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Preface

This document has been created to explain the daily use of BellaVita: log in/out, describing the
options of the Welldesk, creating and cancelling bookings, and taking payments for bookings. This
documentation has been prepared based on Windows 2003, 32bit server technology.

Audience

This guide is intended for system users and system administrators.

Customer Support

To contact Oracle Customer Support, access My Oracle Support at the following URL:
https:/ /support.oracle.com

When contacting Customer Support, please provide the following:

* Product version and program/module name

= Functional and technical description of the problem (include business impact)

*  Detailed step-by-step instructions to re-create

= Exact error message received

=  Screen shots of each step you take

Documentation

Oracle Hospitality product documentation is available on the Oracle Help Center at
http:/ /docs.oracle.com/en/industries /hospitality/

Revision History

Date Description of Change

June 16, 2013 e Initial publication.
Document Version Number: 1.0
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1 Everyday Tasks

This section explains your daily tasks in Bellavita: log in/out, describing the options of the
Welldesk, Creating/Cancelling Bookings, taking payments for bookings. Each section explains the

task in detail, and gives you tips at the end if there are other ways to reach the same option.

Log in

Use your username and password to log in to Bellavita.

Fle Edt Wiew Help Administrator
Rla s z|+me[c-=|0@av ke e /
Legin  Logout
Welldesk
M2 accounts Usernanne ‘cwd ‘ ( Login |
Password Logout
ﬂ EBookings ‘ ‘ ‘ ‘

;(\J?' Cash | Sale
Plugin-Information
‘ Marne Infa

1 |Synchronisation running
__); Guests J i &

¥ Documents

| Offer Overvigw
L

@ Packages

% subseriptions

Schedules

Master Data B E A

LL 1/t
Import / Export

Administration

When you are not logged in, all the menus are hidden and inactive. To log out, simply press ‘Ctrl+F4’
or return to this menu by clicking on the blue login title, selecting log in/out and pressing the logout
button.

After logging in, the logged in user will be visible on the top right corner of the screen.
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Welldesk
Bookings (Ctrl + 2)

This option shows you all the bookings listed for the day:

[ mrom—— ]
0 =
Niz = . Raeference humber (U
| i | Book
| . e = 5
| | ook | & & O [l4be0n- 210600 | | (o B L
B Cash [ sde
-  Cockns | Guests | Emekees | Fachties. | Offers | Packages | Intraday Booking thanges |
¥ Documents
gl ) rentatwe ) tentatwe overdue ) reserved ) ncomplata | deactivated 0 not satthed
K cmnts - - - :
Description | Start |End | Duration Empioyee | Faclity | Gost | Paving Guest | Status | Packane | prepad | settied |
i offer Qvardew (B Beswaty .. 14.06.2013 - [ 34.06.2013 - 0000:30 Bty Svscamwi Ruda Sevornd Rk °
_J Radty tro.. 1406013 - 114062013 « WO0:SE0 Tect Fultima... RBasty Abrle Brogy Abrie Frose a [
B package D Beauty (., 14.06.2013 - 1 14.006,2013 - L0330 Test Fultime.., Bsauty Buther Mark  Buther Mark e o
F1 Deauty tr... 14.05.2013 - 1 14.06.2013 - L00:I0 Emgioyee An... Beauty ¥emama ke akma o
% subsoiptions el B Bty tr. 14062013 - 1-14.06.2013 - 20030 Tueik Fudtimee.., Biumty Beovos ohbwry  Brvo Jobbiy @
] Fuss mass... 14.06.2003 - 1:14.06,2013 - 10030 Empioyes An... Massage Roo.. Muler Frarkie  Muler Franks °
51 Beauty tr... 14.05.2013 - 1'14.06.2013 - 1°00:30 Test Fultime... Baauty Duter Mark  Butler Mark o L
T T
[ oo " v i—————. PO p ey p—
I | @ Pmkkt. | ¥ 1 Guest per Page| /) ¢ |

|

On the top you can select to have today’s bookings or any other date’s or time period’s bookings
listed. Using the tabs below, you can list these bookings by Guests, Employees, Facilities or Offers.
The Intraday Booking Changes tab lists any changes that were made to today’s bookings.

oo B eookings
welldesk
o | Resorvation fefarencs humber |0 | Reference humber 0
- Date Range _
| pocta = Date|14.06.5013 || [Todayl & & 0 (14062003~ 20062013 [m) | | = el
BOKNGE | Gt | Frmloves | Facines’ | Offees || Packages | Intraday siookig Changos |
% pocumants
affoctod Empinyoe = || how Acknawindoed
. Guasts 7
s Acknowle. . | | Change Date | Empliyee Doxcking | Dhange Type Criginal Vishoe | B Wk
f Offer Cvanvaw
B Packages
#5 subscrntions
e
| addons ] Mot acknawledged & Acmowledged
. - & e | Y |

You can filter the records by affected employee: this comes handy once all employees have their
schedule for the day but there are changes on them — you can just give them a list to see what affects
their day.

To keep a track of the changes which were already communicated to the relevant people, you can
acknowledge them as to make sure you see if there are any additional changes coming up later.
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Cash/ Sale

(Ctrl + 3

)

This is your cashier. The first tab you are presented with is the Sales/Redemption, however first you
need to make sure that the cashier is open on the Current Session tab.

T
welldesk

SPA cashier

Accounts

Baokings

Cash { Sele

" Documents

Guests

Offer Cverview

Packages

Subscriptions ol

[

Description |SPA cashier

| Main Register

Selected currency

Tritial Balance

Deposits/Withdrawals 0.00 EUR

Cash Revenue

TotalinEUR  +
260.00 EUR

Mon Cash Revenue

0.00 EUR

Tip Non-Cash 210.00 EUR

305.55 EUR

External Revenue 0.00 EUR

Stock of Tip

10.00 EUR

Tnitial Cash Tip A

Cash Tip Revenue 0.00 ELR

Please select.

sStock of Cash Tip 0.00 EUR. Mon Cash Tip 210.00 EUR
Cash Balance 565.55 EUR. Tatal Balance 775,55 EUR Total Tip 220.00 EUR
Tip
Tip cash 0.00 EUR Tip non cash 0.00 EUR Tatal Tin 0.00 ELR.
Documents
Export Status ‘hunked |Nnte ‘Dutumem N... ‘Type ‘Dutument Date ‘Emp\uyea Total Amount incl, VAT
] [] 233 Package Posting 12.06.2013 - 17:29 Wicros Fidelio 10.00 EUR |~
L] ] 232 Package Posting 12,06,2013 - 17:29 Wicros Fidelio 11,00 EUR
L] L] 231 Package Posting 12.06.2013 - 16:30 Wicros Fidelio 10.00 EUR.
L] L] 230 Package Posting 12,06,2013 - 15:20 Wicros Fidelio 28.00 EUR.
e | e | 2 113.00ELR
L] ] 228 Irwoice 12.06,2013 - Wicros Fidelio 22.00 EUR.
L L] 227 Irwoice 12.06.2013 - Wicros Fidelio 22.00 EUR.
L] ] 226 Irwoice 11.06,2013 - Wicros Fidelio 28.00 EUR.
L L] 225 Irwoice 11.06.2013 - Wicros Fidelio 30.00 EUR.
L] [] 224 Irvwioice 11.06.2013 - Micros Fidelio 20.00 EUR.
L L] 222 Irwoice 07.06.2013 - Wicros Fidelio 5.00 EUR.
1. L] [] 221 Package Posting 02.06,2013 - Micras Fidelio 15.55 EUR
El - - g2 1 el nai Pk = run (T
Export State:
T ot © e o
| cash withrawal,.. | [ Cperno. || dosng.. |
3 Cashier Clusing %]
(1) Cashier Closng
Diocument Cate 14.06,2003
Dot Mumbes n
cinh e
Emrploys: -
Amount of cash per currency | Paiclmount | Amennt |
3,000 HF 10,00 ELR|
295,55 EUR 5,55 twi
L
= End Of Day ‘ ‘ m Clasing Current Cashier Aamounk | aEsmER
Duescription Cordier Clorirg
aent.. | [ 2o [ Hcaxa |
inel of Day u
Erd of Oy, Cunment Cater: 2013-06-14 =
o :
EETH ~
{Checking booking status.
Checking Document statis.
Checking non settiad bookings.
Uosa al cpen cash sessions.,
[ %

Select the Opening button at the bottom to open you session. The cashier opening window comes
up showing the details of the cashier opening. Click OK to open the session.
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To put in or remove any cash (like your float) use the Cash Deposit and Cash Withdrawal buttons.

To close you cashier at the end of day, return to this window and press the Closing button.

First, select print to view/print your cashier closure report. Then click OK and your session is closed.

The List of Sessions tab shows all the closed and currently opened session. The buttons Opening
and Closing are also available from here.

— oo
[_____eewidakees
e Desarintion |584 cashier Main Register (vl
212 Accounts
| Curent Sesson | (Lstiof Sessions |/ Saes | Redemption |
WY Booknos
< S, 5 ==
|y o f e Iapdaes | o Cah Revere | GO ER)
Cash Revenue | Extomal Revenue 0.00 EUR |
U Guase stokofCath T | L 1
§ iffor Croosviw Cath Balance Totd Edance | 77555 EUR | Tatal T | znmes|
Tip Withdrawal
B Pk TP cich [ DO0ER| T non cish DOOEW| ol Tp | onmes|
1 o L] FHPackage Podting 1729 Mo Ficdeln
2 L & 32 Package Pocting 12, 13- 1729 MicTos Fidkd
3 L & FE1 Packag Posteg 12.06,2013 - 16130 Mcros Fickd
_'|_ L L 230 Package Posting 12.06.2013 - 15:20 Micros Fickedo
5_ L] -] 229 Irvoice 12.06,2013 - 15:19 Micros Fideko
b_ L] L] 220 Irvoice 12.06.2013 - 14:57 Micros Fidelo
7 L] -] 227 Irvoice 12.06,2013 - 10:00 Micros Fidelo
= -] -] 220 Irvoice 11.06,2013 - 1746 Micros Fidelo
] L] L F6 brvoica 11065013 - 17:41 Micras Fideko
“ 10 | L L 2249 trveicl 11.06,2003 - 1725 o Fickodn FO0.00 EUR |
m H_ L] o 222 rvoicn 07.06.2013 - 11:17 Mo Fickedo 5.00 ELR
-2 2 o o e o ==t
YT | Soo s T |
= ——== RS A i
- L oo, |
L admistravon |

The Sales/Redemption tab accessed through the Welldesk is used when you are selling products or
subscriptions only, but not treatments.

[ wan W spacashier FE= + + I

Description |5PA Cashier | Main Register

Sales { Redemption

0 No document found.

.
2= aceounts

g Bookings
Cash f Sale

Guest & | | & Payment Method
g Documents AeEE B | @ ’V Payrnent Method '|
L Glests Employee | ,‘
& O GrEEw | Dotument posrions | Pament et Postens: | Empkyes | (ussEnGte | \
ﬂi’_ Packages 5 O %
‘Note |prepa|d| Quanm|Descr\pt\Dn |Charge Type |Rate Categaory |Rate VAT In % |Tota\ AL, |D|scuum ‘Manua\ Total ...

rs Subscriptions

Schedules

Master Data

Import / Export [ Print receipt Amount |

R T - Smen]
‘ Mew Redemnption ‘ | Cancel ‘ ‘Remnve - Returned | 0.00 EURl
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First select the guest — otherwise the invoice will be registered with the guest Passer By. Using the
icons on the top right corner of the Document Positions tab, add articles (first icon) or subscriptions
(second icon).

) m]
= Add Article

Add Subscription
Fifter Criteria
Otrbutor | | 2l
Brsaigtion | ]
Bletell - %
= ; | I [amoecon  [oumentstos |
o I | 18,00 EU frtide 2.0 item @ |
EUR|Articks
0,00 LR frtide stock
0.00 ELR Artick: vt i stock
20,00 EUR Autide 0.0 item @
{5 [5pa Prectet 10.00 EUR &rticks 1.0 item
M 0,00 EUK firticle rot i stock
|8 [buety ition coxn.. 2,00 ELR &rtick: rot stk
o jtest ok 5.00 EUR: Article not in stack
i e
Quantty  Hate Tatal Amount ind. VAT Descoent Pl Tetal Amount incl, VAT
I_1.u F5.00 ELR SO0 ER | |

Fa ELR

1 futn Gabagory.

When you add the articles, you can select them from the above list, enter the quantity sold and either
click OK to add this to your sale or click Add to continue selecting additional articles.

Document Positions

w0

|Nnte |prepaid |Quantity | Diescription |Charge Tyvhe |Flate Category Rate VAT in % Total Amo... | Discount Manual Total A...

1 10 Hydra Beauty B... Spa Retail Products 35.00 ELR 10.00 % 35.00 ELR 35.00 EUR

2 1 Spa Product massage 10.00 EUR 2.40 % 10.00 EUR 10.00 EUR
Pint raceipt amount 45.00 EUR
| b= SElE | o fiin | Settle ” v Recsived | 0.00 [EUR =]
| MNew Redemption | | Cancel | Returned | 0.00 EURl

Once they are listed on your sale, you can change the quantity by double clicking on the number.
Click on the Discount field to choose from the discount categories if required.

You can delete any items that you added but do not wish to sell by the red cross.
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= alect Subscription Template

1Al Subscrption Tomplates

T Subscription Templates

Mew Subscrition Template

[ 10 massage
[2 10 Footrassage 2.7
[ Turmower Retewant Subscription
B testing invoice
Maw Subscrition Template:

Recetver Passerby New

=7

[ on | [ € cancel]

To sell a subscription, use the icon for subscriptions which brings up the above window. Select the

type from the list and add it by OK.

Subscriptions will appear on the document positions list with a 0.00 EUR rate which you need to

change to the appropriate amount.

SPA cashier

Description |5PA cashier

b |

Sales / Redemption

{x] |At least one document position does not contain any payment method

Mair Register

Guest o>

|Passerhy [

Receint Date |17.05.2013

| » ’—Payment Method

Payment Method

Employee

[ricros Fidelio

Document Positions

oo %8
‘Nute |DreDa\d |Quantitv | Description ‘ Charge Type |Rate Category |Rate WAT in % Total &ma... |Discuunt |Manua| Total A...
1 1) Hydra Beauty B... Spa Retail Products 35.00 ELR 10.00 %a 35.00 EUR
2 Spa Product massage

10.00 EUR

100.00 EUR

2.40 % 10.00 EUR

100.00 EUR

25.00 EUR

et | 145.00 EUR|
[ HE Sl | [ GeAilinn | Recewved | 0.00|EuR =
[ Hew Redemption I Cancel | Returned | 0.00 EUR |

There is a setting in administration if you change any price, the system asks you for a reason for the

discount (change of price). Give a short description such as standard rate. These notes appear only
on your system and will be shown in the Note column.
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Sales  Redemption
> RS IR

Discount |15.00 % -
Guest o Passerby Mew | ° | | Method
Method -
Rereipt Date |17.08.2013 Regular Guest |
Employes Micros Fidelio
Document Pasitions ﬁ
L
‘Nute ‘ prepaid |Quar |\.’AT in % |Tuta\ Amo. | |Discuunt |Manua\ Total A...
1 35.00 EUR 10.00 % 35.00 EYR. 35.00 EUR.
= 00,00 ELR 10,00 % 100,00 EJR 100.00 EUR.
] &pply on whole group
o OK | ‘ 2 Cancel
prit recaipt Aot 145.00 EUR

| I &l I Ganilm | Received | 0.00|[EUR ~
-

| Mew Redemnption | | Cancel | Returned | 0.00 EUR|

Once you are done with the posting of items, select the payment method from the drop down menu.
In case of hotel room charge, you need to add the room number below the payment method.

If the guest pays with multiple payment method, go to Payment details tab and enter the amount
of the first payment method selected. This creates a second line with the remaining amount where
you need to select the payment method: click in this field to get the drop down menu of the payment

methods.
GLest 5 |Passerhy Mew | P "PﬂvrﬂEnt Method
Receint Date [17.06,2013 [m] PRTIERE GTEAAEE] IR 2
Ernployes |Michs Fidelic v|
Yaoucher |Pavment Method ‘Room Murnber Armount Paid &rnount Exchange Rate

Cash 143.50 EUR 143,50 EUR 1.00
143.50 EUR|
| L= s N o, | Received | 0.00[ EUR =
| MNew Redemption | | Cancel | Returned | 0,00 EUR|
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The employee tab gives you an option to change the employee from the default (the user who is
logged in) to the person who should get commission for the sale of each item. Double click on the
product and select the right employee from the drop down menu on the new window.

Sales / Redemption

Guest o ‘Passerhy Mew | & Payment Method

Payment Method |Cash -
Receipt Date |17.06.2013 [= |
Employes Micras Fidelio . Select turnover relevant employee

fﬁﬁ Description ‘Hvdra Beauty Body Lotion |

Description Emploves | Employes Anatt - Turnover Erployes
Beauty Body Lotion
O Spa Product Micros Fidelio
[&y 10 Footmassage 2.7 f Micros Fidelio
143.50 EUR|
| L=y GE1E N L | Recaived 0.00[EUR ]
| Hew Redemption | | Cancel | m Returned 0.00 EUR|

Once you are done with all the details, the Confirm button becomes available.

Sales [ Redemption

P

Guest o |Passerby e | e " ¥ 1t Method

Payrment Method |(Cash

Receipt Date |17.06.2013 =

Employee |M\cros Fidelio

Employee

Description

Criginal Description Turnowver Employes

O Hydra Beauty Body Lotion Hydra Beauty Body Lotion
O Spa Product Spa Product

[& 10 Footmassage 2.7

Employes Anett
Micros Fidelio

10 Footmassage 2.7 Micros Fidelio

143.50 EUR|
| [0 SHlE recaived | 0.00 [EUR._ =]
| Meww Redemption Returned | 0.00 EUR|

Click it so you are then presented with the option to print the invoice.
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Documents

All the documents: invoices and receipts are displayed here of the current day or a certain date range.

Document

’—Date Range

Status
® Date|12.06.2013 | <o = O 31052013 - 28.06.2013 | ‘ 2 rat exported @ al
Type Cash
[ [ - [ [ =
Search contains max. 200 entries.
|E><pDrt Status | booked ‘ Document Mu... | Type ‘ Document Date Total Amount ind. ... | Guest Resort Cash
g & [ 233 Package Posting 12.06.2013 - 17:29 10.00 EUR Karen Anna Sk cashier
g L] L] 232 Package Posting 12.06.2013 - 17:29 11.00 EUR Karen Anna SPa, cashier
ﬂ L. L] 231 Package Posting 12.06.2013 - 16:30 10.00 EUR Karen Anna SPa cashier
g & & 230 Package Posting 12.06.2013 - 15:20 28.00 ELUR Karen Anna Sk cashier
u L] o 229 Invoice 12.06.2013 - 15:18 119.00 ELR Karen Anna SP&, cashier
g &% L] 228 Invoice 12.06.2013 - 1457 22.00 EUR Bécsi Taki SPA. cashier
u L L 227 Invoice 12.06.2012 - 10:00 22.00 EUR Butler Mark SPa. cashier

Export State: @0 ready € incorrect € exported

HTMG Postings

Guests (Ctrl + 1)

Using this option you are transferred to the guest search window. Enter the search criteria, and press
enter or the search button.
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‘ ™ Guest search / create B I

| Sech |Racant Acceseeeraste |

Last name * |kern

Mermbers only [

First name | | Companies only [
Room | | Present at [_|
Membercard | | [17.oez0iz |
e N =1
Max, 200
|T|t|e |Last name |F|rst name |Address Arrival Departure |F0r9|... |Res-Id ‘R00m| MNote |Me... ‘CD... |Gr0up
[ | Kern Alma by 1134 Budapest
] Kern #4 ?
] Kern #5 ?
u Kern #2 ?
u Kern #3 ?
‘ Guest Status: Query is running B Hotel Guest B In Belavita only B Blacklist ! Out of synchronisation.
| [ | e

Enter the name of the guest to search for it first. If there are no results, the system offers the option
to create new profile. If there are results, but you do not see the profile you are looking for on the
list at the bottom, the create tab at the top becomes active. The recently accessed tab shows you all
profiles that you have accessed since your last log in to Bellavita.

If you found the right profile, select apply to view it. If you need to create a new profile, enter the
basic details of the guest and click Create new Guest.

2 Guest search s ereare |
| (e | ety hecassea | Craate |

Guest Address
Comparny = -+ | v| Street | |
Title | 'l PC | = | | City 1 | <
Gender [ ~| Region | =
First narne [ |

¥ Company
Last name [m1ary |

Companyaddress | | <
Guest Mumber | | Farsign 10 | |
Day of birth | =] Contact

N Telephone | | Telefax | |

Mationality | v| Language | v|

Maohile [ |
Standard-Type ||:| v|

E-Mai [ | C
Type ||:| v|

i ¥ Presence

[ Salaiaimmn SoLrce: Ll Hotel

\
\
\

Room Mumber I:l CurrReservationld

e ]

» Miscellaneous

| &Create new guest | | == Select external client | ‘

K Cancel

The guest profile is presented once you either created a new guest, or selected apply in the search

field.
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Mary Belleza FHiE= + + n

Guest Address
Company [ o | v| Street |R0und about 45, \
Title [ R s City § [Londan | =
Gender [ - Region | B
First narne [Beleza |
¥ Company
Last name |Mary |
Company Address o> | & i
Guest Mo |79 | FID [ |
girthday  [05.07. 1965 [Em) Contact
o Telephore | | Telefax | |
Mationality |=Hungary v| Language | v|
bl GO6555455545554
Std Type | vP < e L ‘
E-Mail |mary@belleza.com | =z
Tye @i -
¥ Presence
¥ Salutation

Source == Belavita

Letter greeting | v|

Arrival  [17.06.2013 || Departure [21.06.2013 =]
[FiREE i | Room | | Res. 1d o |
Showr as |Mary ‘

¥ Miscellaneous
¥ Insurance | overbookable [] Mo Mailing

Health Insurance

‘ W Guest is not on black list

I
Insurance Nb. | |
I

Mational Identification Murnber

\E Privacy Cansent | | Accept Privacy Consent | | Deactivate Guest | | &5 Reservation confrmation... | [ 2 Merge from Guest...

There are several tabs and options on the guest profile. In this section only the most important and
commonly used ones are explained.

Person tab:

- Guest type: all hotel guests are defaulted with the value of Hotel Guest, but you can change it to VIP,
Employee, etc. It is important to select it as for example some discounts and rate code categories are
linked to guest types.

- Overbookable: preferable to tick it as without that you are unable to book parallel treatments for the
same person, such as a manicure and pedicure at the same time.

- Guest not on black list: if you click on it, it changes to guest on blacklist — in case you had previous
issue with a guest regarding payment or so.

- Merge from guest: In case you have multiple profiles for one guest, select the one with most details,
click this button and select which other profile you would like to merge into this (the bookings,
subscriptions and histories add up, but all other details get deleted on the second profile)

Bookings tab

Everyday Tasks 15



Bookings

| Active [ aActive

Open Bookings op (D Booking correct.

Offer | | Type
Package | | MNurmber ‘ |Overbuuking [w] &llo
Date = - Status \ |
Preparation | ‘ Clearing | | Rate ‘ |
Tentative until I:Iil I:l l:l Pricing Rule ‘ 'l
Market Code ‘ v|
Avallable Faclities
Resource Skill
Paying Guest/Res-1D | |f | vJ <
Rate Category | v|
Charge Type | v|
Attending guests B o=
MNote ‘ Mernber Title: First narne Last narne
| &4 Confirmation. ..
Here are all the guest’s future bookings listed and you can create new ones with the yellow cross.
To edit any bookings, highlight them on the list and press edit on the top right corner. It will take
you to the booking screen.
Everyday Tasks
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Schedule tab

Mary Belleza HEpyE 4 n

Schedule

2013 Mon 17, Jun Tue 18, Jun wed 19, Jun Thu 20, Jun Fri 21, Jun
$§3 - Mary Bellsza Mary Belleza Mary Beleza Mary Belleza Mary Belleza

This is the schedule of the guest. You have the same options on it as on other schedules: create
bookings, review/cancel/pay existing ones.
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History tab

Mary Belleza EEl= + 3 8

History

Hice Removed Articles [ Unpayed Positions (@ Date|17.06.2013

¢ & O 0Los2mi3-0107.2013 |E

|5tatus |Date Description ‘Packag..‘ |prepa|d |sett|ed ‘pnsted |Pawng |Quantltv |Un|t Rate |TDtaI Armnount

Status: @ removed # replaced @ consumed €3 missed  reserved ! incorrect

Total Revenue EUR ¢ 0.00 EUR

| #] Deactivate | | Reserved ‘ 5] Settle Bil... |
| # carcel... | | & Checked in ‘
| # Rernove Article. . | | £ Mo-show ‘
Receipts
MNote Dorcurnent Number Type Docurment Date ‘Tntal Arnount incl, WAT |Expnrt Status |bmked

Export State: @ ready € incorrect € exported

This tab shows you the history of the guest, see what treatments they paid for, what they still need
to pay for, etc. The bookings where they are not the paying guest only attending guest will not
appear here.

You can search by dates as well as search for only unpaid positions. You can post an article on their
bill by the Add article button on the top. Highlighting any paid position (article or offer) the receipts
show at the bottom under receipts. Double clicking on it will give you an option to review or reprint
the receipt.

Everyday Tasks




Offer overview

Gansts ER
G ks — -
g &2 Mo, 17. 06, 2013 “7.00 8:00 9:00 10:00 11:00 12:00 13:00 14:00 15:00 16:00 17:00 18:00
Guests —
WV Bodkings
M cah s
¥ pocuments L
s
_E Guasts
[ £ | otter ovormaw e
_. Hack-neck mascage | | | |
B packages Besusty fac orly -
S py— Besuty testrent |
] [
Csandes Fiheno - Cobpd | I |
Ceoportos Bolvongis
Fuss Massags | | | |
Group offer .| | | |
ew Offer .| | | |
e Offers — - - —
— —— - - —
3 e Pre schedulad dacses
Relai offer — - —
TR — - - —
T —— - —
VT | oo o - — —
T ——— 28 20| ool 8s] o (M

This option shows you the availability of each offer on the date selected at the bottom of the screen.
The blue horizontal lines show when they are not available. This is based on the Employees
presences and the existing bookings, absences.

Subscriptions

P —— '
welldesk
" Al Subscriptions - % Date Range Statu
~ © Accounts
L 1 [17.05:2013- 17.062003 [ [st v cavs| || & b v OO% O
!g Bookings T Subscription Termplates
Mew Subscrition Template ‘Ea\e Date v |5tatus |Numher |extema\ Description ‘DESEHDUDI’\ ‘Quanm |unb||\ed|sett\ed ‘pnsted

10 massage
10 Footrnassage 2.7
Turnover Relevant Subscription
¢ Documents [ty testing invaice:
N “MNew Subscrition Termplate
L Guests

_i_ Offer Owervisw

5 Cash | Sale

ﬂy’ Packages

% subseriptions B

& issued &8 partly redeemed " redeemed X cancelled ¢ incorrect

This option shows all the subscriptions issues and redeemed by category. Select the template of
subscriptions on the left and all the subscriptions based on this template will be shown on the list.
The code of each sign is shown in the bottom line.
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Configuration

To be able to set up subscription and to use them successfully, we need to set up a new charge type
and payment method.

Set up a new cost center by the yellow plus in Administration — Settings — Cost Center.

Ele Edit View Help Administrator
|aﬁ}=w|-i’é|c=r:a-=>\‘u|ﬂ\ 220 c-a

welldesk -Conditions
— T — |
Master Data

[ Import/Export |
Clear Query.
Reports

I || Murnber || Description HDatabase-ID HRavenuECenter HSDa
e Bellavits 20 Package profit and lost 23 Main Revenue Center
B0 Schedule 30 Coupon profit and lost 84
=19 Settings 3 100 Caupan external redemipion 143
B Basic Setup [4 1 Treatments 248 Main Revenue Center
181 Booking 5 -15pa Retal Products 343 Main Revenus Center
[6_1 -2 Beauty Treatment 345 Main Revenue Center

0 Irwvenitary

B Medical (Swiss)
@ Pricing

@ Print Templates
G180 Resource Fitter
=3 ﬁ Reverue

+ Cash

¥ Category

+ Charge Type
v

 Extemal System Code Map
¥ payment. Method
& Payment Method Group
+ Revenue Centar
< vaT

e23 Iﬁ Standard

-0 Systern

&r Templates

@ voucher

-8 Motes

-1 Logging

- 13 Multi Language

-0 Activation

- 10 User Admimistration

410 Super User

18 Svstern

Add a description and select the revenue center.
File Edit Wiew Help Administrator

Hlass|lvnm|ce-2 |0 BEoe0

[ wedesk NS w2
Schedules Description Subscription
Master Data
Add-Ons
< Absence Template
4 Administration of Print Tem
4 applicationrea:
4 approved Therapy
< Article Type
- % Booking Cancellation Catagd
- 4 Booking State
- < BookingExtDescription:
< Cash
- ¥ Category
5 Charge Type
- 4 Contact
<+ Cost Center
4 Countries
4 Discount Ternplate
< Error Log
< Error Text
4 Exchange rate

Database-1D ‘D |

" RevenueCenter ... |Main Revenue Center -

Spa -

Categaries | Murnizer | Description | 1dirDE |

Add a category in this cost center by the yellow cross.
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Fle Edt Wew Help Administrator

Haltk|l+mm|cd | ofllaeo

T
welldesk it =
ar
izl I
Stop
Master Data
port / Expo
Clear Query
———

H 8@ 0 «A

| Entityniame [Py | Description | rdinoa | cost center
1= Bellavita [1 |Category 1Package profit and lost 85 Rackage profit and lost
i schedule [2|category 1 Coupon profit and lost 86 Coupon profit and lost
W Settings 3 |category 1 Coupon external redemtpion 144 Coupon extemal redemtpion
{8 Basic Setup [4_|Category 1 massage 250 Treatments
O Bocking [5_category -15pa Retal Products 342 Spa Retal Products
B Inventory [6_|category 2 Beauty 344 Beauty Treatment
7| Category -3 test 357 Beauty Treatment

O Medical (Swiss)

-1 Reverue
4 Cash
e

¥ Charge Type
- 4 Cost Center
% Extemal System Code Map
w47 Payment Method
4 Payment Method Group
- 4 Revenue Center
VAT
b0 Standard
-1 System
- Templates
F -1 Voucher
O Notes
il Logging
B Multi Language
-1 Activation
Tl User Administration
- Super User
T3l Svstem

Give a description and select the cost center.

EntityMame Category
Hurmber -2
Description Beauty
IdInDB 344 |
Cost Center ... Beauty Treatrmemnt '|
ChargeType ” Diescription " ExtDescription " Database... ” Description || Active ” Cost Center

Beauty Treatments 5 Beauty Treatments Beauty Treatment

Add a new charge type by the yellow cross.
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Fle Edt View Help

Administrator

Hlak

l+ml|cE-=[0l&®

5@ 0 °a

Start

HDesmpt\nn || ExtDescription

HDatabasE-ID

||Dascript\nn

HActiva

H Cateqgory

|| Cast Center

T Belavita

-1 Srheduls

E-1F Settings

-1 Basic Setup
1 Bocking

O Inventory

W Medical {Swiss)
@ Pricing

W Print Templates
10 Resource Filter
E-& Reverue

i Cash

4 Category
&

+# Cost Center
i+ 4 External System Codle Map
too 4 Payment Method
7 Payment Method Group
+ Revenue Center
VAT
b+ [0 Standard
-1l System
-3 Templates
G- T Vioucher
+ - Motes
- Logaing
{3 Multi Language
-1 Activation
+ -0 User Admiristration
|- Super User
9 Svstem

[1_|massage

|2 |Rackage Profit and Loss
[3|Spa Retail Products

|4 |Beauty Treatments
[S_|Coupon External Redemption

2 massage
3 Package Profit and Loss
4 Spa Retail Products
S Beauty Treatments

26 Coupon External Rede...

massage
Package profit and lost
Spa Retail Products
Beauty

Coupon external redem. ..

Treatments

Package profit and lost
Spa Retal Products
Beauty Treatment
Coupon external redem...

Give a description and select the cost center and category.
Blacss|«mm|et-=|ofso

SR

— T

Bellavita -~
W Schedule
= 12F Settings
8 Basic Setup
@ Booking
W Inventary
T Medical (Swiss)
@ Pricing

Description Package Profit and Loss
ExtDescription

Database-1D &l

Description Package Profit and Loss
Active

Categary ... ‘Pa\:kage profit and lost

Cost Center ... Package profit and lost

PricngRuleCfChargeTypes H PricingRule

\|Sua

Now we need to set up a new payment method by the yellow cross in Administration — Settings —

Payment method.
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Fle Edit wiew Help

Administrator

la[T]x |+ m | @

s o e Y E[E

20

Conditions

I | )

Clear Query

-l Print Templates
T Resource Filter
I Rewerue
 Cash
- 4 Category
o Charge Type
- &% Cost Canter
<? Extemal Systern Code Map

<9 Payment Wethad Group
- &% Reverue Center
o vaT

Add a description, tick active, export and select the payment method group.

Ble Edit W¥ew Help

||Descr\.‘. ‘lExpnrt Hopera.‘. || Opera... HEequem Hsp\lt .. ||Actwe HFlsca\lse H Use fo... ||Haso‘.‘ HHﬂteI HHnte\Ru 4 ‘lAna\n‘.‘ Homlt L. HFnr Yo ‘lEhﬂW‘ " H(nde H dInDB HPayme.‘.
1 Bellavita 11 |none [m] 0 0 O [} [} O [} ] [m] [} i 79
-1 Schedule 12_JHotelR.. [J 0 1] ] ] [m] 0O 1 an
E-Ta Settings (3 |Cash [J 9000 1 [1} O O [m] O [m] [m] O 2 8LCash
@ Basic Setup (4 lPackage [ 9009 2 ] O O [m] O [m] [m] O 3 g2
T8 Booking (5| Micros: O 0 i} [m] [m] [m] [m] [m] [m] [m] [m] 10005 262
& Inventory 6 Jvoucher [ 0 0 ] ] ] ] ] [m] ] ] -1 272
W Medical (Swiss) [z 1 L) 9500 6 0 [m} a a [m} a a [m} a a [} 2 3
1 Pricin 8 Jb i ] o O 0 0 O 0 ] O 0 ] O 3 3sacedt..
" 9 la O 0 0 O 0o 0o 0O /0 O o g O O 4 30

Administrator

|-flé\¢-\za

-¢>“ﬂ‘ﬂ‘a% w g

S CREAY

MaStEr Data

lmuur Xport

T Bllavita
W Schedule
158 Settings
T Basic Setup
1 Booking
-1 Inventory
O Medical (Swiss)
Pricing
@ Print Templates
b Resource Filter
EI-1 Reverue
¥ Cash
- 4 Categaory
+ Charge Type
- & Cost Center
+ External System Code Map
¥ Payment Method
- & Payment Method Group
 Revenue Center
A
E-T Standard
- System
-1 Templates
- Voucher
‘88 Notes
@ Logging
6 Multi Language
T Activation
Wl User Administration
8 Super User
Tl Svstem

Description

Export
Opera Posting Master

Opera Payment Method 1d
Sequence

Split factor

Active

Fiscalise:

Use for accounts
HasOwniumberingCycle
Hotel Room
HotelRoomOrLikeHotelRoom
Analogue Hotel Room
Omit [FC RN

Fior systemn usage

Shown in Manual Selection
Code

IcInDE
PaymentMethodGroup ..

CodeToExternalSystemiMapping

Cash

2000

o

HE008 D &

[

@
]

Cash

‘lExtEma\[haractar[ndE ‘lExtErna.‘.HIdlnDE H(nde

|| Externalsys. . ‘

2 27 Cash

FIAS / 1

The new charge and payment types have to be mapped to the PMS transaction codes by interface

specialist.
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Master Data

Subscription templates are set up in Master Data. This is where we have to set up the subscriptions

that can be sold later.

If a subscription can be redeemed for an offer/article that can be sold for other method of payments

as well, duplicate the original item to a new group that is called subscription and change the sale

price to 0.00.

Go to Master Data — subscriptions. Create a new template by the yellow cross.

——
[ Schedues |

Schedules All Subscription Templates ~ ¥ €3 Product missing in the subscription template New Subscrition Template.
[ T L

=% Subscription Termplates
@ Articles [ New Subscrition Template Cashing Value | Sales Value ‘
Ry 10 massage

il | Detals | Relpematie for racucts | Fosfions |
Details
5@- Empioyess Tumover Relevant Subscription
& raciites Description  [Mew Subscrition Template |
Quantity [ | Unit Rate: [ |
@ Inwentory administration
Charge Type | v| Payment Method (to cash) |Cash v\
YAT Category | -
prepaid [= turnaver relevant O
personal active
G Remark
B2 suppliers
Add-0Ons
Import / Export
T
Administration

Add a description, tick turnover relevant and active.

Tick personal if the only person who can redeem this is the buyer.

Go to Redeemable for products tab and add the treatment or article that this can be redeemed for —
the 0.00 priced one.

[ﬁ/ Redeemable for products h

Articles oo %
| Description
Offers oo @
|Description |
1 |Relaxing offer

Go back to details tab and set the quantity of the selected treatment/article that this template
should be redeemed for.
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All Subscription Templates - 8 @

=% Subscription Templates

Mew Subscrition Termplate Cashing value | 100,00 EUR | Sales Value 97.00 EUR|
10 E

10 Footmassage 2.7 | Dotais | Recleemable for prodcts | Postions |

Turnower Relevant Subscription

testing invoice

MNew Subscrition Template Descriptian |1E| rmassage |
Quantity  [10 | Lrit Rate [ 10.00 EUR|
Charge Type |massage v| Payment Method (to cash) |v0ucher v|
AT Category [10.0 -
prepaid = turnover relevant
personal active
Remark

Selling subscription

Go to Welldesk — cash/sale choose guest and add the subscription to the bill by the little icon:

A cacter
|

1.
2’ ecounts

T IR e e ion Nemplate i
g(f Bockings

[ 2 piositions a5 Al Subscription Templates ‘

Cash / Sale 1 Subscription Templates -
— New Subscrition Template
Guest & Passerby New 3 fthod
1{? Documents 10 Footmassage 2.7 hod -l

Description [SP4 cashier | Main Register

Receipt Date 17.06.2013
l& Guests Employee Micros Fidelio

i Offer Overvizw

Turnover Relevant Subscription
esting invoice
- -MNew Subscrition Template

Document Positions i \

4
e 8

WAT in % Total Ama... | Discount |Maﬂua\ Total A...

U Packages

% subscriptions o Mate  |prepaid | C

E

o

Receiver Passerby New

T
T T
o e 0.00 EUR
\ Rew Sde [ Gvm ] a— L
L e | [——— e e | ao0ER|
T —— ]
Enter the sale price manually for the right amount:
Document Positions
mo g%
|N0te |Drepaid |Quantity‘Description |Charge Type |Rate Cateqary Rate WAT in % Total &mo... | Discount Manual Total A...
1 1 E% 10 massage massage 100.00 EUR 10.00 % 100,00 EUR 100,00 EUR
2 1 & Mew Discount. ... -3.00 EUR 10.00 % -3.00 EUR -3.00 EUR
g 1 &1 Discount from ... test -48.50 EUR. 10.00 % -48.50 EUR -48.50 EUR.

Make sure you select the guest and the right payment method and confirm the sale.
After this, the subscription will appear under the right category in Welldesk — Subscription:

As well as on the guest profile’s subscriptions tab.
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Mary Belleza

Receiver Subscription
settled posted

‘Sa\e Date ¥ Status Subscription... |Descripti0n unbilled Quantity

Holder Subscription
Sale Date v Status Subscriptioni... | Description

unbilled Quantity sefttled

R 1 7.05.2013 20|f& 10 massage

& jssued & partly redeemed v redeemed X cancelled ! incorrect

Redeeming subscription
Book the treatment (or select the product) you would like to settle (0.00 price!) with the

subscription and instead of selecting the payment method, use the option at the bottom of the

ayment screen to settle subscription.
80.00 EUR
I Sal Canfi = .
| S | | S = Settle Subscription Received | 0.00 EUR|
| Mew Redermption | | Cancel E % Sattle Voucher Returned | 0.00 EUR|
4 Dehbit Account

Select the subscription that belongs to the person — search by number/category if the one that
comes up with the guest profile is not that you would like to use.

All Subscriptions v % Date Range Status
| | [17.06.2013 - 17.06.2003 [ [ last 14 oy i v Ox O
Subscription Templates
New Subscrition Template |Sale Date ¥ |Status |Numher |extemal Description |Description |Quan”. ‘unhilled | settled |posted
e
L= iy
10 Footmassage 2.7 1 |17.06.2013 30 10 massage 10 0 & L]

Turnover Relevant Subscription
5 testing invaice
Mew Subscrition Template

You will need to make sure it is a subscription that is redeemable for this specific settlement:
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Docurnent Positions i

Editable Positions

Mon-Editable Positions

Se... | Quantity| Description

Manual Arnount...

uantity | Description

Manual Armourt ingl. ...

1.0[E aromawickel/Celulite-Behandiu...

1a0.00

CHF

And the subscription will be automatically updated — so you can see how many more are still to be

redeemed.

The revenue will be posted at the time of purchasing the subscription and as we are settling 0.00

price treatment later, the revenue is not posted at each booking.

Bookings

Creating and cancelling bookings

The booking screen can be accessed in several ways; this section explains the option when you make
a booking from the schedule of the employees.
Go to Schedules — Employees
Right click on any presence displayed.

Login
welldesk

Schedules

Empioyees Schedule

i

Employees Schedule

2013
&~
200

10:00

11:00

12:00

13:00

14:00

15:00

16:00

17:00

Massage Room 1

Csendes Fiheno

N

Ennplayes Anstt

Mon 17, Jun

Ennplayes Generalist ‘ Reservationsysten | Test Fulltime Enplayes |Test Fullirns Employes 2| testing Beautician

Iv]

o
EE @

B MNew Package ...

New: Booking. ..

Mew Booking all offers...

2 Entry in waiting list...

5 To Employees Smith John

[#] Mew absence

[#] Mew absence from template
5. Enlarge Column

q>¢' Reduce Colurnh

/7 Reset width

S Print

S

la s |¥

Select the option new booking, or new booking all offers. Both options take you to the same screen,

the difference is that the offers that you can choose from on the new booking will be only the
treatments that this employee (whose presence you right clicked) can do, while new booking all
offers give you all the treatment to choose from.
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# EBooking Number 0 x|

| | Q Mo guest selected.

‘ e Offer
‘ Beauty freatment, I,S‘DD EUR Offer ‘New Offerl | Type |Nnrmal Offer ‘ Active Active
Csendes Pheno - Csép, 25.00 EUR
|| &1 caandes Piena - cséné, 25.00 EUR Package | | tumber | | Overbooking
Mew Offierl, 10,00 EUR
B [ ffierl, 12,00 EUR B |17'DE"2D13"E|| |14‘45 ‘ |15‘15 ‘ Status ‘reserved |
E] Overbaak, 10.00 EUR Preparation  [omo0 Clearing 0000 Rate ‘ 11,00 EUR|
----- [E] TEsting renarning, 60,00 EUR
..... [E] TEsting renarming, 60,00 EUR. Tentative until I:l I:l - Pricing Rule ‘ "
----- [E] TEsting renarning, 60,00 EUR
----- [E] TEsting renarring, S0.00 EUR Market: Cocle: ‘ "
""" E] overbonk far Avalable Facilities
----- [E] owerbookableMew Offer, 10,00 EUR
Resource Skill
Paying Guest/Res-ID | ‘ J | v| < 2]
Rate Category | v|
Charge Type |massage v|
Attending guests Bl o %
Note ‘ Member Title: First name Last name
‘ = (| | Group Booking ‘ | 0K + Copy ‘ ‘ S OK + Deposit | ‘ o QK | | ¥ Cancel

This is the booking window which will look like this no matter where you access it from (explained
at the end of this section), the only difference being is that depending on how you get here, the
information already given will be different. You can always change all information on this screen.

The top line will always inform you what is the next thing required to be able to save this booking.
Start with highlighting the offer in the list on the right that you wish to book — this makes it appear
in the offer field on the right.

Select paying guest next: search for the guest profile using the torch — and use the guest search
window as explained in the Welldesk — Guests section.

Once you have the guest, it will appear on the booking screen under paying and attending guest.
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# Eooking Number 0 x|

| | @ You are creating a new booking.

‘ e Offer
‘ Beauty freatment, 1,5‘DD EUR Offer ‘New Offerl | Type ‘Nnrma\ Offer | Active Active
Csendes Pheno - Csép, 25.00 EUR
|| & coandes Pihena - csépé, 25.00 EUR Package | | humber | | Overbooking
Mew Offierl, 10,00 EUR
B [ ffier1, 12,00 EUR D= |17'DE“2D13"E” |14‘45 ‘ |15‘15 | 52 Status |reserved ‘
[ Owerbook, 10,00 EUR Preparation  [00:00 Clearing Rate [ 11.00 EUR |
----- [E] TEsting renarning, 60,00 EUR
..... [E] TEsting renarming, 60.00 EUR Tentative until I:l I:l ( Pricing Rule | '|
----- [E] TEsting renarning, 60,00 EUR
----- [E] TEsting renarring, S0.00 EUR Market Code: | 'l
""" % DverEnnt EEN Offer. 1000 EUR Lvalable Facilities
----- overbookableNew Offer, 10, .
Resource Skill
Paying Guest/ResID «& |Kern Alma ‘] | v| .7 2l
Rate Category | vl
Charge Type |massage '|
Attending guests = ®
Note ‘Mernher Title First name Last name
a Alma Kerm
| L 4
‘ = ] | .| Group Booking ‘ | . 0K + Copy ‘ | @ 0K + Deposit ‘ | o OK I ‘ 2 Cancel

In case your guest is only paying for this treatment and not attending, then highlight the guest under
the attending guest and delete it with the red cross.

Once it is deleted, the yellow cross becomes active and you can add a new guest profile as attending
guest.

If the OK button is not active at this point, check the top line for the warning. If it says that there are
no available resources, use the arrows next to the time which will show you the closest possibility
(before or after) to the desired time.

Now that there is an offer and a guest selected, and the selected time is available, the OK button is
active, so you can save the booking, however it is practical to check the booking details to make sure
everything is set correctly.

On the summary tab you can see and edit the date and time of the booking. If required, you can

change the preparation and clearing times as they are displayed as it is set up on the offer in master
data.
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On the manager of resources tab you can view and change the resources (treatment room and
employee) assigned to this booking by the system.

The S in the blue circle shows the resource assigned by the system.

The horizontal blue lines show the times when the resource is not available. (For the guest, it shows
when he/she is booked for another treatment already.) Click on the grey circle in front of the name
of the resource if you wish to change it from the original. Click on the S in the blue circle to make it
a U in the green circle which will work as a do not move function. To change it back from this, simply
click on it again, and it will become grey again. You cannot save the booking without selected
resources.

On the remarks tab you can add any comments (with the yellow cross) on this booking. For any
comments which you wish to link to the guest and not only this booking, it is recommended to be
put on the guest profile, notes tab.

The user logfile tab lists all changes made to this booking, showing the users, the changes and the
time of each change.

# Booking Number 0

| | @ You are creating a new booking.
= Offer

\
‘ % Beauty treatment, 15.00 EUR
\

Offer Mewr Offerl Type Morrnal Offer Active Active
[El Csendes Phena - Csép, 25.00 EUR | | o | ‘ )
Csendes Piheno - Csépé, 25,00 EUR Package | | Worber | | Overbooking

E;g Csoportos Bolyongas, 35.00 EUR Manager of Resources
El

Booking Date |17.06.2013
Overbook, 10,00 EUR

[E] TEsting renarning, 60,00 EUR ‘%@ Mon., 17. 06, 2013 ~7:00 8:00 900 10:00 1100 12:00 1200 1400 15:00 16:00 17:00 1800
TEsting renarning, 60,00 EUR
[E] TEsting renaming, 60,00 EUR
TEsting renarning, 50,00 EUR
[E] overback fac £ attending guests
averbookableMew Offer, 10,00 EUR

Kern Alma

5" Beauty

@ Employee Anett assage] | |
@ Employes Generalist

Rooffer [

O not selected €@ assigned by system (0 assigned by user

= | Group Booking ‘ | [ OK + Copy | ‘ 7 OK + Deposit ‘ [ 0K | ‘ 3 cancel

Now that all details are checked, you need to confirm the booking. You have several options:

OK - created this booking only.

OK + copy — creates this booking but leaves you with the same screen where you can create the next
booking starting with the exact same details: so you need to change the details to create the details.

This is practical to use for example when you wish to book the same treatment but with a different
guest, and on the next booking you just want to change the guest profile.
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OK + deposit — creates this booking and puts the booking on the remembered list which you can
access from your main menu in the top line (these shortcuts are explained later in the Other options
section).

Group booking — You need to select the number of bookings in addition to this original booking. For
example if you want to create 5 bookings, you need to set this number to 4. Set the number, press
the group booking button which will show you how many bookings you create, then click ok. This
way your first booking will be with the selected paying guest attending, but the rest will have the
attending guests as #1, #2, etc. The system will allocate the resources automatically, to make the
booking times as close to each other as possible.

Once the booking is created it will appear on the schedules. You may see icons on the bookings
which represent different details: house for hotel guests, notes, etc. To view the booking, either
double click on the booking, or select edit from the right click menu. This takes you back to the
booking screen and you can change any details you need to.

Employees Schedule ]

2013 Maon 17, Jun

& - Massage Room 1 Csendes Piheno Employee Anett Employes Generalist ‘ Reservationsystem
8:00 ‘

‘ Test Fulltime Employee | Test Fulltime Employes 2| testing Beautician
9:00 ‘ ‘
10:00 ‘ ‘

1Z2:00

H Mew Package ...

Mewve Booking. ..

Mewy Booking all offers...
13:00 21 Entry in waiting list. ..

g+ To Employes Taylar Mary
[¥] Mew Abzence

[¥] Mewr absence framn ternplate

14:00

15:00

“5, Erlarge Colurin

47 Reduce Column

R = - Resst i
£ Print

16:00

17:.00

[v]

[l

[»

[Day ~|[«a][=] [Today] [17.06.2013 &)

Bleal |

Options of the right click menu on the bookings:

- New booking: same as when you click on the presence

- Edit: takes you to the booking screen as explained above.

- Entry in waiting list: if you have another person waiting for this time slot to become available (explained
in detall in the waitlist section)

- Delete: deletes this booking from all records. To be used when you made a mistake or when the
cancellation does not draw any charges.
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- Confirmation: to print the confirmation on this booking.

- Confirmation remaining bookings: to print confirmation of all upcoming bookings of this guest
- To offer...: takes you to master data — named offer

- To paying guest... : takes you to the profile of the named guest

- Select and keep guest...: this makes the guest appear at the bottom right corner below the schedule.
Here you have two options to use this: the yellow arrow in front of this takes you to the schedule of the
guest; the notepad on the right shows you the availability screen with this guest and his/her bookings

displayed.
- To employee...: takes you to master data — named employee

- Settle bill...: takes you to the cashiering screen where you can make a payment for this treatment.

- Cancel: this cancels the booking, but the charge of it will appear on the history of the guest and unpaid
positions. Using this option, you need to give a booking cancellation reason.

- Checked in: changes the status of the booking to checked in — to show that the guest is consuming
the treatment. On a checked in booking this will be Reserved: to put the booking back to reserved
status.

- No show: used if the guest did not show up for the booking.
Tips on how to start creating bookings

You can reach the booking screen in several ways, here are two examples.

- Welldesk — guest: select the bookings tab on the guest and add booking with the yellow cross:

Golub Annie EEE=E + ¢ n

Bookings

Open Bookings on @ Booking correct.,

Offer | | Type | ‘ Active [ Active
Package | | Murnber | ‘ Owerbooking Allow
bate l:l ° l:l Status | |
Preparation l:l Clearing I:l Rate | |
Tentative until I:l l:l Fricing Rule | 'l
Market Code | v|

Ayailable Facilities

Resource Skill

Faying Guest/Res-ID | ‘j ‘ v‘ 5
Rate Category | v‘
Charge Type | v‘
Attending guests =] »®

MNote ‘Member Title First name Last name

Blarka Bellavita

| & Confirmation. ..

- Welldesk — guest: select the schedule tab on the guest and add booking by right clicking on the
schedule.
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Golub Annie HpEpyE + & n

Schedule

2013 Maon 17, Jun Tue 18. Jun wed 19, Jun Thu 20, Jun Fri 21, Jun
(§3 - Golub Annie Golub Annie Golub Annis Golub Annie Golub Annie
GE | | [a]
15 | | 1
an | |
45 | I
a:nn | |
15 | |
an | |
1o I I
15 | |
e I I
1100 | |
an
- H Mew Package ...
an
130 : :
5 Mew Booking. ..
a5
14:00 § . i
4 2 | Entry in wraiting list...
lﬁ:r?a =
x =, Enlarge Columin
 Reduce Col
G =i Reduce Colurmm
17:00
i /7 Reset Width
1800
: =4 Print
1a:nn
15 T T
an | | =
45 | | >
4 [

[2][%] [ =|[al[=] [Today] [17.06.2013 =]

Payment of treatments

To make a payment for a booking, you need to choose the settle bill option. This is available several
places:

- The right click menu of the booking in the schedule

- The button on the Welldesk — Bookings list when you highlight a booking

- The history tab on the guest profile when highlighting the booking (here you can select more bookings
to be paid at once highlighting them with shift/ctrl and click).

Please note that the charge of the booking will always appear on the “bill” and history tab of the
paying guest.

To make a payment on another person’s name, you need to change the paying guest on the booking.

Below is the guide on how to take payment for more bookings at one time from the guest profile -
history tab.

In case you have a regular guest, the list in the history may be too long to search for the unpaid

treatments. This case you can tick the box of unpaid positions, so it will only display the treatments
not yet settled. You can also search here by data.
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Golub Annie EE=E + ¢+ Vs

[ Histary
Faving Guest o l:l Partidipating Guest ¢>|:|
Hide Rermoved Articles [ Unpayed Positions @ Date[17.06.2013 ] ¢ % O |orosaniz-oiorenis [E
|Status |Date |Descriptiun ‘Da\:kag... ‘prepa\d |settled |pusted |Paying |Quant\ty ‘Unit Rate |TUtaI Amount
u 17.06.2012 (&) Back-neck massage (192) 1 9.00 EUR 9.00 EUR

Status: @ removed @ replaced @ consumed €2 missed  reserved ! incorrect

Total Revenue EUR 9.00 EUR

‘ #] Deactivate | | Reserved | ‘ 5] Settle Eil... |
‘ # Cancel... | | & Checked in |
‘ 7 Remove Article... | | €3 No-show |
Receipts
Note Documnent Murmber Type Document Date |Tcuta| Amount incl, VAT ‘Expurt Status ‘ booked

Export State: @ ready € incorrect @ exported

Once the treatments are selected, press Settle Bill... to be transferred to the Invoice window.

Here you have the same options as described in the cashiering section — the only difference is that
the treatments appear here. You can still add any products.

There is the additional option of print info — to be given to the guest to be viewed and signed. Once
the payment method is selected, the OK becomes active to close the invoice.
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Q At least one document position does not contain any payment method.

Guest |GOIub Annie | booked O

Company | | Docurnent Date |17.D6.2013 El
First name |Annle | Cash | v|
Last name |G|:||uh | Employee |Micros Ficelio v|
Street | | Pay 1t Method

Country/ZIR/City | Il I | ’V Fayment Method | =

Docurment Positions

o »
|N0te |prepaid |Quantity| Diescription |Charge Type |Date |Unit Rate inc... | WAT Total Amount ... | Discount IManual Total &...
L4 1 [g] Back-neck mas... massage 17.06.2012 9.00 EUR 2,40 % 9.00 EUR 9.00 EUR
1 @
P. t Fiosit] t
e Total Armount incl. WaT ‘ 9_00 EU R‘
Received | 0.00[EUR |
Returned | 0.00 EUR |
Rernove v| |Settlement - v| | Mote | | &5 Print Info... | | o DK ‘ | ¥ Cancel |

If the payment method is a subscription, instead of selecting payment method, select Redeem
Subscription.

‘ & select Subscription ;
‘ Filter Criteria
Receiver ‘Golub Annie ‘ e Owiner | | &
Diescription ‘ ‘ MNurnber | |
Remark ‘ | External Description | |
|
Al Subscriptions - ® Date Range Status:

L ] [17.062013- 17062018 ||| st s | (|

=3 Subscription Templates

[y New Subscrition Terplate ‘Sale Date v ‘Status ‘Numher ‘extema\ Description ‘ Description |Quantity |unhilled ‘sett\ed |pnsted
10 massage:

10 Footmassage 2.7

Turnower Relevant Subscription

¥ testing invoice

L. Mew Subscrition Template

v X [

‘ & issued @ partly redeemed redesmed X cancelled ! incorrect

| 7o

This window displays all subscriptions purchased by the paying guest. If the subscription was sold
to someone else (even Passer By) you can search for it by the number of the subscription.
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It will show how many treatments they still have on the subscription —just confirm the redemption
with OK once the right one is highlighted.

At the end of the payment you are presented with the option of printing the invoice.

Invoice correction / cancellation

On the history tab of the guest profile, highlight the offer/article which is on the invoice you would
like to edit.

The receipt will show on the bottom in the receipts list. Right click on it, and choose from the menu
to cancel or correct bill.

Cancellation should only be used if you just need to revert the postings, this way when you click on
it, you get the exact same window as the payment, but instead of invoice, in will say credit on the
top of the window. You click OK, give a reason for the credit, and it is done.

If you need to correct the invoice, you are again taken to the payment window, change what you
need to, and submit with OK. This way the system automatically does the revert of your invoice
(which you can do on the cancellation separately) and generates a new invoice with the corrected
details.
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Multi-offer bookings

Search for the multi-offer booking (for example aerobics class) in Master Data — Offers. Click on the
Schedule Multi-Offers Tab. Here right-click on the schedule and select New date for offer. A new

window will pop up.

AE articles

‘&2;‘ Employees

=2 Facilities
.@. Irwentary administration
ﬁ Orders

P packages

%

% Sibscription Templates

% Suppliers

Beauty fac only

Al Offers A Schedule Multiple-Offers

Csendes Piheno -

Csendes Piheno - Csépé, 25,
[E Csopartos Balyongds, 35.00
Fuss massage, 33.00 EUR
[ Group offer, 20,00 EUR
MNew Offer, 10,00 EUR

New Offer, 10,00 EUR

MNew Offerl, 10,00 EUR
MNew Offerl, 11,00 EUR
MNew Offerl, 12,00 EUR
Overbook, 10,00 EUR

[ Pre scheduled classes
Relaxing offer, 11,00 EUR
TEsting reraming, 60.00 EU
TEsting reraming, 60.00 EU
TEsting reraming, 60.00 EU
TEsting reraming, S0.00 EU
averbook fac
aoverbookabletew Offer, 10,

Fri 14, Jun Sat 15, Jun

Beauty fac arly Beauty fac orly

14:10

Sun 16, Jun

Beaty fa only

Man 17, Jun

Beauty fa orly

Tue 18 Jun

Beauty fac arly

I

N

Sl

B d[<l[=]

In this window you can set the desired starting date and times for the multi-offer, then set the
series (periodicity such as daily, weekly, monthly, yearly). At Duration of series you can also set
and end date of the series either by setting a desired date or to end after a number of
appointments. Then click OK.

= Offer
0 |Resources are not available on 17.06.2013 |
(Description-{Beauty fac only i
~Series
Cinone  every Day(s)
& daily
0 wreakly
r manthly
0 yearly
~Duration of Series
() Ending Date 21.06.2013 [m]

oK I | Cancel | | & Print |

Your multi-offer will appear in the schedule as follows:
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Detais | Rates | Skl Resoucs Occupstion | Resourcs Prioity | Artickss | Schecks Mutipis-Offers

2013 Sun 16, Jun Mon 17, Jun Tue 18. Jun wed 19, Jun Thu 20, Jun

& - Beauky Fac only EBeauky Fac only Beauty Fac only Beauty Fac only EBeauty Fac only

-]

=]

=]
[

Bl

<] [»]

| rodax ] (16562015 5]

To make bookings for these classes, find them on your main schedule. It displays the available
places as well. Double click on the booking and use the Bookings tab.

' 0 |Resc:urces are not avalable on 17.06,2013 |

I
Bookings op ¥ D
MNote JlRef...“ Guest JlGuest Nu...J| Diay J| from J| to J
: | & CIearJ | ReassignJ | (0]4 | | Cancel J | &5 Print |

Add new participant by the yellow +. This takes you to a modified booking window.

Everyday Tasks



. Booking Number 0 ]

0 |Nc| guest: selected.

Offer Beauty fac only Type Multi-Offier

Active Active

Murnber

Package

Owerbooking

Status
Pricing Rule l:]
Market Code ’—'|

Date [1a]=] [14:10 |- [14:40

[om:o0 | Clearing oooo |

Tentative until l:l l:l

Preparation

reserved

Paying Guest/Res-ID | | i | v] < 21
Rate Category | v]
Charge Type |Eleauty Treatments v]

TH 7| Group Booking | | 10K + Copy | | &Y OK + Deposit | | o OK | | 2 Canrel

Select the guest and confirm the booking. It will appear on the booking tab of the multi-offer.

. Booking Number 0
|
@ |Y0u are creating a new booking, |
Offer Beauty fac only Type Multi-Crffer Active Active
Package Mumber Owerbooking

Bockinglist

() Date|14.06.2013 || | Today| <= = @ |12.06.2013- 16.06.2013 |[E]

|- Guests in current booking
| Title | Last name | First narme | Address
. K Almaa Banyato u 13 Milan
| Guests |Description |Date fom (o status
TH L") Group Booking J | L[| O + Copy I | @ Ok + Deposit ‘ | o Ok | | 2 Cancel
Using the print option here, you can print a participant list.
0 |Resuurces are not avalable on 17.06.2013 |
Boakings R
Mote " Ref..." Guest “ Guest Mu.., " Day " from " to ]
193K Almaa 61 Jun 18, 1410 1440

[

| | Caricel I | E4 Print I
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2 Other options

There are several shortcuts on the top menu of Bellavita. Hold your cursor on the top of any icon
and it will show you where it transfers you to.

Fl= Edit Wiew Help

Hlass|cmnb|c«d-s|vdasrBloee«a

&5 | The yellow arrows take you to the previous or next instance which is the previous window
you were working on. The list between the two arrows lists the last few windows.
1 The note with the pin is active if you used the OK + deposit on any booking to make it

remembered booking. Clicking the icon will open that booking.

i | Theicon with the blue square gives you an option if you wish to see the main menu of
Bellavita on the left or not.

== | The next icon shows you the quick keys that can be used and when clicking on the description you

will be transferred to the same window.

Packages to acknowledge in Welldesk/ Packages

The fast forward button is for quick access, it displays the below window.

Start Time | Desaription | Paying Guest/Res-10 | Employee | crsation Tme [ state
1_ 10:55 Fuss massage CASH BY New Employes Anett 9:20 L]
2 |15 [&) Back-nieck mass... Golub Arinie Ermployes Anett 11:51 o
3_ 14:45 Mew Offiarl Kern Alma Employes Generalist  11:27 ]
Z 16:25 [E] Relaxing offer Karen Anna Employee Anett 9:21 a
5 |20.06.2013 - 05:00  [&] Beauty treatment Brown Chatlie Test Fulltime Ernplo... 12.06.2013 - 09:54 Q
EEQ.D&.ZDIB -02:00  [g] Beauty treatment Szecsenyi Blanka Employee Generalist  04.06.2013 - 15:47 L]
7 |29.06.2013-08:00 ] Mew Offerl Kern Alma 13.05.2013 - 1431 a
8_29.06.2013 - 0830 Beauty treatment Szecsenyi Blanka Employes Generalist  04.06.2013 - 15:48 Q
529.06.2013 - 09:00 Back-neck mass... Szecsenyi Blanka Test Fullime Emplo... 04.06.2012 - 15:48 a
10 |29.06.2013 - 09:30 [ Relaxing offer Szecsenyi Blanka Test Fullime Empla,,. 04,06,2013 - 1558 o
EEQ.W.ZDIB - 0=:00 Back-neck mass... Szecsenyi Blanka Test Fulltime Empla... 04.06.2013 - 15:56 L]
| &4 Confirrnation | | &S Guest Check ‘ | £, Paying Guest ‘ | \, Show |

Here you can see all the records, bookings and guest profiles that you accessed since the last log in.
It also gives you an option to print confirmation, guest check or simply view the booking or guest.
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Walitlist

. | The smiley with the headset if your help line. Hold you cursor above it to see the number
@ that you need to call if you have any problems with the system. If our colleagues need
access to you computer, you need to click this icon and follow the instructions.

@ The information icon shows information about the software.

The yellow triangle appears if there are intraday booking changes: takes you to Welldesk —
A\ Bookings — Intraday booking changes.

Enter a booking in waitlist

There are two ways to enter any information on the waitlist. One is through Add-on — Waitlist.

2|
g
H
£
£

To Waltlist

Grough | | affar | B

Date Range
@ Dot 17.06.2013 | | Toy] 0 = 0 3062013 01072013 [

[+ |8

[t [ Ofer Guest # Ju [Tokoptern [Roon  [Prieity |Remak |

Tima Ranga iu.ln..m\:t o [z | - roeems (G IH-h |
Tophore |
Rooim |
Pieilty [0
Rk I

Add new booking on the waitlist by the yellow cross. Enter the details:

- Guest: search for guest profile or create new

- Offer: search for the treatment they would like to have

- Time range: the time of the desired booking.

- Telephone: for contact details.

- Room: if hotel guest.

- Priority: if any of the guests on the waitlist are prioritized.

- Remark: such as please call back to confirm, etc.

Save it with OK.
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The other option is to right click on the schedule on a presence (or booking on the presence) and
select entry in waitlist. It will transfer you to the same window to add the details of this record.

To make booking for someone who is on the waitlist

Start creating a booking as usual, but when selecting the guest, do not use the torch to search, but
the waitlist icon right next to it.

. Booking Number 0 x|
| | e MNo guest selected.
g %ﬁi’t & waiting List E x| Active Active
] rness
[ Aerchic, 10.00 ELR e | offer | | » 2 Overbooking  [v| Allow
-[£4 Yoga, 35.00 EUR
- g Egsﬂ‘age o] 40.00 EUR DR |
I roma Massage, 40,
"B Hot Stone Massage, 80,00 EUR [ ™ Date|10,04,2012 & o O [27.09.2012- 24,.04.2012 20,00 08 |
-[E] Cil Massage, 50.00 EUR :
-[E] Swedish Massage, 50.00 EUR
-2 [ 0 EUR
|Guest ‘Offer ‘Grnup |Rate |frnm ‘tm |Te|ephnne | Rmnm|Pr\n..‘| Rernark
 ds[al
B o
=]
Paying Guest Participating Guest | « Select I € Cancel |
[ 1@ [ OGroun Booking | | OK + copy | [ % Ok + Deposit ] | o OK [ 2 Cancel

Pick the person listed on the waitlist. Confirm with OK and the guest will be automatically
removed from the waitlist.
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