs 8 Brighton Grove NORTH SHIELDS
© Baltimare Richard Mr Baker v, 46 MANCHESTER
© Duncan 5 brs Flat 17 LONDOMN
(© Edinburgh University 8 Buccleuch Place EDINBURGH
© GM_Siemens
(© Protel Hotelsoftware GmbH  Chealsea road London
H © Quinn Alfred Mr Gevelesbergstrasse & Dortmund
+-77 Ted Baker's Favoiites [2]
+- T Most frequently used by Ted Baker [50]
----- @ Do vou know aur VideaT utarials on wne. protel-hotelzoftware. com™?

[ Ok ] I Catcel I Shaow "My Profilas' Refresh

Last recently used  This shows the guest profiles that were most recently opened in the current session. The list

contains a maximum of seven profiles.

Favorites You can define guests that you are frequently in contact with (e.g. companies or travel agents) as
favorites for easier access. Please refer to the section on Guest profile tabs > Address > tree view >

Favorites for instructions on how to add a guest profile to your favorites

Most frequently This section shows an overview of up to fifty guest profiles that were most frequently accessed.

used profiles

Search Enter a search term and press Enter. protel returns all guest profiles that contain the entered string

and sound similar (phonetic search).

From version 2013.16.816

In addition, you can search for a specific profile number.

Opening the protel Explorer

v Select protel Front Office / “Profiles” -> My Profiles.

+ Click the relevant option in any of the guest profile search dialog boxes.

* Click the relevant option in any search results list.

+* Use the “Search & Command” bar to start a search.
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File Export/Mail Merge

FRONT OFFICE ¥ PROFILES ¥ FILE EXPORT/MAIL MERGE

To assist you when creating mail merge or circular letters, you can retrieve the address details from your guest
profiles in protel and export them as a control file. As an alternative, you can also use the internal word
processing tools provided by protel HMS to create mail merge letters.

The Mailing Wizard

The Mailing Wizard guides you through the individual stages of the export. Select or clear the check boxes in the
wizard to determine which addresses you want to retrieve and specify the relevant conditions.

v Mailing Wizard o] @ (]
Frafile type Country and ZIF
| Private guests Cortry | "|
| Companies Region/State:
| Groups Language: | - |
/| Agents ZIP area
| Source [Seperate ZIF areaz with commal
Add. filkers
In periad: 16032012 11/03/2013
Min. stays: 0 Min. nightz: 0
bin. rev. 0.0a
Filker remarks:
Last stay
Filter 11/03/2m3 L] 11/032m3 L]
Creation date: I (o] 11/m3ams [
Mailing includes quests with
Postal address being walid
Fax number enterad
Email address entered

Profile type Select the guest profile types

Add. filters See below

Country and ZIP Enter the country, region, and language (e.g., all guests with “English” as the language in their
profile).

ZIP-Area: Use commas to separate multiple ZIP areas in this box.

Last stay Select the 1 Filter check box to enable this function. You can then enter the date of the last stay as a
selection criterion.

Mailing includes Select the relevant check box to specify that the address must be complete for mail merge letters
guests with sent by mail. You can also select the corresponding check boxes for mail merge letters sent by e-mail
or fax.
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ADDITIONAL FILTERS

In period Used as a filter for selecting stays and revenue. Enter a period during which a minimum number of

stays/nights or minimum revenue must have been recorded.

The guest must have stayed at the hotel during the period indicated.

Min. stays Enter the minimum number of stays that must have been recorded for inclusion in the mailing.
Min. nights Enter the minimum number of nights.
Min. rev. Enter the minimum revenue.

Filter remarks  Select this check box to search for terms included in the Comments box of the guest profile.

Note: The more restrictions you make, the fewer guest profiles will be selected. The selections made are viewed
as “AND” conditions, which means that all conditions must be met (ZIP area 4000 and min. revenue EUR 2,000

and min. 3 nights).

LAST STAY

Specify the period during which the guest last stayed at the hotel.

For instance, do you want to limit the mailing to guests for whom a new profile was created during a specific

period (e.g., new customers only)?
MAILING INCLUDES GUESTS WITH

M ailing includes guests with

[] Poztal address being walid Only select guests with full address details
"] Fax number entered Only select guests with a fax number on file

("] Email address entered Only select guests with an e-mail address on file

Click [Next] to go to the next window.

This provides two selection options:

S alutation

[ isppend Familyl members salutation to profiles salutation

Birthday

[ Include guests, that in the period

betweer: 11/03/2013 [...]

and: 11/03/203 [...|

@ have birthday at least once and become 0 b 999 yearz old
1 have an age of 1] b 999 pears

[ Inehude tamily members in mailing

31 Add family members with guest’'s address

Uze Family members as a filker for addressing the guest
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Salutation

[] #rppend Familyl members salutation to profiles zalutation

Birthday

[] Inchude guests. that in the period

between:

and:

@ have birthday at least once and become

1032013 (]
/032013 [

) have an age of

Include family mermbers in mailing

@ Add family members with guest’s address

1]
]

too 999 pearsald
tor 939 pears

) Usze family members az a filker for addressing the guest

Click [Next] to continue to window 3.

3

Salutation

Select this check box if you want to add the salutation for the guest's
companion (companion 1 as spouse) to the salutation specified in the profile.

Birthday

Guests with a birthday within a certain period:

Select the check box and the “have birthday at least once and become”

radio button

Guests who have reached the required age within a certain period:

Select the check box and the “have an age of” radio button

Family

Select the check box in the lower section to determine whether family

members are to be included.

v Mailing Wizard o] = /(=
With marketing code but not
Code Tet A Code Ted 2
1 FAZ 07/96 1 FAZ 07/96
2 Suddeutsche 2 Suddewtsche
3 Mailing SK 17 3 Mailing 5K 17
4 Winter 96 4 Winter 96
5 Mail 1/98 5 Mail 1,58
6 Mail 2/58 w|l® Mail 2/58 -
(@) or (Jand
With VIF code but not
Code Text | Code Tedt &
VP3  VIP3 VP3  VIF3
FRE  Presse PRE  Presse
VIP... WIP X1 VIP... WVIP X1
VP2 VIP2 VP2  VIP2
BL Black List BL Black List
STA  Stammgast w || STA  Stammgast o
(@ or (Jand
Hatel

Use this window to determine whether guests with a specific marketing or VIP code are to be included in the mail

merge.

Select a code to include it as a selection criterion. The radio buttons allow you to choose between “AND” and
“OR” queries.
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Example:
T Text AND query
1 FAZ 07410

(71 oder @ und

; Eiqt:ﬁgu All guests with the marketing codes “Mailing” and “South German” — only guests for
al . .
5 Mail 2/10 whom both marketing codes apply will be selected.
T Herbst 20012
() ader @) und
Co. Text OR query
1 Faz 070
Siidd |§| oder |:| und
(3| Maiing 5K 17
4 \A-"inter 2':'12 . . “« o ” «“, ”
: Ml 1D All guests with the marketing codes “Mailing” or “South German” — guests for whom
=1l . .
5 Mail 2410 one of the marketing codes apply will be selected.
7 Herbst 2002
) und
aber richt BUT NOT
Cow Text The second window allows you to exclude profiles with a specific marketing or VIP
14 Fuli-F.alender code
15 Galf )
16 Tenniz
13 Wielness
19 Messe 2012
20 Movacom Juni b ail

Click [Next] to view additional selection options.

[ ] With reservation Amval fromAo:  |01/002002 | . |01/01/2200
[ ] Without reservation Amival from/to: 01/0142012 || ... | |01/01/2200
and codes:

Market codes:

Souce codes:
Rate codes:

Packages:

but not the codes:
Market codes:
Souce codes:
Rate codes:

Packages:
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Using the options provided here, you could, for example, select all reservations from a certain period with certain
codes. To do this, select the ¥l With reservation check box, enter the required period, and select the required
codes under “and codes.”

Use the [Next] button to open a window displaying all profiles that meet the selected criteria.

Click [Next] again to view the guests.

v Mailing Wizard

(=] & [=]

Street

Fadnor

1. Muirlan. .
Flat 77

Flat 24

Flat JA1
Greenzandz
Holly Tree ...
Flat 132

FO Box11...
7 Tudhoe ...
E Alder Bank.
54 Binghil ...

Haltensztra...

28 Kettilst...

b e N ey Py

Street?
London F...
Elphinztan. ..
Agheroft 5.
Imperial C...
Crescent Hall
The Slade
Fark Lane
Chiltern Court
Gopher Str...
Tudhoe Wil..

Ml e bl e o

Streetd T

Wwidford

Part Elphin...
King Street
Ernpire ‘W ay
Crezcent ..
Clophill
Balne

Baker Strest
Alberta

Tarme First Marme
Julian

Dacre Siman
[lett Tracy
Pok.orry Lawra
¥lao zhigiang
James E
Bangham M
Takaqi

Gale Larry
Wwade J
Landsburgh  Liza
James Suzan
o adey Sandra
Faezzler J
Jackson Celeste
Page John

A — B

L

City
CHELMSF...
INVERURIE
LOMDAOW
WEMBLEY
0=FORD
BEDFORD
GOOLE
LOMDOM
Canada
SPEMMY...
AYR
MILLTIME...

Ebikon

Lirlithugon

RIOTTIRIT

AP +Caun...

CM2 8TF
ABET AU
W L
HA3 0RS
04 2NS
MK45 4BZ
DH14 OEP
M1 B5H
TIL1J3C.
DL1EELE
kA7 3N
AB13O0HP

Switzerland

BRI AL

Birthe *

m

Profiles checked:

Profiles found:

g191
123

1002

£ Zuriick ][ Weiter » l [Abbrechen]

Hilfe

You can use the context menu to:

1. View the profile, if required

2. Remove the profile from the search results if the data displayed is incorrect or incomplete

You can use the [Print report] button to print a list of all selected addresses.

Click Next to go to the window for marking the guest profiles with an additional marketing code.

Marking profiles with additional marketing code

[]with Marketing code:

Date:

18/04/2013

Marking profiles with sales information

[] Teu:
Date:

[] Resubmission:

18/04/2013

18/05/2013

Change marketing codes
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You can mark the selected profiles with a common marketing code (e.g., mailing promotion winter 2013).
With Marketing code: ] Change marketing codes

If the marketing code you want is not already available, click [Change marketing codes] to create a new one. This
opens a window that displays all marketing codes from the system data. In this window, you can add a new code
and then select it directly from the drop-down list.

Date: 18/04/2013

If the export was created for a mailing that is not being sent on the same day, you can enter a differing date
(assignment of the marketing code is documented using this date).

Marking profiles with sales information

Teut: winter programme 2013
Date: 01/11/2013

[ ] Resubmission: 021122013

If you want to make an entry on the “Marketing” tab of the guest profiles of the relevant guests, select the “Text”
check box and enter the required text in the input box. If resubmission is required, select the relevant check box
and enter the date of resubmission.

Click [Next] to select the type of mailing.

-

v Mailing Wizard

Mailing type

(®) Mail menge with Microsoft Word using text file

(") Mail merge with different Word processor using text file (MS DOS file)
Mail merge with Microsoft Word using dbase file (MS DOS file)

Mail merge with Microsoft Word using dbase file (Windows)
Using file: “eaepleuin bet

Send via email using Microsoft MAP!
Subject:
Attachm.

Send by FAX using Microsoft MAPI
Send by FAX using Fritz Fax

() Print with protel Word processor

Mailing type

Mail merge using control file

(®) Mail merge with Microsoft Word using text file

(") Mail merge with differert Word processor using texd file (MS DOS file)
Mail merge with Microsoft Ward using dbase file (M5 DOS file)

Mail merge with Microsoft Ward using dbase file (Windows)

Lging file: ephkoun b
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Mail merge with Microsoft Word using text file

If the mail merge has been created in MS Word and you want to use the control file there, you can create the file
as a text file at this point. This text file contains only the relevant information (address, salutation, etc.), which
means that the file size remains small even for large mailings.

Mail merge with different word processor using text file (MS-DOS file)

If you are using a word processing program other than Microsoft Word that is unable to accept the above format,
use this option to select a DOS format.

Mail merge with Microsoft Word using dbase file (MS-DOS file)
NOT SUPPORTED UNDER SQL!

If you want to create a file in a format other than a text file, you can use this option to generate a file in dbase
format. Using this format results in a relatively large file as it saves all data from the guest profiles.

Mail merge with Microsoft Word using dbase file (Windows)
NOT SUPPORTED UNDER SQL!

This option also generates a dbase file that can be used in programs incompatible with Microsoft products.

Use the “using file” input box to enter the path at which the file is to be generated. Make a note of this path if
you want to save the file to a storage medium or use it in Word.

Use the ... button to change the path. The export file is assigned the name “expkun.txt” by default. You can,
however, change this at any time. Ensure that you retain the “.txt” extension to preserve the required format.

Mail merge by e-mail

@ Send via email uzing Microzoft MAPI
Subject:
Attachm. | |

You can send mail merge letters by e-mail if you use MS Outlook as your e-mail program. Your MS Outlook
configuration must permit a transfer to MAPI. Ensure that you select the ¥l EMail Address entered check box in
the Mailing Wizard (see above, in the “Mailing includes guests with” section).

You can use the “Subject” box to enter text for the e-mail header. Use “Attachem.” to select the required
document.

Mail merge by fax
Send by FAX using Microsoft MAPI

If you use Microsoft MAPI to send faxes, it can also be used to send mail merge letters in protel. Ensure that you
select the ¥ Fax number entered check box in the Mailing Wizard (see above, in the “Mailing includes guests
with” section).

Send by FAX using Fritz Fax

You can send mail merge letters by Fritz Fax if you use Fritz Fax as your fax program. Ensure that you select the
Fax number entered check box in the Mailing Wizard (see above, in the “Mailing includes guests with” section).
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Printing a mail merge using the protel word processor
@) Print with protel ‘W ord processar

Select this check box if the printout is to be initiated directly from the internal word processor of protel HMS. The
text must be stored as “Customer text” in the system data.

If you create the mail merge from protel HMS directly, the text is saved in the Mail merge history.

Click [Finish] to create the file or mail merge.

Creating a mail merge letter in Microsoft Word

Once you have created a file using “File Export/Mail Merge” in protel HMS, you can use this file with the mail
merge function in MS Word.

Launch MS Word and open the required document. The following description is based on the recommended
workflow in Word 2007.

Starting mail merge

On the Mailings tab, click “Start Mail Merge.”

Select whether to start a mail merge or print labels.

Selecting the recipient

Click Select Recipients > Use Existing List...

Data source
The “Select Data Source” window opens.

The system will have created a file called “expkun.txt” in the protel server directory (unless you selected a
different directory or file name).

Open the folder in which the txt or dbase file is saved. Select “Text file” or “dbase file” as the “File type”
accordingly. The system will display the files found at this location.

An additional window appears. Select “Windows (Standard)” and click OK to confirm.

Inserting merge fields
You can then enter merge fields in the document to replace the addresses.

If the export was made to a txt file, the merge fields for the addresses correspond to the replacement codes from
the protel word processor.

Add1 to Add7 are replaced by the address. Enter these in the document underneath each other.

If a dbase file has been generated, the mail merge fields correspond to an address listing, first name, surname,
salutation, title (if applicable), street, etc.

After you have entered the fields, open the “Mail Merge” function once more.

Finishing and merging

Use “Mailings > Finish & Merge” to merge the document with the address file and replace the address codes.
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Mail Merge History

FRONT OFFICE ¥ PROFILES ¥ MAIL MERGE HISTORY

Mail Merge History @
Created Maodif.. +  Comment Farmm
All /03705 M anager
all 26/08405 Pratel
All 1710/08 M anager
Al 14,/08/07 Protel
All 1110/085 M anager
Al 10401408 Ted Baker
Al 0901408 Ted B aker
Al 05/04408 Protel
all 0504405 Pratel
Al 05/04408 Protel
I Load Document ‘ [ Delete Letter J [ Change Comment B
Cornment:

[ ak H Caticel J I Help I

Use this menu item to print, view, edit, or delete mail merge letters that you have already created.

Use the [Load document] button to open and edit an existing document. If you no longer require a document, use
the [Delete letter] button to remove it from the history view.

You can add an internal comment about the mail merge documents at any time or change an existing comment.
To do so, select the required letter and enter a comment in the input box. Click the [Change comment] button to
change the comment.

51_} Available user rights

272 | FO Texthistory mail merge Controls access to the mail merge history.

Headquarter Link

FRONT OFFICE ¥ PROFILES ¥ HEADQUARTER LINK

Use this feature to connect to the headquarter. Only used for protel HQ installations.

51_} Available user rights

126 FO Headquarter Controls access to the headquarter connection feature (FO - Profiles - Headquarter
Link Link).
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Profile Maintenance

FRONT OFFICE PPROFILES * PROFILE MIAINTENANCE

Use this function to maintain your profile records. It allows you to filter profiles by individually defined criteria so
that they can be deleted or otherwise modified as a group.

hd Profile Maintenance E = @
Guests [ Total revenue less than [Jwithout phone
Corp. [ Last stay before /it [ without city Cancel
Groups | Number of stays less [ without street Help
Travel Agent [Jwith VIP code
Source [ with marketing code ¥]
[ Name=

"] Show only profiles which can be deleted immediatly (slow)
["] Show to be deleted’

Prof.. MName First.. Street City Phone Depart... Revenue LETEGTEE
0%
Al None Delete marked Profiles

No target profile Delete and take over Revenue

Click the check boxes to select or clear the filters as required.

Example:

e You want to delete all guests who last booked a room X years ago. In this case, you would set the “Last
stay before” filter.
e Or, you want to remove profile records that are marked for deletion.
e You may want to edit the details on guest profiles with incomplete address information. In this case, use
the “Without phone number,” “Without city,” and “Without street” filters.
As you can see, there are a wide range of options available.

Once you have entered the required criteria, click [View Profiles].

You can then perform the following actions:

e Delete one or more selected files: Click [Delete marked profiles]
e Right-click a profile to open the guest profile for subsequent editing.

NOTE:

¥ You can also access Profile Maintenance in the form of a "Wizard" that guides you through the individual
steps. For more information, please contact your protel distributor or the protel support team.

51_} Available user rights

104 | FO Guest profile maintenance Enables/disables access to profile maintenance.
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protel Match & Merge

FRONT OFFICE MPROFILES ¥ PROTEL MATCH & MERGE
The protel Match & Merge function allows you to find duplicate profiles and merge them together.

To release this feature, contact protel hotelsoftware GmbH or your support provider.

] protel Match & Merge = B
The following profiles are stored multiple times
Scheme: “Default scheme v
Occurs MNamel Mamed Contact First Mame Street 2
= 15 Achim
-———m
Mattes
-7 Mattes Ina W
£ >
MNarme Contact First Mame Street ZIp City
-—m—m
Kruse Achim Test Dortmund
£ >
Cancel Target Profile Al other Merge Delete Execute

The system checks the data in the “Name,” “Name2,” “Contact,” “Street,” and “ZIP” boxes for potential
duplicates. If the system finds duplicate profiles, it displays them in the upper pane of the dialog box together
with the corresponding parameters.

When you select the entry that you want to edit in the top pane, the individual duplicated profiles are displayed
below.

Editing the profiles

No automated functions are not provided for deleting or merging profiles. The user is responsible for deciding
which profile is retained and whether it is actually a duplicate.

Target profile

You can specify which profile is valid at the click of a button. Select the valid profile and click the [Target profile]
button. A green checkmark appears next to the entry:

|+ 4385 piotel
Delete

You can also specify which profile can be deleted. Select the profile to be deleted and click the [Delete] button. A
red checkmark appears next to the entry:

® 5109 protel
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Merge

You can also specify which profiles can be merged. Select the required profiles and click the [Merge] button. The

entries are indicated by double-pointed blue arrows.
L5115 protel

Execute

Click the Execute button to execute the selected functions. All data from the profiles marked with 4 (merge) is
transferred to the profile marked with ¥ (valid). Profiles marked with ¥ (delete) are deleted from the system

without any data being transferred.

Context menu

Mark as target profile

Mark all other profiles
Merge with target profile
Delete

Edit profile

Execute

The context menu provides the same functions as those described above. You can also use the “Edit Profile”

menu item to open the selected profile.

MS Outlook Synchronisation

FRONT OFFICE #PROFILES ¥ MS OUTLOOK SYNCHRONISATION

This feature requires the Microsoft Outlook interface to be activated.

"] MS Outlook Synchronisation = =

Synchronise contacts of the following users  # 2

Mr. Spack

M5

p

protel

protell

protel3

proteld

protels w

Al None
Synchronisation direction Cptions
() Outlook->protel [] Do not synchronise activities
() protel->Outlook [[] Select Outlook folder during merge process
(®)in both directions

Cancel IFC release 2.521

For more information, please contact protel hotelsoftware GmbH.
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Import MS Outlook Email

FRONT OFFICE MPROFILES ¥ IMPORT MS OUTLOOK EMAIL

This feature requires the Microsoft Outlook interface to be activated.

For more information, please contact protel hotelsoftware GmbH.
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Add-Ons

Daily Rates

¥ Please note that protel Daily Rates is an add-on subject to charge. For prices and further details please
contact your protel customer support. Or contact the protel Sales Team at sales@protel.net.

Permissions

The access to Daily Rates is limited to certain user groups. None of the user groups have access rights after
implementation; the access rights have to be explicitly allocated to certain user groups. (System Data - "Divers"
menu - "Construction Kit” option - "Daily rates - Access rights” option).

Functionality

protel Daily Rates enables you to increase or decrease your entire rate structure or the rate for certain room
types or rate codes with a certain amount or with a percentage on a daily basis. For this to work, simply select a
day or a time range and enter a variation amount which is to be either added or subtracted from the regular rate.
The entered variation amount can be used as follows:

+ Base: increases or decreases the entire rate structure by an entered value.

+ Perroom type: increases or decreases the rate by the entered variation value for reservations of this
room type.

+ per room type group: increases or decreases the rate by the entered variation value for reservations of
this room type group, if there has not been a variation value designated for the room type itself.

+ Per rate code: increases or decreases the rate by the entered value for reservations of this rate code.

¥ per rate group: increases or decreases the rate by the entered variation value for reservations of this rate
group, if there has not been a variation value designated for the rate code itself.

The variation value for the individual days can be adjusted anytime.

"BAR - Best available rate"

The adjusting of rates with the help of the daily rates function can be used as a possible alternative to the BAR
functionality in protel. The use of the BAR functionality in combination with daily rates is not possible.

Calculation of room rates

If a reservation has been allocated to a rate with a variation value, the room rates will be calculated on a daily
basis for the length of stay taking the entered variation values into consideration.

If the length of stay is extended, the same will happen for the new days.

The amounts which have been transmitted will then be saved for this reservation. This will ensure that the rate
for this reservation will no longer be changed, even if the variation values will later be adjusted.
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Entry and care of the variation values

The values can be entered in the Front Office for all of the rate structures or for a certain room type or rate code

on a daily basis.

Accessing daily rates

1. Click the [Add-ons] button and select “Daily Rates > Enter daily amounts”.

7 Add-Ons

e

w Add-Ons =R =R

P E Active Deskiop C55
ﬂ Alle Gaste im Haus
- B Credit Limit Waming Report

EI i Daily Rates

EI@ Data exports to M5 Excel

2. Select a single day if you only want to adjust the values only for this day.

3. Select a time range when wanting to adjust the prices for numerous days.

Each row in the table represents a single day:

[= = |[=]

kg’ DailyRates_EnterRates

v
Day Date Entry RT/RC Rate 1 Rate2 Rate3 Rated4 Rate5 Rate6
= Sa 01.02.2014 - 00 00 00 00 00 00
= Su 02.02.2014 - 00 00 00 00 00 00
= Mo 03.02.2014 - 00 00 .00 .00 .00 00
= Ty 04.02.2014 - 00 00 00 00 00 00
= e 05.02.2014 - 00 00 00 00 00 00
= Th 06.02.2014 - 00 00 00 00 00 00
= 07.02.2014 - 00 00 .00 .00 .00 00
= 53 08.02.2014 - 00 00 00 00 00 00

0K Abbrechen Alctualizieren Right click for changes

Daily Rates - lllustration 1: The entry dialog box has been accessed for a time-period of 8 days (01-08 February 2014). Each day is

illustrated in its own line.
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Enter new variation value
You can enter a variation value for a single day or for numerous days all at once.

PLEASE NOTE: Should the values be entered for numerous days, the respective time range will have to be selected
when starting the program.

Select an arbitrary day in the table using the right mouse button. The following possibilities are available in the
context menu:

New Base

When selecting New Base, the entered variation value will have an effect on the entire rate structure. Example:
You want to increase your prices to a certain amount from 01-03 February.

IMPORTANT: First select the exact date range:

Daily Rates - new entry

Fram D ate: M.022014
TaoDate: 03022014

Arnout zingle:; @ |
Arnout double: |EI |
Armout triple: |EI |

Daily Rates - lllustration 2: The variation values should be compiled for the time range of 01-03 February.
Enter the desired variation value per occupancy.

HINT: Positive amounts will always be added to the regular rate. Is the price to be reduced, enter a minus sign in
front of the amount.

Daily Rates - new entry
From Date;
To Date: Abbrechen
Amout single: |'| i} 3
Amout double: |2EI
Amout triple: |3EI y
Arnout faur: |D |
Arnout five: |D |
Arnout gix: |D |

Daily Rates - lllustration 3: The entire rate structure will be increased by the entered variation values in the time range of 01-03
February.

+* Amount single = surcharge for the single-occupancy of the room
+* Amount double = surcharge for the double-occupancy of the room

+* Amount triple = surcharge for the triple-occupancy of the room [...], etc.
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New Room Type

When selecting New Room Type, the entered variation value will have an effect on the selected room type.
IMPORTANT INFORMATION: Always select the exact date range first!

Then, select the room type.

Enter the desired variation value per occupancy.

Daily Rates - new entry

Fram Drate: 04/02/24 || I Date
ToDate: 05/02/2004 | . Cancel
Room Type /MGroup  |RT: Buiness v| Room Type
Arnout zingle: 15 o I

Variation
Amout double: a0

values per
Arnout tliple: 45 Occupancy
Amout four: J=11] |
Amout five: |D |
Amnout i |D |

Daily Rates - lllustration 4: On 04 and 05 February, the rates for the “Business” room type will increase by the entered variation values.

New Room Type Group

When selecting New Room Type Group, the entered variation value will have an effect on all of the room types of
the selected group.

Note: Has a separate variation value been set for a single room type, it will be used for the rate calculation - the
variation value of the room type group will be ignored in this case. Example: A variation value of €10.00 has been
set for the room type group “Standard Room” and a variation value of €12.00 has been set for the room type
“Standard Double Room”. The amount of €12.00 comes into effect for the rate calculation.

New Rate Code

When selecting New Rate Code, the entered variation value will have an effect on the selected rate code.

New Rate Code Group
The entered variation value effects all of the rate codes of the selected group.

Note: The group variation value does not affect the rate codes to which a single variation value has already been
set. Example: A variation value of €10.00 has been set for the room type group “Corporate” and a variation value
of €12.00 has been set for the “protel” rate code. The amount of €12.00 comes into effect for the rate calculation.
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Changing the variation value

You can change variation values which have already been entered by selecting a row on the respective day and

selecting the “Change” command in the context menu by right clicking your mouse:

Day Date Entry RT/RC Rate 1 Rate2 Rate3
= Sa 01.02.2014 Base 10,00 1000  10.00
S ey | | 1000 1000 1000 ]|
= o E e 1000 2000 3000
- T New Room Type Buiness 1500 3000 4500
= We New Room Type Group Buiness 1500 3000 4500
=Th New Rate Code 0o 0o 0o
- Mew Rate Code Group 00 00 00
= Sa 00 00 00

Change [

Delete

A possible alternative is double-clicking the row in question.

A direct double-click in a row underneath the columns rate 1/2/3/4/5/6 only opens the respective variation value

for this respective element:

Changing numerous days

Day Date Entry RT/RC Rate1 Rate2 Rate3 FRated Rate3 Ratef
- g 01.022014 Base 10.00 10.00 10.00 10.00 10.00 10.00
s | 12022014 )| Double click
= Mo 03.022014 Base I 1000 2000 3000 4000 5000 GOOD
= T : . 0o
. Dail te for single rooms
= We 00
= Th 00
Amout single: 10.00) OF.
= Fr g I | 00
-y Abbrechen )

Select numerous rows (days) and select the “Change” command in the context menu to change the values for the

selected days.
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Index

A
Account statement 153

Accounts 141, 152

Accounts receivable 152, 264

Active sessions 236

Additional beds 214

Advanced invoice 77, 137

Alert times 35, 236

Arrivals report 165

Available rooms 198

B

Balances 178

Batch invoice 162

Block/unblock rooms 103

Booking confirmation 32
Send as PDF 33

Buttons 9

C

Cancel button 9

Cash register 123

Cash register closure 144

Cash register posting 141

Chance sales 138

Change name 33, 77

Changing reservations 124

Check / currency exchange 142

Check in 77

Check out 77

Colors 191

Commission clearing 221
Commission recipients 35

Commissions 267

Companion 35
Company reservation 77
Context menu 12
Control file 277

Credit cards 35
Currency exchange 142
D

Data exchange 152
Data export 277

Delete reservation 35
Departures report 171
Deposit 35, 40, 147
Deposits to be paid 147
Discrepancy 213
Double-click menu 28
Drag & Drop 13
Duplicates 287

E
Edit invoice 22, 124
E-mail 277, 289

End of day 230

Enter status 191, 213
Entering a date 14

Events 205

Exchange rates 35, 144
Extended rate code availability 110
Extended tooltip 76
External word processor 272
F

Family 273

Filter 194

Fixed charges 35
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Forecasting reports 199
Forms 152

Function keys 8

Future 268

G

General online help information 9
Graphic module 219
Group 77

Group action 84

Group advance invoice 77
Group cancellation 77, 88
Group check-in 77, 87, 88
Group check-out 77, 88
Group confirmation 77
Group invoice 77

Group master 60, 77, 83
Group members 60, 77
Group reservation 77
Guest address 246

Guest data 245, 254
Guest history 34, 269
Guest profile 241, 242, 245, 286
Guest profile search 75
Guest requests 256

Guest revenue 258

H

Headquarter link 286
Help 9

History of reminders created 152
Hotel selection 239

Hotel status 200
Housekeeping 205
Housekeeping Report 205
Hurdle rates 105

I

lcon7

IFC settings 35, 63

Information book 228
Information invoice 35, 124, 162
Inhouse list 169

Interim invoice 136

Invoice history 35

Invoice print mode 35

Invoice screen 149

Invoices 22, 35, 77, 124, 149, 273
L

Letters 32, 183, 270, 285
Linked files 35

Logging in to a cash register 124
M

Mail merge 277, 285

Mailing 277

Mailing wizard 277

Maintain allocations 112
Manager spooler 219
Marketing 259

Master profile 266

Meal plan 185

Message 26, 173

More... dialog box 35

Move 29, 239

MS Outlook 289

MS Word 225, 277

Multi Strategy 110

Multiple rate strategies 110
My profiles 276

N

Navigator 17, 18, 19, 22, 26, 33
Next room rate posting 35

No show report 184

o

Out of service 102
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Outlook 289 Reporting 217, 219

Overbooking 120 Reports 35, 165, 169, 171, 173, 175, 178, 179, 184,
p 185, 199, 219
Paidout receipts 147 Reservation 65, 76, 77, 90, 187, 191

Payment history 152 Reservation history 31

Payment receipts 147 Reservations on the book 215

Payment/routing instructions 35 Reservations report 179

PCl compliance 276 Resolution 192

Phone calls 35 Room allocation 99

Phone numbers 177 Room discrepancy 213

Photos 274 Room information 213

Pick up 65 Room plan 191

Post payment 152 Room status 213

Posting 77, 139 Room type plan 187
Rooming list 77
S

Sales call 94

Posting charges 139, 141
Posting check out 124

Posting details 124

Preliminary departure 138 Search bar 15

Print 35, 235, 277 Selecting multiple items 13

Print button 9 Sharer 34, 90

Print invoice 35 Sharer reservations 34, 90

. . SMS reservation confirmation 66
Private reservation 76

Source reservation 77, 90

sSQlL 240

Pro forma invoice 35

Profile maintenance 286

Profile tabs 12 Standard buttons 9

protel Explorer 276 Sticky note 15

protel Match & Merge 287 Sub-profile 266

R System data 235

T
Tables 10

Rate availability 106

Rate code posting 35, 141

Rate-by-day grid 35 Telephone 177

Rates 260 Telephone system 238

RBD 35 Text (local) 16

Remind debtors 152 Text templates 225

Rentable objects 176 Traces 35, 175, 275

Report spooler 219 Transfer items 35, 124
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Travel agent reservation 77, 90 W

u Walk-in reservation 76

User logoff 235 Window settings 9

Y Windows defaults 9, 10, 12, 13
Void 35, 77, 150 Word processor 225, 228, 285
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