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Preface

Preface

Audience

Thisuser guideisintended for system administrators, support and users familiar with the Suite8
modules.

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

Revision History

Date Description of Change
January, 2017 e Initial documentation
May, 2017

e Update - Release 8.10.2.0
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1 Suite8 Bed Management

Introduction

Suite8 Bed Management is a module to manage bed reservations.

Different kinds of beds can be defined in bed categories, such as bunk bed, king size bed, and so
on.

Reservations for guests can be assigned directly to certain beds, or just to a bed type for later
assignment.

It is possible to have three types of rooms, where beds can be setup:

1. Rooms with numbered beds, to assign certain bed.

2. Rooms with unassigned bed, e.g. for dormitories, where guests select a bed by themselves.

3. Mixed rooms. Thiskind of room can be offered as a standard room, or also for single bed selling.

For more information on guest, bed or room level, it is possible to define attributesin different
colors which are displayed on the room rack, for example male/ female for guest recognition, bunk
bed top/ bottom for bed information, which can be used to assign a bed according to the wishes of
aguest. Any combinations are possible. It is also possible to mark (color) aroom if it is occupied
e.g. by female guest, to indicate that the room as female only room.

Thisdocument isno major configuration manual, but highlightsthe functionalities for use of
the bed management features.

Feature Availability

The functionality isonly available with avalid sub license for Bed Management.

Prerequisites
= Suite8 Version 8.10.1.0 or higher

Suite8 Bed Management



2 Configuration

License

1. Under Suite8 Setup -> Miscellaneous -> License -> V 8 Sublicenses -> Suite8 Property
M anagement select the Sublicense Bed M anagement and Edit.

El Sub licences

Search | q Search
Licences
Maodules = | Active

O 5Suited Property Management
[L102825] Loyalty and Membership
[L102826] Spa and Leisure
[L102529] Travel Agent Commission
[L102830] Conference and Catering
[L102831] Conference and Catering Room Planer
[L102832] Restaurant Table Reservation
[L1025833] Gift Certificate and Voucher
[L102838] Self Service Kiosk
[L102837] Alternate Rental and Billing
[L102538] Membership Rebate
[L102539] webConnect
[L104957] Bed Management

2. Enter the Code, set the Active flag and press OK.

E) sublicence L} - O X
Mame [L104957] Bed Management v aK
Active ™
& Cancel
Global Settings

1. Under Suite8 Setup ->Configuration->Global Settings->Reservation->8Bed
M anagement activate the flag Bed M anagement Feature.

Configuration



E 8 Bed management - Demo Version

Search Text Q\\ Search Reservation ]

[~ Reset filter Reservation 1 I Reservation 2 | Reservation 3 | Reservation 4 l Rates i] Polices Ql Luggage 7 Bed Management 8

- Accounts Receivable v Bed Management Feature

[

- Cashiering [~ Deny check in without document id
(- Commen Functions
[
[

H- Conference Management [¥ Pay per guest by default for new reservations

H- CRM [v Create guest profile records automatically (XCMS)
(- Global Settings

Profile category for automatically generated profiles
- Accounts Receivable

Biling |I Individual j
[-CCM Personal document type for new profiles
[#- Country Specifics |PAS Passpart j
[- Generic
Bl Interfaces Posting target for bed guests (Pay per guest reservations only):
[+ Miscellaneous |Ask about finandial account -> Ma -> Ask about billing windaw j
- Might Audit
[#- Profie FA Group for guests |Aubonumber Financial Account j
Bl Reports [ Paymentat checkin
[ Reservation
i 1 Reservation I Biling screen after chedkin
2 Reservation Packages on guest list DPA,DPB j
3 Reservation .
4 Reservation [v Apply room status after bed chedkin
5 Rates [v Main guest of reservation can be removed from multi guest
& Policies Guest name format  [XCMS_NAME L, XCMS_NAMES, XCID_ADDRGREET
i 7 Lluggage
-8 Bed management Bed availability uncertainty percentage |50 =

- Suted Central

. MEDAE Cabin

As soon as the Bed Management Feature is active, the following options are available:

1. Deny check in without documentid
Select this checkbox if you want to deny the check in for a guest who has no document
attached to his profile.

2. Pay per guest by default for new reservation
Select this checkbox to set the default of the pay per guest-function in the reservation
screen to true.

3. Create guest profilerecords automatically
Select this checkbox to activate automatic profile creation (recommended)
More settings appear on the screen. Adjust options from point 5., 6. and 14. (Guest name
format) accordingly.

4. Profile category for automatically generated profiles
Select a profile type which should be used to create new profiles during automatically
creation of profiles dueto bed management feature. Only individual profile types are
allowed.

5. Personal document type for new profiles
Select the document type which should be used to create new profiles during
automatically creation of profiles due to bed management feature. Thisisused if no other
document type was pre-selected.

6. Posting target for bed guests
Select the required workflow for posting target. Thisis used to setup automatic transfer
from postings for different bed guests, for example a financial account (will be created
automatically) or separate billing window. Or select an option to decide for each task how
to proceed. The optionswith Ask will pop up acorresponding message within the
application.

|.ﬁ.sk about finandal account - Mo -= Ask about billing window ﬂ

Create finandal account automatically

Ask about finandal account -> Mo -> Separate biling window
Ask about finandal account -> Mo -= Ask about b window
Ask about finandal account - Mo - First window

Separate biling window automatically

Ask about biling window - Mo - First window

First window automatically

These options are only applicable for reservations where the checkbox Pay per guest in the
reservation screen was flagged.

7. FA Group for guest
Select or create a financial account group which should be used to automatically create
financial accounts for bed guests. Create another account group if necessary (Cashiering ->
Financial Account Groups-> New).
Only ‘Financial Accountsfor Automatic Creation’ can be selected.

Configuration



8. Payment at check in
Select this checkbox to activate automatic popup of payment screen for each check in.

9. Billing screen after check in
Select this checkbox to activate automatic open the billing screen for each check in.

10. Package on guest list
Select packages to be displayed in a separate column of the multi guest screen.

11. Apply room status after bed check in
Select thisif the room status of the room should change after the first bed check in (e.g.
from clean to touch up). Otherwise the status is changed after all guests for thisroom are
checked in. For room status change behavior, check the settingsin Global Settings ->
Reservation 1 -> Room Status after Check In.

12. Main guest of reservation can be removed from multi guest
Select thisif it should be possible to define a different name for the primary guest on the
multi guest grid and the reservation name. Otherwise the reservation name will be the
primary multi guest name automatically (default).

13. Guest name format
Guests names can be defined in multi guest grid without having a profile yet. Bed
management feature can create a profile automatically (e.g. during check in) using this
information. To setup thison a proper format, the syntax for thisfield hasto be defined:
select the[...] and flag thefield (ctrl-left mouse) which are needed and click ok. e.g. the
format XCMS NAMELXCMS NAME3XCID_ADDRGREET will create a proper profile
like LASTNAME,FIRSTNAME,ADDRESSGREETING
Example:

Guest data Adult3 [ pe

Mame v 0K

|I'~'1illner,:h::|hr1r Mr.,

Document type

Pas |

Document ID

Membership type

| =~
Membership number

Format for name:
Mame 1,Mame 3, Addressgreeting
Formatted data
Mame 1=Miller Name3=John Addressgreeting=Mr. O cancel

14. Bed availability uncertainty percentage
Thisis used to control the availability indicator for mixed rooms.
Mixed rooms can be used as standard room or to sell beds from this room. This makes the
calculation of theroom and bed availability difficult. As soon asthere are not all beds
assigned to a certain room, it cannot be definitely calculated if the mixed rooms are
occupied or available for room reservation. The valuein thisfield is used to calculate a
possible availability to indicate this on the room type availability screen (blue and red
lines) to give awarning before a possible overbooking.

15. Validate for SmartH otel

o B UL

= ) =
7Luggage - Bed availability uncertainty percentage |50 >

g cednnssencn JIMN —

Jite8 Central o' Validate for SmartHotel

15 Sehin

Configuration
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3.

Smarthotel does not except all kind of bed-type/ room-type combinations (e.g. same bed
typein different room types, different amount of beds in same room type).
Select this button to check the configuration and lists needed for configuration changes to

comply with SmartH otel requirements.
Example:

E] 0racle Hospitality Suite m - O

Room configuration does not comply with SmartHotel requirements
Please change configuration before connecting to SmartHotel

Bed types linked to more than one room type:
ME - Normal Bed

MLX - Mixed Room

MWE - Mixed Room Without Bed

Room types with rooms of different size:
MIX - Mixed Room : 3 different sizes
MWE - Mixed Room Without Bed : 3 different sizes

Copy to dipboard | kg Save

Activate the option Rate amount per guest under Suite8 Setup ->Configuration->Global

Settings->Reservation->2 Reservation to split postings accordingly.
If this should be disabled for certain reason, check the related flag:

[v Rate amount per guest
[+ Disable posting per guest for room reservations
[ Disable posting per guest for bed reservations

Example for room reservation posting (one line for all guests by department code):

Arr Code Department Date Posted in Amount Price Quantity |User Time |Remarks ‘PUS Check Nr. |Folm Description[Last Invoice Guest name
01 100 Accommodation 09.04.2017 120,00 120,00 11 21.04.2017... Zmmermann, Carl,
660 taxexta 09.04.2017 2,00 2,00 11 21,04.2017... Zmmermann, Carl,
Example for bed reservation posting (for each guest separate):
Ar_ [code  [Department |Date Postedin | Amount [price [Quantity [user  [Tme |Remaris |Pos chedk . [Falo Desorpton|Last Emvexce [Gusst name
Bl 10 Accermodston 09.04.2007 0,0 £0,00 11 OADITIEER  Newmann, Altman
2] tax extra 05,04, 2017 L0 1% 11 Neumann, Altreann
a1 00 Accommedaton 09042007 35,00 =0 11 Hemann, Eindmann
660 tax extra 09.04. 2017 0,50 0,50 11 Hevurnann, Kindmam
01 00 Accommodation 09042017 0,00 E0,00 11 Neumann, Reumam
E50 tay extra 2017 1,00 100 11 Heumann, Heumann

Go to Setup ->Configuration->Global Settings->Generic->Generic2 -> Status bar to define

user definable values at the bottom of the main screen [F10]

Configuration
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Use the check boxes to filter desired values. Check Alphabetical for easier finding.

E Global Settings - Demo Version

Search Text

Q Search

AR I Biling I CcCcM I Country Specs  Generic Igemral I Interfaces | Miscellaneous I Might ﬂuditl Frofile I Reparts | Reservation I

E] Reget filter

Generic 1 Generic 2 |Generic §| Generic 4 | Telephony & | General Hotel Info 5 | Hotel Maintenance ZI

E Status Bar Configuration

Available items

Arrivals room unassigned
Expected departures
Actual departures

Same day reservations

Expected adults

Expected adults rooms only
Expected adults bed only

Actual adults

Actual adults reoms anly

Actual adults bed only

Arrivals adults assigned

Arrivals adults assigned room only
Arrivals adults assigned bed anly
Arrivals adults unassigned

Arrivals adults unassigned room only
Arrivals adults unassigned bed only
Expected departure adults

Actual departure adults
Actual departure adults rooms only
Actual departure adults beds only

Expected persons
Expected persons rooms only
Eunartad narcane had anbs

Expected departure adults rooms only
Expected departure adults beds only

Selected items
= Add Total occupan
- Total vacancy
= Remove Available tonight
ilable beds tonight

Total number of rooms

&= Remove all | |Total number of beds
—|Rooms to sell

Uup

' Down

¥ Rooms

v Adults

¥ Persons
¥ Rooms only
¥ Beds only

[~ Alphabetical

o x|

& Cancel

Room Types

[~ Internal communication
[~ cnline Default port Izggg |j
¥ offline Default poll interva m

Configure workstations

v Check dient version

Required version IS. 10.2.0

Use dots ™" as separator

¥ Status bar

Background W cred vl
Font Change Configure

Budget Setup Settings

INat Rev hd I
INEt Rew hd I

Default Type on Detail Setup

Default Type on Mass Settings Page

[~ Ask for Zip Code on Check Out
[~ Same ZIP for Parties

I jv

Room types can be set under Setup -> Configuration -> Reservation -> Room M anagement ->
Room Types as usual. Thereisjust onefield to define the type of aroom type.

E Room Type

Room Type |Descri|:|ﬁons I Pictures I Web I Ext. Web Info I Features I

o |

Room Type
Description
Rate Code

Mo. of Adults
Web Threshold
Max PAX

Min PAX

Borrow block

Beds

[ Yieldable
[~ Do not count

IMI:!{

IMixed Room

IBEd rates ;I

Mixed: Sell as room or as beds ;I

Mo Bed seling
Bed selling onl
Mixed: Sell as room or as beds

[~ Do not sell alone

& Cancel

3 options are available:
1. No Bed selling: Rooms of thistype are used just for sell asaroom.
2. Bed selling only: Only beds can be reserved. No room reservation.
3. Mixed: Thiskind of room can be offered as a standard room, or also for single bed

selling.

Configuration
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There aretwo ways to setup beds:
1. Bedswith dedicated numbers: A bed can bereserved directly.
2. Bedsunassigned: Mostly for large room, where there is no need to define certain bed

numbers. Beds are assigned automatically with the next number.

Bed Types

Bed types can be setup under Setup -> Configuration -> Reservation -> Room M anagement ->
Bed Typesthe same way like room types (e.g. Description, Pictures, Web etc.) They are used in
rate codes setup and are shown on rate query and availability screens.

E Bed Type — O x

Bed Type lDesn:riptiu:uns ] Fictures ] Web ] Ext. Web Info ] Features ] v oK

Bed Type |8

Description |Eiunk Bed

Rate Code |Eeu:| rates ﬂ

web Threshold |0

[ Inactive &) Cancel

Rooms

Create rooms and assign the related room type under Setup -> Configuration -> Reservation ->
Room M anagement -> Rooms.

If the bedsin thisroom will be numbered, the valuein field Bed type can be empty.

Configuration



El Room Setup - O x

Basic Settings |Dwnershi|:|| Extra Info | Descriptions ' ok ‘

Room Number IBUl

Room Type IMDC Mixed Room j
Description IMixed Room 1

valid From |Ul.01.2001 | |31. 122088 ~|

Features I LI

Max. PAX 4 (= Mayx. Beds 4 =

Min, PAX |1 2]

Rate Code IBed rates ;I

Floor 3 =

Credits |5 [ vl Departure Credits |15 =

Clean Credits 0 (= %
e ] 0

Sections:

Section Value I Q Mew

M Delete

@ Cancel ‘

1. Room Type: If beds are not numbered, choose the bed type related to this room.

2. Max Beds: definethe amount of bedsin thisfield, which are available in this room.
The system calculates the bed availability automatically.

Configuration
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E Room Setup

Basic Settings IDwnershipI Extra Info | Descriptions

Room Number |821

Room Type IBDB Bed Only Room with Bunk Beds ﬂ
Description |Eied Only Room with Bunk Beds

Valid From [oror2000 ~|[3112.2088 |
Features I ﬂ
Max, PAX 13 [ Max. Beds |1B |vl
Min. PAX 1 5|

Rate Code IBed rates ;I

Floor IB | vl u
Credits |5 | vl Departure Credits |15 (=
Clean Credits IU | vl

Bed type o 2 |
Sections:

Section Value

B Mew

M Delete

&) Cancel

Note: A bunk bed (2-storey) are 2 beds!

Beds

Under Setup -> Configuration -> Reservation -> Room M anagement -> Beds you can

create or modify beds.

You can also access the bed configuration directly from room setup while using the Beds button

on theright side.

Configuration
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E Rooms - Demo Version O X
Search Text q Search Room Mo, |Floor |F‘.oom Type |Descri|:|ﬁon Q Mew
I 100 1 MIX Single Room = i
(=] Resetfitter | {753 1 M Single Rroom £ new suite
- 102 1 DR. Double Room !
=+ Room Management -~ 103 1 SR Single Room @ Edit
- Bed Types 104 1 SR Single Room ) Copy
- Beds 105 1 DR Double Room
- Government evaluation 106 1 DR Double Room M Delete
- Housekeeping 107 1 DR Double Room
& Translate
- Room Assignment 108 1 DR Double Room & Transa
-~ Room Assignment Groups 109 L DR DoLible Raom i~k Bed
g P 110 1 DR Double Room  Beds
-~ Room Features 111 1 DR Double Room  showal
[#- Room Owners 112 1 DR Double Room
- Room Sections 113 1 DR Double Room * Up
- F.oom Status 114 1 DR. Double Room
- Room Status Reason 115 1 DR Double Room 4+ Doun
- Room Types 118 1 TR Twin
. [ — 117 1 TR Twin
118 1 TR Twin
- 5ales Foom Tvoes wan B - —— o

Note: Some interfaces (telephone, door lock, pos, vendor machine, etc.) do
not support alpha numeric characters. Therefore the code hasto be
number (integer character).

Q Search
Name | [~ Inactive W pdeas
EE I El [=! clear
Hasns I = L, Lastmodf,
Room |au1,auz,az1 -l
I Mo Room
Floor I—
Code Name Type Type Name Room Code Room Mame Room Type Room Type Name E/ New
8011 NB-801.1 NB Normal Bed 801 Mixed Room 1 MIX Mixed Room
2012 MNE-801.2 NB Normal Bed 301 Mixed Room 1 MIX Mixed Room @ Edt
8013 NB-301.3 NB Normal Bed 301 Mixed Room 1 ML% Mixed Room il Delete
8014 NB-801.4 NB Normal Bed 801 Mixed Room 1 MIX Mixed Room
8021 NE-802.1 NB Normal Bed 302 Mixed Room 2 MIX Mixed Room
8022 NE-502.2 NB Normal Bed 302 Mixed Room 2 MIX Mixed Room ¢ w
8023 NB-802.3 NB Normal Bed 802 Mixed Room 2 MIX Mixed Room * Down
8024 NB-802.4 NB Normal Bed 802 Mixed Room 2 MIX Mixed Room
8015 NE-801.5 NB Normal Bed 801 Mixed Room 1 ML Mixed Room
82101 NB-821.01 NB Normal Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
32102 NB-521.02 NB Normal Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82103 NB-821.03 NB Normal Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82104 NB-321.04 NB Normal Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82105 BB-821.05 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82106 BB-821.06 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82107 BE-821.07 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82108 BB-821.08 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82109 BB-821.09 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82110 BE-321.10 BB Bunk Bed 21 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82111 BB-821.11 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82112 BB-821.12 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82113 BE-321.13 BB Bunk Bed 8321 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82114 BB-821.14 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82115 BB-821.15 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82116 BE-321.16 BB Bunk Bed 8321 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82117 BB-821.17 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82118 BB-821.18 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82119 BB-821.19 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds
82120 BE-821.20 BB Bunk Bed 821 Bed Only Room with Bunk Beds BOB Bed Only Room with Bunk Beds

Search fields: typein aname, also partial, select avalue from the select field and click

Search: to search for records. Select Full Search to search also with empty filter.

1

2. Clear: emptiesthe entriesin the search fields.
3. Last modif.: showsthe last modified records.
4. New:tocreate anew bed record

5. Edit: opensthe selected record

6

Delete: deletes the selected record. Beds which are already reserved cannot be deleted. A

corresponding note will be displayed.

Configuration



New bed entry

Bed

Code |
Name |
Bed Type |

Room || j

B

<

1o
s

[ Inactive @ Cancel

2.
3.
4.

Code and Name: enter an according code and name. The values must be unique.

There are two fields, because one can be used as a number (code) e.g. to trigger interfaces,
and the other one for a better description of the bed (name). These two fields can be
swapped on the display of the room rack, and are separately available for grid
customization and for reports.

Bed Type: select the bed type where the bed refersto from the dropdown box

Room: select the room number where the bed is located.

Select OK to save or Cancel to abort.

It is possibleto create a range of beds by using certain input in the Code field during creation.
Click on the question mark button right from the code field for examples:

Rates

El Help

Mumber intervals can be used to add maore than one beds in one step.
Examples:

1-17

01-17

70-77

Field "Mame™ may contain a prefix,
Serial numbers will be added after the prefix,

For example if you want to have room number 107 in bed names:
Code=1-4

Mame=107

Generated codes will be:

1

2

3

4

Generated long names will be;
107.1

107.2

107.3

107.4

Therate configuration can be done as usual under Setup -> Configuration -> Reservation -> Rate
M anagement -> Rates. Refer to the standard Suite8 configuration manual.

It might be useful to create different records for each room type (alias bed type) and proper per
person rate details (default).

Configuration
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Rate Details | prices | Package Link Detail | Yield Detai |

From Date |Tu Date |F'.uum Types |F‘.uums | SEasons
01.01,2016  31.12.2016 MB | ﬂ
01.01,2016 31.12,2016 BB Start date End date
01.01,2016 31,12.2016 MIX ||:|1.|:|1.2016 j |31.12.2016 ﬂ
Default market code
| =l
Room types
IMIX
[ Room numbers

Rate Detais Prices |Package Link Detail | Yield Detail |

Mo of Adults  |Price Weekend Price Ll New
Default 79,00 Delets
Attribute Categories

Child Age Mo of Children  |Price
TEE Default
CHI Default
BAB Default

Weekend Price
49,00
39,00 39,00
29,00 39,00

Attributes for bed management are free definable and can be linked to aroom, a bed or a person
(bed reservation). To create an attribute group, select Setup -> Configuration -> Reservation ->

CRM -> Attribute Categories and click New.
For example Gender:

Attribute Categories

Code GEM

Description |Genu:ler

Selection Type |Single
[v Show Longdescription

Iv Bed Reservation v Mandatory
[ Room
[v Bed

v Only flag

1. TypeinaCodeand aDescription, and select the Type (e.g. Sngle) according the

requirements.

2. Choosethetab Hostel to setup the bed management specifics settings:
Bed Reservation: if activated, codes are displayed in bed reservation

Room: if activated, codes appear be selected as room attribute

Bed: if activated, codes appear be selected as bed attribute
M andatory: if activated, the code is mandatory for a bed reservation
Only flag: an only flag can be set (dot in the middle of theicon) to indicate that this bed
reservation guest requests aroom which is set only to this attribute, for example aroom

for just female guests.
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Attributes

To setup Attribute Codes, navigate to Setup -> Configuration -> Reservation -> CRM ->
Marketing Info -> User defined -> [Attribute group]

Code |Desr.:ri|:|ﬁor1 |Inacﬁ'u'e | B Mew
M Mg )
F Fermale @ Edit
E] Gender O > [ Delete
® Translate
Code |II I} ' —
Description  |Male
[~ Inactive 4 w
“ Down
Calor BM Blue | -
&) Cancel

1. Click New to add an attribute code.

2. Typein aCode and Description, and choose a Color.

Note: Snce there may be many colors, it isrecommended to create
dedicated colorsunder Setup->Configuration-> Reservations->

M iscellaneous->Colours.

Customization of Reservation Screen

A customized screen needs to be created to add two required fields - Bed Type with select button
(mandatory) and Attributes (optional, recommended) - to the reservation screen:

FIODOORING ST een I

FIODOORINMGCYENLDTEE

rarASEIECT | FRIrALUS TOINCOIT

DreamEdit | OresmDesigner | FidResSereen | FidReslabel

|0y shdadoioisdodoiadododododododaiodadad o d g

| FIEAFIS0

I [l ] l ouTTy l

| FicRessutton | FidResselect |

Component Palette

FidResEd itEedTypei

Standard | Additional | Win32 | System | Dislogs | Win 3.1 | Dream Company | Dream Memo | Dream Edit | Dream Designer | Fd
FidProfleCheckBox | FidProfileCustomEdit | FidProfileSelect | FidProfileEdit | FidProflelndividuals |  FidProfilece
FidProfieMore | FidBookingScreen | FidBookingEventScreen | FidFASelect | FidFACustomEdit | FidFamsc | Fidskin

FidReslabel | FidResEdt

FidResButton | FidResSslect | FdResCheckbox | FidResMisc | FidProfiePanels | FidProf

5 FYYIIRIYIIIIIIIIIIFvo<

button is FidResBed TypeBitBtn from tab FidResButtom

FidResBedTypeBitBin i

1. Under Setup -> Form Customization choose the screen to edit and select Customize.
2. Thenamefor bed typefield is FidResEditBed Type from tab FidResEdit and the select

3. Theattributes menu is FidResGuestAttribute from tab FidResSel ect

Configuration
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Component Palette

Standard | Addtional | win3z | System | Dialogs | Win3.1 | DreamCompany | DreamMemo | DreamEdit | DreamDesigner | FidResScreen
FidProfieCheckBox | FidProfieCustomédit | FidProfieselect | FidProfiesdit | FidProfieindviduals | FidProfieCompanies | FidProfieMore | FidBookingScreen

HmonungEvennsuem ] FidFASelect | FidFACustomEdit | FidFAMisc FidSkin duffy
FidResLabel FidResEdit FidR.esButton f |  FicReschedbox FidResMisc FidProfiePanels FidProfileButtons
& -%@@EEEEEEE@@EEEE@@?EE@@@% |
Example:
B ResEdit - m] X

Company -
Travel Agent -

Source

Arrival: FidResArrivallabel1

17.10.2016 vl

Nights

Departure: FidResDeparturelancellation number

Currency
Crs system: %s

o [ | -]

|FicResEditcancellatonh |

[~ Tax free adults

Currently in room: %s

Adults

|ReservaﬁnnType i pef " Tent

Guarantee c. I LI
Market Code b
Source Code 2

Channel Code <

CRS System vl

e I LI CRS Res.No |FidResEditCrsNumber 1
Biling Info |FicResEditFree11
Remarks FidResEditFree21

Policy -

Room type  |FidResEditRoomTypel

—

Disc. amount 0,00

Reservation color |l dBlack -

Discount % |

] -

BedType  [FoRestditBedTypel .. Booker
Ra=cods  [FeRestdifat=Coce C = pidveshateDifReason < ' @l
Rate amount IUrUU— FREIE S | —

[~ Manual price raterythm Pay Method lﬁ
Room lm EI [~ Superblock o/ time lm M El
ok fEEEe [ come o - L
Group W I: [~ Printrate [~ Nopost [~ MOBCO
FidResModifyl ogl abel 1
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3 User Guide

Reservation Edit Screen

Thefields Bed Type and Attribute(s) for all guests are new on the reservation edit screen:

Bed Type

Enter here the information of the bed type from a select box.

If thisfield isfilled, the field Room Type will be emptied and vice versa. Only one value can
appear.

Room type |
[ Bed Type |B|.|nk. Bed

Rate code |BE|:|Rate Half Board Dinner

R T

Attribute(s) for all guests

(The name can be different, depending to the setup in screen painting, see Custom)
Thisfield is optional and you can fill the attributes of all multi guests at once instead of
switching to the tab Profiles tab to modify the attributes for each guest. You can use it when
entering areservation for only one person

Remarks |
Bed Management
Policy | j Attribute(s) for all quests:
Reservation color | j ||""'|iIEI:|| j
Rooker | -l
Room

In case of abed typereservation, the field room will not only show the room number, but also the
total amount of guests.

Guests Indicator

For each guest an entry as multi guest is created. If there are guest names missing, the indicator
Guests, at the bottom of the screen, is colored in blueto give a hint
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#ofrooms |1 =
Adults |2 =
Teenager Iz_—i[
Child ]
Baby m

s
Room type |

Bed Type |E=unk Bed

Rate code |BEI:| rates

Rate amount | 240,00

[ Manual price
Room |4guests (B21) . | Blodk
Block |
Group |

Created: Supervisor Demonstration 07. 10,2016 15:40:(

Days =

Tab Profiles — Multi Guest

On the tab Profiles the section for multi guest has been adjusted and another section for Attributes
has been added.

Thereisalso anew flag called Pay per guest if any of the guests will pay separate.
Default and some more settings for payment can be done in Setup -> Configuration -> Reservation
-> Bed Management 8.
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B et Reservation 9713

Reservation 1 Inventory  Profiles | package grid ] Grid 1 Attributes | Credit card | Fixed charges ] Notes 1 Meal plan 1 Amenity ] Eiling P ] Cal. Event]

Name ‘Rola

|Change ‘
Days >
Reservation group request:
¥ Pay per guest
Attributes  Rooms
Set Attributes | Attribute descripi| Persans Unassigned
Female /aduli (@ @ Adult , Fermale 1 0
Chidren O Child 2 0
Price display: |Rate amount ~| I Induding add to rate packages
2016 2016
7.20. 7.2
Primary |Name DPA |DPB | Age cat. Set Name Attribute Collective Room [Bed |Status Wed Thu
X Andrews, William 1. Adult Male fAdult O@ adult, Male 821/82111 Expected 75,00 75,00
@Andrews, Kate, Mrs, 2, Adult Female/adult (D@ Adult, Fermale Family, one room | 821/82112 |Expected 75,00 75,00
1, Teenager  Children O child Family, one room | 82182113  Expected 45,00 45,00
2 Teenager  Children O child Family, one room | 821/82114 Expected 45,00 45,00
<

Andrews, Wiliam k

>

E] add
Edit

& GuestRelated
Profile Related|

Cbg Reserv.

[ Edit

E] Mew
[ it
M Delete

%% Assign

< Options

E] add

1l Remaove

3 No Show
Primary

i Attributes

& Guest Related

& Profile Related

¢ Replace

=) Edit

&] Pers. Doc.
up

+ Down

Guests

< Options ‘ W ok | Q Cancel

Attributes: You can add/ remove new columnsin the Multi guest section with double click

or using the New, Edit or Delete buttons on the right-hand side. Use the Assign button to

assign the according attributes to the guests.

Column Namein grid: There are multiple optionsto usethisfield, see point 3.

It is possibleto leave the field empty for the first time. Latest at check-in it is needed to

define aname.

You can open the profile by double click on aname. If thereisjust a @hame attached or an

empty name field, the Guest Data window with less datais opened.
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3.

Guest data Adult 2 4

Mame v 0K
|.ﬁ.n|:|rews, Kate, Mrs.| I

Document type

Pas |

Document ID

Membership type

| =]

Membership number

Format for name:
Mame 1,Mame3,Addressgreeting
Formatted data
Mame 1=Andrews Mame3=Kate Addressareeting=Mrs.

& Cancel

Name: Enter the namein the predefined format (example: Name, First name, Salutation).

Thiswill create a proper profile later, for example if choose the related option from
the menu (right mouse click — see below), or during check in, where the profile
will be created automatically.

You can also enter additional fields such as Document type and Document ID,

M embership type and M embership number. Those entries will be created when
the profile gets created.

Name — Options: right mouse click in column name offers alot of options:

User Guide



Import guest list Excel XL5
Import guest list

Import guest list history
Import guest list help

Add rnain guest as multi guest
Create profile for guest

Create profiles for all guests

Clear profile information

Edit attributes

Rermowve attributes

Template: Male
Template: Female
Template: Male/&dult
Template: Female/Adult

Male/Adult
Female/Adult
Children

Family, cne reom

i Rermowve room

Import guest list Excel XLS: opensawindow to define and import data from an excel
sheet.

E) select Excel S,h».=_-».=_~tl}3 — O >
File | ~* Open File
Excel Format Template |.ﬁ.duanced j 5‘ Set as Default

B Mew Template @ Edit Template

v Import & Cancel

You can select, edit an existing template or create new templates and define one as default.
Thisisthe same functionality asit is already used to import agroup namelist in the group
module.

Example:
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E Excel Settings - d *

Description |Advanced
First Data Column 1 I
First Data Row [z
Available Fields Selected Fields and Crder [}
Middle Name - Add Mame 4 w
Last Mame - First Name
Title = Add Al Address Greeting ‘ Down
Attributes
R Document ID

<= Remove Membership Mumber

<= Remove Al

=] Add Empty

o Validate Columns

Excel File Data [ % Open Excel Sheet
lastname firstname salutation attributes documentID membershipNo
Red Mrs. F, T TB0OB7025XY M789123
Blue Mr. M,S
Grey Steven M,5
Yellow Sven Mr. M, S
Green Mr. M, 5
Brown Jon M,5
Black Jack Mr M,S
Purple Linda Miss Fonly,S
Silver M iss Fonly,s

v Save &) Cancel

An empty lineindicates a block for another room (wish to stay together in the same room,
see column Collective)

Primary |Mame DPA |DPE |Age cat. M| SetMame | Attribute Collective
X chool, Margarete 1. Adult 1 B® Fermale , Teacher
Pavker_Corina 2 _adilt 1P BB Fermals _Teacher
@Red, Mrs. [78687655KY] (M789123) 1. Teenager 1 v @@ Fermale , Teacher Room 1
@Blue, ,Mr. 2, Teenager 2 B @ vale , Stundent Foom 2
@Grey,Steven 3. Teenager 2 BB Male , Stundent Roaom 2
@¥ellow,Sven,Mr, 4, Teenager 2 B @ Mzle , Stundent Foom 2
@Green, Mr. 5. Teenager 2 BB Male , Stundent Roaom 2
@Erown,Jon &, Teenager 2 B @ Male , Stundent Foom 2
@Bladk, Jack,Mr 7. Teenager 2 BB Male , Stundent Roaom 2
@Purple,Linda,Miss &, Teenager 3 ® @ Fermale only , Stundent | Room 3

Import guest list: imports the guest list from atext file. This option is also available with
right mouse click on the grid, for example a name.

Import guest list help shows the explanation of how to import.
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Guest list import

Currently configured text import format:
Mame 1,Mame 3, Addressgreeting [Document] (Membership) {Attributes}
Available attributes for text and excel import:

M Male

F Fermale

S Stundent
T Teacher
A Adult

C Child

E Elderly
TOP Top
BOT Bottom

Multiple attributes can be separated with comma () character,
Both attribute code and name can be used.
Word "Only” can be added after any attribute. (Separated by space)

Empty lines separate guests to different rooms. (For both text and excel import)

Thisis an example how atext file may look like

| Example for profile import from textfile.bt - Notepad — O >

File Edit Format View Help
Red, ,Mrs. [78687655XY] (M789123) {F,T}

Blue,,Mr. {M,5}
Grey,Steven, {M,5}
Yellow,Sven,Mr. {M,S}
Green, ,Mr. {M,S5}
Brown,Jon {M,5}
Black,Jack,Mr {M,5}

Purple,lLinda,Miss {F only,5}
5ilver,,Miss, {F only,S}

&y

4. Packages

Certain packages can be setup to be displayed in the multi guest grid for a quick
adjustment.

With double click, you can assign or unassign a package to a bed guest.
Asthereisalso an option to link a package to a membership, thisis also checked. If there
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are discrepancies, the button Membership turnsred.

Primary |Narne |DPA |DPEI |.ﬁ.ge cat. .

X School, Margarete 1. Adult
Pauker, Corina X 2. Adult
@Red, Mrs, [PAS 78687655XY] (DIAM729123) x 1. Teenager
oy =11 RAr T Taaomzanar

£

School, Margarete

Guests Package | Membership [

Click in the button M embership to see additional information:

B Oracle Hospitality Suiteg l} — O x

There iz a mismatch between guest memberships and packages.

Discount Perc 10 @ 2. Adult Pauker, Corina (Remave)

E{i| Copy to dipboard | g Save v oK

Room rack

The room rack is accessible from the menu Quick Keys or with the shortcut CTRL-L.
Itisdivided in different sections. Some can be displayed or hidden as required.

Left: On theleft-hand sideis aside bar to select different function groups such as Rooms,
Attributes, Unassigned Reservations and Room Assignment.

Grid: The main screen in the center shows the Room/Bed Grid, and different options like Room
Assignment, Details (HTML), more Options, Legend, etc.

Right: On theright-hand side it showsthe Unassigned Reservations window which can also be
moved to the left-hand side by click on the symbol <> or to be displayed as a separate independent
window click + on the upper right-hand side of the window. In addition it shows the Cell Info,
Legend or HTML depending on the flags set in the Options sections on bottom of the screen.

Bottom: On bottom of the screen you find options for Filter, Rooms, Changes, Options, Zoom.
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Left Sde Bar
On the left-hand side there is a side bar which can be hidden or displayed with the << button
Hidden: Displayed:

E Room Grid

Statistics |

E] Room Grid

Grid

| | Grid  Statistics |

Row filter
[] standard rooms

1 Red nnlv ranme

Left Side Bar - Settings

1. Intheleft upper corner isapull down menu to select, create or delete pre-definable filter
settings.

E] Room Grid

Default

Bed- and Mixed rooms (Public)
Room Assignment - Filter accepting ro

Save
Delete

Select one of the defined settings will adjust the filters and layout accordingly.
2. Save: savesthe current setting.

Check the Public flag if this setting should be accessible for other users too.

If the Public flag is empty, the set isjust visible for the current user.
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El Screen settings

Setting name

| pod

¥ o

|Ru:n:|n'| Assignment

[v Public

&) Cancel

3. Delete: deletes the current setting

Confirmation

Yes

it

Do you want to delete setting "Room Assignment” 7

4. Favourite: storesthe current setting to be default when opening the room rack again.

Oracle Hospitality Suite8

QK

Marked as favourite: Room Assignment (Public)

*
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Left Side Bar - Rooms

Row filter

[] standard rooms

Bed only rooms

Mixed rooms

["] Suite rooms

Room I LI
Room Type I ;I
Features I ;I
Segments I LI
Bed Type I LI
Floor I ;I

[~ Rooms related to selection
IF‘.ES,Grp

L]

[T Rooms with changes
[~ Empty rooms only
[~ Mot empty rooms only

Min beds I[:I |ﬁ
Max beds IU |ﬁ

] Clear |

1. Room, Room Type, Features, Bed Type, and Floor: these are the availability options
Tick the room types check box to display the related rooms on the room grid.
Select from different menu lists (pull down menu) which room(s) should be displayed.

If a certain option or featureis not activated, e.g. Hotel Segmentation (Segments), then this
option is not shown.

Room I d

Room Type I ;I

Features I j

Bed Type I d

Floor I ;I

Assoon asavalueis marked or unmarked, and the selected window is closed, the room
grid screen isrefreshed automatically.

2. Roomsrelated to selection works together with the Room Assignment window
(Unassigned Reservations). Use this option to search for rooms where some guests are
already assigned and some still needs to be assigned.
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Example: Thereisagroup where some rooms or beds are assigned already, and you want
to assign other reservations to the same rooms, in the best way to keep them together:

e Select areservation from the Unassigned Reservation window.

IUnassigned Reservations + | == X

Select |Attributes |Attribute Names |Guest

X Female , Teacher Fed (Room 1)
[ 1] — Female , Student Red,B (Room 1)
[ 1] — Female , Student Red,C (Room 1)
B — Female , Student Red,E (Room 1)
B — Female , Student Red,F (Room 1)
[ 1] — Female , Student Red,H (Room 1)
[ 1] — Female , Student Red,I (Room 1)
B — Female , Student Red,] (Room 1)
B — Female , Student Red,k (Room 1)
[ 1]  Female , Student Red,L (Room 1)
[ ] Male , Student Red,M (Room 2)

e Select Grp from the menu and select the Rooms related to sel ection checkbox.
[ Rooms related to selection

Grp LI

e Now all roomsaredisplayed where guests from the same group are located
and the other group members can be assigned to the same rooms.

I Grid Statistics |

L

29,08, 2016
Mantag
0

1011 NB @Red,N (Red)
1012 NB
1013 NB
101.4 NB
1015 NB
1016 N

B
Mxz mx () 08 : oe
21 NB

@Red, A (Red)

22 NB
& £ 00 80
BB 8]

BE13 @Red, G (Red)
BE14 BB [ ]
BE15 |BB 1

Rooms with changes can be used to see all rooms where assignment changes have been
done. They are marked with a purple rectangle. This only worksif the flag Auto apply is
not set.
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101.1 |MB
101.2 |MNB
101.3 NB Abel, Hannes (Abel, Hannes)
101.4 |MB

T T ET

| unessoneareservotens
_ Foomasgment |77 1°

161 rooms Sicker, Jeff (Sicker, Jeff)
r Rooms Changes

B 27.08.2015 .
= h T Expand ¥ Apply
Until 03.09.2015 .
- - i.. Collapse < Cancel

Defrag | =<<| =| =|==

[T Auto apply
FEl e i, | Time to next update:™
By Print v Refresh W | nad data an nonon

4. Empty roomsonly and not empty rooms only: displays the rooms accordingly.
Just one of each can be selected at the sametime.

5. Min. beds and M ax. beds: Use this option to search for rooms with corresponding amount
of beds. Zero isanon-value, for example search for rooms with more than 5 beds and no
limit, then leave the ‘max. beds =0

Min beds |5 =

Max beds |E| ﬂ

To search for rooms with exact 5 beds, both fields must be filled with 5.
6. Clear: Usethebutton to reset all filter.

] Clear

Left Side Bar - Attributes

Thisisused to select and indicate reservations on the room rack for different guest attributes.
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Color |Name |
Om Male

] | Female

@ Student

O Teacher

O@ Adult

0o Child

@ Elderly

D 0 Top

D [ ] Bottom

Oc Telephone

Oc Bedside table

C@ Sickbed

o electrically adjustable

[ Display selected attributes only
[ Paint reservations

[ Paint days

[~ Filter rooms having

[ Filter rooms accepting

Mark attributes to appear, for example child.

Example: Thisis an example without any filter. In the first column, BO 3istheroom (grey
background), BB 5 - BB 8 are beds)

28.08. 2016 29.08.2016 30,08, 2016
Sonntag Montag Dienstag
== 0 0 0

o O

BE 5 [:l + Tayler, Cathrin (Tayler, Ernest)
BE & . + Tyler, Elisabeth (Tayler, Ernest)
BE 7 [:] + Tyler, Jim (Tayler, Ernest)

BE 8 . + Tyler, Ridk (Tayler, Ernest)

Display selected attributes only: removes any other attributes (just child attribute
[yellow] is visible)
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|

29.08.2016 30.08.2016
Montag Dienstag

Color |Name |

0@  veke CEEACCR @I

Om Female EE 5

O@ Student BE&

E = Teacher BE 7 + Tyler, Jim (Tayler, Ernest)
Adult - ;

0 Child BE & + Tyler, Rick (Tayler, Ernest)

O Elderly

D ] Top

D [ ] Bottom

oo Telephone

oo Bedside table

(] Sickbed

oo electrically adjustable

[v Display selected attributes only:

g

2. Paint reservations: colorstherelated reservation in the corresponding color.

This only works for one selected attribute. If multiple attributes are selected and/ or
multiple attributes are assigned to a reservation, just the first attribute from the selected
list istaken to color the reservation.

27.08.2015 29.08.2016 30.08.2015

Dienstag

. Samdamg Montag -
[:l
E-DI
BES EB [ ] ? Tyler, Elisabeth (Tayler, Ernest) [T
BE 7 |BE 0 &# Tyler, Jim (Tayler, Ernest) [ Tl
BES EEB [ ] < Tyler, Rick (Tayler, Ernest) [ Tl

3. Paint day: colorsthe days for the room where areservation with this attribute exists.

27.08.2015 258,08, 2016 29.08,2018 30,08, 2016
Samstag Sonntag Montag Dienstag
0 0 0 0
] O ] O

L

[
EsEON: sCOeo: e08ed: 808
5 0

+ Tayler, Cathrin (Tayler, Ernest)

BES5 B
BES |BEE . « Tyler, Elisabeth (Tayler, Ernest)
BE7 EB D + Tyler, Jim (Tayler, Ernest)
BES |BEB . « Tyler, Ridk (Tayler, Ernest)

4. Filter rooms having: displays all roomswith reservations where the related attributeis

attached.

5. Filter rooms accepting: shows all roomswhere reservations with the related attributes are

accepted, for example if thereis areservation with attribute femaleonly, and you search for
aroom accepting male, the female only room will not be displayed.

6. ThefiltersFilter rooms having and Filter rooms accepting also include a date range query
to be selected.
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[ Filter rooms accepting

>
Erom: [27.08.2016 -

Mo, of days |3 =

To: |03.09.20168

[ Ewery day EI Reset

Every day: each day will be checked for the related attribute. If thereis a gap, the room
will not be displayed.

Reset: sets the date to the default from the generic date range of the room rack (left bottom
corner).

7. Display VIP/ Guaranteeiconswill display acolored icon with adigit (V for VIP and G
for guarantee code) next to the guest name, and also sum up in theroom grid line.

_ _ bl et -
v Display VIP icons
| Paint reservations to VIP --_-6 ol .. & ol .. >
me e ME13 |NE Harris, Ed (Harris, Ed) Il G
NE14 |MB Harris, Lilian (Harris, Ed) Vv G
NE15 |MNB
You can configure the colors under
Setup -> Configuration -> CRM -> M arketing Info -> VIP Codes and
Setup -> Configuration -> Reservations -> Guarantee Codes.

Select Paint reservation to VIP to color the whole background of the guest namein the
grid.

8. More Attribute can be added under Setup -> Configuration -> CRM -> Attribute
Categories -> Attributes on room rack

B Attributes on room rack - Demo Version - m] s
Search Text Ck Search Category Code Category Description Attribute Code | Attribute Description Visible ~ Make visible
T Smoker NS Mon Smoker X
E| Reset filter T Smoker M Smoker - Make non visible
[ Conference Management ~ |HIP His Profile Type HG Hotel Guest Revert visible
- CRM HIP His Profile Type DG Day Guest
- Activity & Trace Groups HIP His Profile Type CUR Cure Guest
Address & Letter Greetings HIP His Profile Type REH Reha Guest
-~ Address Types SPA 5pa Items requested EXT Extra towel
& A_tnibube Categories SPA 5pa Items requested NON Mo Ttems needed
i Attribute Category link to users -
‘... Attributes on room rack SPA Spa Items requested EXL Extra large towel
Ranne naint neadieke [~ SPA Spa Items requested MAS Massage
Check the Visible field to activate the display on room rack.

Don’t forget to assign a color under Setup -> Configuration -> CRM -> M arketing Info ->

E Room Grid

|Defau|t j

Color |Nan‘|e |
Oad Mon Smoker
Om Smoker

Left Side Bar — Unassigned Reservations

This group works similar to the former Attributes bar, but now influences the Unassigned
Reservation window.
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Color IName |

iy | Male

] | Female
0@ Student
Om Teacher
0@ Adult
0o Child
O Elderly

D ] Top

D [ ] Bottom
Oc Telephone
0o Bedside table
O@ Sickbed

oo electrically adjustable

[ Filter by ANY attribute
[ Filter by ALL attribute
[ Filter by EXACT attribute

Future days |10 =

[~ alone request iy
[~ Together request [l

[+ Room reservations
[+ Bed reservations

1. Filter by ... : If nofilter is set, all unassigned reservations are displayed
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E] Roorm Grid

Default LI

Mame
O Male
Oom Female
O@ Student
Om Teacher
O@ Adult
a0 Child
O@ Elderly
D [ Top
O Bottom
Oo Telephone
oo Bedside table
Om Sickbed
] electrically adjustable

[~ Filter by ANY attribute
[~ Filter by ALL atiribute
[ Filter by EXACT attribute

IUnassigned Reservations + | <= X
Select |Ath'ibutes |Attribute names |Guest
1] Female , Teacher Red (Room 1)
B Female , Student Red,B (Room 1)
B Female , Student Red,C (Room 1)
[ 1] Female , Student Red,E (Room 1)
Bo Female , Student Red,F (Room 1)
B Female , Student Red,H (Room 1)
B Female , Student Red,I (Room 1)
[ 1] Female , Student Red,] (Room 1)
Bo Female , Student Red,K (Room 1)
B Female , Student Red,L (Room 1)
[ 1] Male , Student Red,M (Room 2)
[ ] Male Camper, A, {male)
] Female Camper, B, (female)
1] Female , Teacher , Elderly  Six, Fran
Viper, Jimmy
[ ] Male Boy Group
[ ] Male Boy,Bernd,Mr.
[ ] Male Boy Group
[ ] Male Bavy, Eric,Mr

£

F Details

2. Filter by ANY attribute: displays any reservation where the related attribute is attached
to, for example Female, Teacher - all female OR teacher are shown. (red OR green icon).
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Mame

g
v @
0o
v @
0o
0o
0@
0o

0o
0o
0@
o

Male

Female
Student
Teacher
Adult

Child

Elderly

Top

Bottom
Telephone
Bedside table
Sickbed
electrically adjustable

[V Filter by ANY attribute:

[ Filter by ALL attribute
[~ Filter by EXACT attribute

nassigned Reservations + | == X
Select |Attributes IAttribute names |Guv.=_-st
— Female , Teacher Red (Room 1)

£

I Netails

— Female , Student
— Female , Student
— Female , Student
— Female , Student
— Female , Student
— Female , Student
— Female , Student
— Female , Student

— Female , Student
Female

Red,B (Room 1)
Red,C (Room 1)
Red,E (Room 1)
Red,F (Room 1)
Red,H (Room 1)
Red,I (Room 1)
Red,] (Room 1)
Red,k (Room 1)
Red,L (Room 1)
Camper, B. (female)

Female , Teacher , Elderly  Six, Fran

3. Filter by ALL attribute: shows the reservations only if there are both attributes attached
to, for example Female, Teacher — all female AND teachers are shown but no students

anymore.
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Mame

g
v @
0o
v @
0o
0o
0@
0o

0o
0o
0@
o

Male

Female
Student
Teacher
Adult

Child

Elderly

Top

Bottom
Telephone
Bedside table
Sickbed
electrically adjustable

[ Filter by ANY atiribute
[V Filter by ALL attribute!

[~ Filter by EXACT attribute

Unassigned Reservations + | <=
Select |.ﬁ.ttributes |Attribute names |Guest
(] ] Female , Teacher Red (Room 1)

2RO Female , Teacher , Elderly  Six, Fran

£

I Details

4. Filter by EXACT attribute: matches the exact attributesin reservations to be displayed.
Therefore the reservation with attribute Elderly is not shown anymore because the
reservation does not match exactly.
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Unassigned Reservations + | <=
Select |Attributes |Attribute names |Guest
(] ] Female , Teacher Red {Room 1)
Mame
O Male
[ ] Female
O@ Student
[ ] Teacher
O@ Adult
0o Child
O Elderly
D (] Top
O Bottom
Oa Telephone
[JO  Bedside table [y
O® Sickbed
oo electrically adjustable
[ Filter by ANY atiribute
[ Filter by ALL attribute <
w Filter by EXACT atiribute
o i I Details
5. Alonerequest / Together request: filtersthe reservations accordingly.
Unassigned Reservations + ‘ <>| k4 |
[v Alone request Py select |Attributes |attribute names | Guest
D@D Female, Teacher , Elderly , Alone Wish  Six, Fran
[~ Together request [ A T Viper, Jmmy
Unassigned Reservations + | <::-| % |
[~ Alone request ‘ Select Inth'il::utes I.ﬁ.ttribute Names IGuest
" [ ]I l: Male , Same room Boy Group
[ ] Male , Same room Boy,Bernd,Mr.

6. Room reservation and Bed reservation: select only one filter or both to show the related

reservations accordingly.

5:

[¥ Bed reservations

Left Side Bar — Room Assignment

40
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Manual room assignment options

[~ Filter accepting rooms
[~ Paint accepting rooms |
[T Paint suggested rooms [ |

Automatic room assignment options

[~ Selected reservations only
[~ visible rooms only

% Execute

[~ Same res - same room
[T Avoid mixed rooms

[ Fill large rooms first

[T Mast fitting room size

1. Filter accepting room: shows just roomswhere assignment is possible.

Click on areservation in the Unassigned Reservations window and the room rack will
refresh and show rooms accordingly.

E Room Grid
Default ;I Grid Statistics Unassigned Reservations
01.09.2016 02.09.2016 03.08.2015  |Select [Attrbutes [Attribute names |Guest
<< Donnerstag Freitag Samstag B@®®4  Female, Teacher , Elderly , Alone Wish  Six, Fran
0 0 0 CIES C Male , Same room Boy Group
8- Male , Same room Boy,Bernd,Mr,
2 [ ] Male Boy Group
BE3 BB O £ Baoy, Eric,Mr
Manual room assignment options Red (Room 1)
BE4 |BB [ ] Red,B (Room 1)
[w Filter accepting rooms I --D. ("] Red,C (Room 1)
Red,E (Room
[~ Paint accepting rooms || EB5 BB 0 == Rﬂli (Room g
[ Paint suggested rooms B e = [ == Red,H (Room 1)
Red,I (Room 1)
Automatic room assignment options | E37 BB o [ 1m] Red,] (Room 1)
@ Red,K (Room 1)
[ Selected reservations only EE8 |3 [ ] [~ .} Female , Student Red,L (Room 1)
- ey ENEON: e0: o 80 e el
BE9 BB @Red,G (Red) ale uchs, Jeff (male]
% Execute @ - = [ ] Male Fuchs, Peter (male)
BB10 BB [ ]
[~ Same res -> same room
[~ Avoid mixed rooms ES11 BB o0
[~ Fill large rooms first BE12 [BB [ ]
[~ Most fitting room size --D.
ey —

2. Paint accepting rooms (green): colors the corresponding rooms for the related date range

in.
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BE3 BB [:j
BE 4 BB

7 Fiter acceptig rooms --Dl__

[+ Paint accepting rooms .] EE 5

Manual room assignment options

[ paintsuggestedroomss W s mm .
Automatic room assignment options BE7 BB D
BEE BB

[T Selected reservations only

I Visble rooms orly --D.__
% Execute BE2 BE @Red, G (Red)

EE10 |EE
[T Same res - same room .
[T Avoid mixed rooms BE1l BB D
[ Fill large rooms first EE12 |BE

[ Mostitingroom sze --Dl__

(=] = R oo

3. Paint suggested rooms (purple): colors the suggested rooms for assignment accordingly
BE3 BB [:]
BE 4 BB

7 Fiter accepting rooms --Dl__

[+ Paint accepting rooms [ -
[+ Paint suggested rooms [ | | BE6 BB .

Manual room assignment options

Automatic room assignment options BE7 BB D
[T selected reservations only BB3 |BB

™ Visble rooms orly --D.__
% Execute BE9 BB @Red,s (Red)
.

BE10 BB

4. Automatic room assignment options

Theroom rack provides also the possibility for automatic room assignment. Click Execute
to assign unassigned reservations. Following option can be set for additional filtering.

Automatic room assignment options

[T Selected reservations only
[ visible rooms only

Eﬁ Execute

[~ Same res - same room
[T Avoid mixed rooms

[ Fill large rooms first

[T Most fitting room size

5. Select reservation only will just assign reservations which are selected in the Unassigned
Reservationswindow. Marked with X in the column Sel ect:
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Unassigned Reservations

Select I.ﬁ.ttributes IAttribute names

x . Mae |
[ ] Female
BTN Female, Teacher
s Alone Wish

¥ ] Male

X [ ] L Male

¥ [ ] Male

X [ ] L Male
[ ] Mala

6. Visibleroomsonly: will just assign reservations to rooms which are actually shown
(filtered) on the room grid.

7. Sameres->sameroom: will assign bed reservations (multi guest) within the same
reservation, to the same room.

8. Avoid mixed rooms: will avoid mixed room types for bed reservations. First all bed type
rooms will be assigned, to keep mixed rooms available for room reservation.

9. Fill largeroomsfirst: should be used, if there are large bed rooms and small bed rooms, to
fill large roomsfirst, to keep small room available. Maybe those can be used for guests
with an alonewish.

10. Most fitting room size: tries to find the best available room for each reservation, for
exampleif there are reservations for 4 persons, the system will assign these reservations to
4-bed rooms.

11. Tounassign abed, right click on the reservation / name, right mouse click and choose
Remove from room.

Edit

Remowve from room

[
by

The Room Grid

Thisisthe main part of the screen and shows the room and bed reservations with alot of options.

I Grid Statistics |

Doppler, Magdalena

28.08.2016 29.08,2016 30.08,2016 31.08.2016 01.09.2016 L
Sonntag Monitag Dienstag Mittwoch Donnerstag
a 0 0 1] i}
L o1 Ot O
1 1 1 (] ]!

1 (] B!
AD@Cz2 ABDBO!1 i
o@: (] 5! o
A1 AT
1 [ B | T 1 1

Room Options: Right click on aroom number opens a menu.
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Room info
Room type info
House keeping status

Room attributes

Expand

Collapse

Expand all
Collapse all
Expand by default

1. Room info and Room typeinfo: showstherelated information of the selected room.

E Room Informatian I} - O X
Info |Exu'as |
Room: 100 Type: |MIX
HE Room Type Info — O X
Section: IDay Section 1, Evening Section 1
Details
S - —
Blocked from: - Elocked To: - Description |Mixed Room |
Remark: I
Featy [Statistics
eatures: NSM,LFL, 5 .
I IHouseKeepmg Status |\|'amnt Rooms |Occu|:ued ROOLI
FO Status: ‘ € Occupied € Wacant Total 3 1]
Clean 7 0
Doors to: I Dirty 1 o
Touched up 0 0
Inspected 1] 1]
‘ % dose | E‘D Close

2. Housekeeping status: shows the according status.

) edit HouseKeeping... — O X
Status [[SINE R~ |
v oK & Cancel
The pre-defined color of this statusis shown in a column of the grid
o owoog
o1 oMx @ 1
Mix1 M (1

Activate Options on bottom of the room rack screen in section Optionsto see the house
keeping status code also in the grid. The section Cell Info on the right-hand side appears
and you can set the flag for Housek eeping status text it also shows then the status code
such as CL (clean) or DI (dirty) next to theicon.

I

w o Qo
BN

3. Room attributes: Use this option to assign predefined attributes.
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E Room attributes — O ot

Attributes W o
ICnIur IName | k=l Save

] | Male

Om Female

0@ Adult

0o Child

O Elderly

Attributes are also displayed in adedicated column:

Expand: Use this option to shows the beds. You can also double click on the room to see

the beds.

100.1
100.2
100.3
100.4
100.5
100.6

[ S O T
e

MB

Collapse: Use this option to hide the beds.
Expand all / Collapse all: all beds are displayed or hidden.

Room info

Room type info

House keeping status

Room attributes

Expand

Collapse
Expand all
Collapse all

~  Expand by default

Expand by default: Use this option to keep all bed expanded when open the room rack

Bed Options: Right click on abed row opens a menu to assign bed attributes.
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100.2
100.3
100.4

100.5
100.6

MEB
MB
MB
MB
MB

|>3 Bed attributes

Expand
Collapse
Expand all
Collapse all

1011 N | Expand by default
101.2 NB T .

) Bed attributes — O >
Attributes W ox
Colaor |Name | kel Save

(] Top

O Bottom

oo Telephone

0o Bedside table

O Sickbed

o electrically adjustable

Bed attributes are shown in the same column as room attributes.

100.1 |MB )]
100.2  NB
100.3 NB
100.4 MNB
100.5 MNB
100.6 MNB
Display of bed reservations

Reservations are shown depending if it isabed reservation or aroom reservation.
1. Bed reservations are shown in the assigned bed (row), if beds are setup with numbers.

2.

<L

100.1
100.2
100.3
100.4
100.5

MNE
MNE
MNE
MNE
MNE

29.08.2016 30.08.2016 31.08.2016 01.09.2016 02.09.2016
Montag Dienstag Mittwoch Donnerstag Freitag
0 1] 1] o] 1]
a8a - 880 s @5 @s
er, Jeff)

Rich, Diana (Rich, Diana)

If beds are not numbered therelated reservations are shown in automatic order.
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880c: 280:

WEs ME I ose0: O0eTs @eos
(1 ME Kuhn, Lens ()

[#)] NE

[&)] ME

[G)] MB Demon, Caroline (Deman, Martin)
{5) ME

(&) NE L\\?
(4] MR

3. If amixed room was assigned for aroom reservation, the bed rows are grayed out,
because they are not available anymore.

28.08.2016
Sonntag

29.08.2016
Montag

30.08.2016
Dienstag

31.08.2016
Mittwoch

01.09.2016
Donnerstag
]

Moving bed reservations

Usedrag & drop to move bed reservations to another bed or room, or to move the whole stay.

1. Move abed reservation to another bed reservation, a hint will be displayed if you want to
swap thereservations.

Confirmation ot

— ,
=% Do youwant to swap reservations ?

b -

Yes Mo

2. Itisnot possibleto change the bed and the stay at the same time. Thishasto bedonein
two steps.

] oracle Hospitality Suites - O >
M

g

Can not move guest to a different bed and change reservation date range at the same time.

@ Copy to dipboard | g Save v oK

Side Bar: Cell Info

The Cell Info is another side bar that appears on the right-hand side when activating the field
Optionswithin the section Options on bottom of the screen.
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|23 rooms

—Filter Fooms Changes Options B
Erom IE?.UB.ZUlE vI 4 oo | - | { [ Legend
Until IUS.UQ.ZUlE vI . [~ Filters
i.. Collapse | Cancel |
pefiog | <o <| >|>3 i 7 ogtions
efrag gl 2| =| == Autoapplykl_g
[~ shading
[T attributes
[~ Summary row
[T Long room and bed names
[~ Arrows
[~ Full atribute icons
[T Housekeeping status text
[T status bar
1. Availability: showsthe available amount of beds per room and day.
27.08.2015 28.08.2016 29.08.2016 30.08.20158 31.08.20186 01.09.2016 02.09.2016
Samstag Sonntag Montag Dienstag Mittwoch Donnerstag Freitag
0 0 0 0 0 0

100.1 NB )] N

100.2  NB [ 1@
100.3  |NB )]
1nn.4 [NR [T

Sicker, Jeff (Sicker, Jeff)

Rich, Diana (Rich, Diana)

‘]

2. Occupancy: showsthe occupied beds.
3. Total: showsall bedsin the room.

Mark all three check boxes will show all values separated with a slash.

27.08.2016
Samstag

100.1 |NB @]
100.2 |MB 80
100.3 |NB @]
inn 4 (MR [T

Sicker, Jeff (Sicker, Jeff)

Rich, Diana (Rich, Diana)

28.08.2018 29.08.2018 30.08.2016 31.08.2016 01.09.2016 02.09.2016
Sonntag Montag Dienstag Mittwoch Donnerstag Freitag
a a a a 0 0
5/1/6 4/2/8 4/2/8 5/1/6 5/1/6 6/0/6

4. Summary row: additional lineswith summarized values for rooms and beds for
availability, occupancy and total (depending on the selection).
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27.08,2016 28.08,2016 29.08.2015 30.08,2016 31.08.2015

. Samstag Sonntag Montag Dienstag Mittwach
V] i} 0 V] i}
R 1 I 1

Rooms 145/14/159 14311/ 159 145/ 14/ 159 149 /10 /159 152 /7 /158 156 /3 /159
Beds 182 /27 /209 183 /26 /209 182 /27 [ 209 186 /23 /209 196 /13 f 209 205 /4209
100.1 |NE i Sicker, Jeff (Sicker, Jeff)
inn 7 (MR [ Tam

5. Shading: additional highlighting of the occupancy of aroom. The more beds are occupied,
the darker the shading will appear.

Montag Dienstag Mittwoch Donnerstag Freitag

[t}
| |
5 [ ]

29.08.2016 30.08.2016 31.08.2016 ‘ 01.09.2016 ‘ 02.09.2016

6. Attributes: shows the attributes in the room row.

—
L | e ef .

1on.1 MR i

. .
| | | | |
280! 280 : 280 - @5 .5]

7. Longroom and bed names: switches between the long bed name and the short code

(number):
[+ Long room and bed names; [ Long room anrd bed names

o

CB909-1000 E.I EF.I
CB909-1001 CP 1001 CP
CE909-1002 CP 1002 CP
CB909-1003 CP 1003 CP
CB909-1004 CP 1004 CP
CB909-1005 CF 1005 CP
CB909-1006 CP 1006 CP
CB909-1007F CcP 10aF  CP
rROMOINNS D Anns D

8. Arrow: changes the start and end style of areservation bar.

9. Full attribute icons: changes the type of the icons.
[ Ful attribute icons

Six, Fran Six, Fran
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10. Housekeeping status text: shows the status short description next to the icon, such as CL
(clean), DI (dirty), TU (touched up) or IS (inspected).

[~ Housekeeping status text v Housekeeping status text;

11. Status bar: shows an additional line at the bottom of the room grid with the amount of
current filtered rooms and more information of a selected reservation.

ME1Z | MEB

23 rooms | Summer, Kate (Summer, Kate) & [0 @ O Female , Teacher , Adult , Alone , Same room

ilter [RLaT 11T Crarges (9 uke[u] g4

Eram IF—'?-UB-EUJ-E vI ¥+ Expand Ay [T Room Assign [~ Legend
Unti |u3.u9.2015 - : [~ Details [~ Filters
i.. Collapse Cancel

Defrag ﬂjﬂﬂ [ Auto apply [v Options

= it Time to next update: 5
= Q e v Load data on popup

Bottom Part

On the bottom you have different options:
1. Filter: adatarange for the room rack and for unassigned reservations.

~Filter

From IZ?.DS.ZUlE vI
Until IUS.UEI.ZUlE vI

2. Rooms: Expand or Collapse to display or hide all beds.

1 Rooms

¥ Expand

‘ Collapse

Note: Double click on aroom number will expand / collapse the beds
for the selected room only.

3. Changes: the buttons Apply or Cancel will be highlighted as soon as a change was done
on theroom rack.

These changes are not stored in the database until the Apply button is selected and an
additional message screen is confirmed. Selecting the Cancel button does not save the
changes unless Yes on the additional message screen to confirm is selected

hanges——— hanges
Apply ¥ Apply
Cancel 2% Cancel
| e [~ Auto apply
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Confirmation x Confirmation *

Are you sure you want to APPLY all changes 7 Are you sure you want to CANCEL all changes ?

Yes Mo Yes Mo

To save each change immediately mark Auto apply.

4. Options: Activate or deactivate different windows, functions or additional information.
Detailed information is given in the document below, in the respective section.

Options
v Room Assign [ Legend
[ Details I~ Filters

5. Zoom: Size of rows and columns can be adjusted with the buttons in the right bottom

corner. Use predefined values buttons (1-2, 3-4) or adjust with the draw bars.

Zoom
1] | ]2
fl m =B

Availability
The availability screen is accessible from the menu Quick Keys or with the shortcut CTRL+D and

has the same functionality as for standard room type availability.

Additional values for bed management can be added using the button Configure on top of the
screen under section Visible Fields.

El 2vailability N

Time Interval Er’ Print ¢\ Refresh| | visible Fields Availability / Occupancy Fields

From: |eRfisRenbls] - Time to next update: 115 ¥ Configure (+ Availability (" Definite occ
" Availability ind tent ¢ Def + Tent occ

.
L0 x | Function spaces |  Both availability ™ Tentonly occ
To: 02002018 = v Calculate on popup [~ Cal eventhints | [T Owerbooking § | ¢ Allocc
|Defau|t j [~ Dayuse | Booking position

Scroll down and select the values to be displayed on top or bottom of the screen.
Use the check boxes to filter desired values. Check Alphabetical order for easier finding.
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E] select Available Fields

Hotel segment bed type

Adults in house Bed only

Children in house Bed only

Domestic in house Bed only

Arrival adult Bed anly

Departure adult Bed only

Arrival child Bed only

Arrival domestic Bed anly

Departure child Bed only

Departure domestic Bed only

Cancelled beds

Bed types

Total beds

Bed Reservations

Def, Bed Reservations

Tent. Bed Reservations

Bed Availability

||Max Bed Availability

||Min Bed Availability

||Beu:l Qcoupancy

||Min Bed Occupancy

||I'~"Iax Bed Occupancy

||I'~"Iax beds

Top

Bottom

- a pod

¥ o

Kk Select

3* Unselect

@k Revert Sel,

[T Room related

[~ Room persons
v Bed management
[ Bed persons

[T Reservations

[~ Meeting planner
[T oOthers

kAl
B4 None
@- Revert

?

[ Alphabetical order
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Example:

E1 Availability - m] ¥
Time Interval 5 Print \‘,'\ Refresh ||| visible Fields Availability / Occupancy Fields
From: 27.08.2016 Time to next update: 36 {2 Configure % Availability ™ Definite occ
" Ayailability ind tent € Def +Tent occ
Noattae 7 3 [~ Function spaces | (" Both availability ™ Tent only occ
To: ,W‘ |v Calculate on popup [~ Cal.eventhints | [~ Overbocking § |  Allocc
m [~ Dayuse [~ Booking position
Hotel segment filter | j Limit group | j +
Total rooms [T (s61)  [oRs62)  [sugsez)  [sR(sez)  |mmx [mwe KSR [rotibeds [ce NB BB w8 KSB

Sa. 27.08.2016 142 38 55 11 28 & 5 1 173 89 60 14 il ]
So. 28.08.2016 140 k) 56 11 27 3 4 1 174 91 L4 17 3 6
Mo. 29.08.2016 141 38 55 i1 27 4 g 1 180 94 36 22 3 5
Di. 30.08.2016 142 38 56 i1 27 4 g 1 188 96 57 27 3 5
Mi. 31.08.2016 144 38 57 i1 27 5 3 1 203 100 65 28 4 6
Do. 01.09.2016 146 38 59 11 27 5 3 1 153 100 67 16 4 6
Fr.02.09.2016 149 33 59 1 8 O 1 195 100 69 16 4 5
Control Panel IChart | Block Statistics | Inventory | Meal plan | Groups | Trend | calencar Events |

Sa. 27.08.2016 |SD‘ 23.08.2016 |MU. 29.08.2016 |D\. 30.08.2016 Mi. 31.08.2016 Do. 01.09.2016 Fr. 02.09.2016
Total beds 173 174 180 183 203 193 195
Bed Reservations 36 35 28 21 6 15 14
Def. Bed Reservations 36 35 29 21 6 16 14
Tent. Bed Reservations |2 a a 0 0 a a
Bed Availability 173 174 180 183 203 133 195
Max Bed Availability 173 174 180 183 203 193 155
Min Bed Availability 171 174 180 183 203 193 195
Bed Occupancy 17,22% 16,75% 13,88% 10,05% 2,87% 7,66% 6,70%
Min Bed Occupancy 17,22% 16,75% 13,88% 10,05% 2,87% 7,66% 6,70%
Max Bed Occupancy 18,18% I/\\, 15,75% 13,88% 10,05% 2,87% 7,66% 5,70%
Max beds 208 209 209 209 209 209 209
CP 89 91 94 96 100 100 100
NB 60 57 56 57 65 &7 69
BB 14 17 22 27 28 16 16
WB 4 3 3 3 4 4 4 ©
< >
'! Turnaway ‘Tﬂ RT Avail. » Close

Examplewith reversed axes and long description

Sa. 27.08.2016 |SD. 28.08.2016 |M0. 29.08.2015 |Di. 30.08.2016 |Mi. 31.08.2016 [Do. 01.09.2015 |Fr. 02.09.2015
Total rooms 142 140 141 142 144 145 143
TR (5G1) Twin Room 35 38 38 35 38 38 35
DR {5G2) Double Room 55 56 55 5& 57 59 59
SU (5G2) Suite 11 11 11 11 11 11 11
SR (5G3) Single Room 28 27 27 27 27 27 28
MIX Mixed Room 4 3 4 4 5 5 5]
MWWB Mixed Room without bed assign. |5 4 5 5 5 s B
KSR King Size Bed Room {mixed) 1 1 1 1 1 1
Total beds 173 174 180 188 203 193 195
CP Camp Bed 89 91 94 96 100 100 100
ME Normal Bed &0 57 56 57 65 67 ]
BB Bunk Bed 14 17 22 27 28 18 18
WEB Water Bed 4 3 3 3 4
K5B King Size Bed ] ] 5 5 ] [ ]

Special feature for mixed rooms:

If mixed rooms are used (a room of thistype can be sold as aroom, or beds out of thisroom can be
booked individually), then there are separate values (columns/ lines) for thisroom and bed types.

Example:
A room isequipped with two normal beds (NB = 2 pax) and two bunk beds (BB = 4 pax).

If the room gets occupied (reserved/ assigned), then the availability for bed types of NB and BB are
also reduced (-2 NB, -4 BB).

If aNBisreserved, then just the availability for that bed type getsreduced (-1 NB). Because it is
not known at thistime in which bed of which room (room type) the guest will be assigned.

Assoon as no bed is assigned we have an uncertain availability for mixed room types. In this case
therelated days and the room types are displayed with a blue or red underline. The underline
turnstored as soon as the threshold (danger of overbooking) is reached, see configuration of Bed
availability uncertainty percentage in Global Settings.

As soon as this NB gets assigned to a certain bed (numbered bed) or room (bed without
numbering), the availability gets reduced accordingly as the room and room type are known now.
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In this case, the room is not available anymore to be sold as aroom, but there are still LNB and 4
BB availablein thisroom.

Check In

To check in areservation use the room rack or the reservation grid. It is possible to check in each
bed reservation independently.

Check In on Room Rack

Do right mouse click on areservation with today’s arrival date and you get the following options:

Edit

Check In

Check In all guests of reservation in this reom

Check In all guests of reservation

Remaove from room

1. Check In: Select this option to check in the reservation

2. Check In all guest of reservation in thisroom: Select this option if there are more beds
(multi guest) reservations to check-in or also for guests of the same reservation which stays
in the same room.

3. Check In all guests of reservation: Select this option to check in all guestsin general,
regardless if they are assigned in the same room. Thisworks similar like the check-in for a

group.
Navigate to the tab Arrival on Reservation to display all reservations to be checked in.
Reservation
Actual Query
Mame, First | | Company | j
Confirmation £ [~ Multi Guest Agent -
Res. Type | [ suite Slaves Black -
Room Mo Group i
adv.ory. | =] =l =
Attributes | | | 27.08.2016 | Selection [Expected Arrival
Arrival |In Hnuse] Departurel All ] Wa'rtlist] Q RmmsJ Fin. A ] Offer ]
Mame Arrival Departure  |Adults |Teen |Child [Baby |Type Res. Status |Rm Type [Bed Type |Room no Bed code |Bed
Abel, John 27.08.2016 29.08.2016 2 Definite Expected CP cP
Bender, Maria 27.08.2016 |30.08.2016 1 Definite Expected NB MNE
Boy Group 27.08.2016 (31.08.2016 1 3 Definite Expected NE ME
Boy Group 27.08.2016 |31.08.2015 a 3 Definite Expected CP CP
Camper, A. 27.08.2016 |28.08.2016 2 Léﬁnn:e Expected CcP CP
Demon, Martin 27.08.2016 (01.09.2015 2 Definite Expected MNEB MNB
Dorn, Carol 27.08.2016 [31.08.2016 1 Definite Expected DR 105
Hanks, Thomas 27.08.2016 |29.08.2016 1 Definite Expected NB MNE
Kuhn, Lens 27.08.2016 |29.08.2016 1 Definite Expected NB MNEB
Mittelbach, Herbert 27.08.2015 [31.08.2015 1 Definite Expected NB MNE
Six, Fran 27.08.2016 |29.08.2016 2 Definite Expected CcP CP
Viper, Jack 27.08.2015 |29.08.2015 2 1 Definite Expected DR 108

Q% Full Search

El Clear

l;'g Last modif,

E‘ New

[# Edt

55 WalkIn

ﬂl Check In

il Pre arrival
Post departure
Chedk Out

':A Cancel Res.

*#H Findin Grid

‘ Options

1. Multi Guest: Select thisflag to display any guest/ bed-reservation. If M ulti Guest is not
marked and you select to check in areservation with more than one bed reservations, then
this message pops up:
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Confirmation *
2% Thereared remaining expected guests for the reservation,

WY Doyouwantto checkin all of them ¥

Yes Mo

Click Yesto check them in one by one (like group check in) or No to abort.

Note: The generic reservation data (e.g. Adults, Children, Type, Departure
Date, etc.) stay the same for each row. Only the person related information
are different such as Bed Type, Room no., Bed code. etc.

Reservation
Actual Query q Search
Name, First I I Company. I LI % Full Search
Confirmation gl [¥ Multi Guest  Agent I j' E] Clear
I Suite Slaves —
Res. Type = Block hd EL Lastmodif,
Room No I Group I -
adv.ory. | =] =] =]
Attributes I LI I ;I 27.08.2016 ;I Selection |Expected Arrival ;I
Arrival |Ir| Hmlsel Deparl'urel All | Wa'rl:l'stl QRonmsl Fin. I Offer I
- —
Departure  |Adults |Teen |Child |Baby R Bed code |Bed D New
27.08.2016 29.08.2016 2 Definite CB909-1009 —
Abel, John 27.08.2016 |29.08.2016 2 Definite Expected  |CP cP 101 0L5 1015 # Edit
Bender, Maria 27.08.2016 |30.08.2018 1 Definite Expected MB NE Mix 5 MNB13 Mormal Bed 13 *5 WalkIn
Boy Group 27.08.2016 |31.08.2018 0 3 Definite Expected CP CP 909 1003 CBS05-1003
Boy Group 27.08.2016 |31.08,2018 1 3 Definite Expected MB ME Mix 4 ME12 Mormal Bed 12 ﬂ Sz
@Boy, Albert, Mr 27.08.2016 |31.08.2016 1 3 Definite Expected MB MNE Mix 4 MB11 Mormal Bed 11 ﬂ Pre arrival
@Boy,Bernd, Mr. 27.08.2016 |31.08.2016 1 3 Definite Expected MNB MNE Mix 4 MB 9 Mormal Bed 9 R
@6y, Eric,Mr 27.08.2016 |31.08.2016 of 3 Definite Expected  |CP cp 909 1004 CB90S-1004 e e
@Boy,Fred,Mr. 27.08.2016 |31.08.2016 0 3 Definite Expected CP cP BO 4 BB12 Bunk Bed 12 Ched: Out
@Boy,Georg,Mr 27.08.2016 |31.08.2016 1 3 Definite Expected MNB MB Wi 4 B 10 Mormal Bed 10 / & Cancel Res
Camper, A. 27.08.2016 |28.08.2016 2 Definite Expected  |CP cP T~ = = :
Camper, B. 77.08.2016 |28.08.2016 2 Definite Expected  [CP P # Findin Grid
Demon, Caraling 27.08.2016 |01.09.2016 2 Definite Expected MNB ME MWE & ‘ Options
v i
Check-In: highlight areservation and click on the button Check In. As soon as the check-
in is complete, the status appears accordingly in the column Res. Status. Each guest can be
checked in independently, although with the same reservation number.
Arrival Iln Hmlsel Deparl:urel All I Wa'rl:listl Q I Fm.AoonunisI Offer I
Name Res ID |Arrival Departure  |Adults |Teen |Child [Baby |Type Res. Status  [Rm Type [Bed Type |Room no Bed code |Bed
Abel, John 9524|47.08,2016 |29.08.2016 2 Definite  |Expected CP CP 909 1008 CB909-1008
Abel, Mary 9524|47.08.2016 |29.08.2016 2 Definite  [CheckedIn  [CP CP 909 1009 CB905-1009
Render. Maria S 7.0R. 2016 |30.08.7016 1 nefinite  |Checked Tn INR NR Miw 5 NR13 MNormal Red 13

In case some bed reservations of the same reservation have different statuses (e.g. oneis

expected, another one already checked in) and the M ulti Guest is not marked, the status

field shows a combination, for example: Exp:1 Cl:1
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Reservation

Actual Query

Mame, First I Company

|
Confirmation EI [~ Multi Guest Agent
Res. Type Iﬁ [ Suite Slaves Block
Room No I Group
Adv.Ory. | =] =

Lol Lefleflefle]]e]

Attrbutes | =l [27.08.2016 +]
Arrival IIn Hnusel Departurel All I Wa'rl:listl Q Roumsl Hn.AemurlIsI Offer I

Mame Res ID |Arrival Departure  |Adults |Teen |Child |Baby |Type Res, Statuz  |RIn Type |Bed Type |Room no
Abel, John 9524|27.08,2016 |29.08,2016 2 Definite | |Exp:1CL:i1 (P CcP

Bender, Maria 9466 |27.08.2016 |30.08.2016 1 Definite T eted- MB

Boy Group 9559|27.08.2016 [31.08.2015 0 3 Definite  |Expected CP CP

Rrvs Crmnim [\ QEEE 77T na MiiAa 131 ng mMiis 1 e Mafimita Furmartad IR =]

Notifications during check in

1. Guest name starting with?: this indicates, that there is no name (profile) attached to this

bed reservation. A check-in without anameis not possible.

Reservation

Actual Query
Name, First I Company I ;I

Confirmation £ ¥ Multi Guest Agent I vl
Res. Type | I Suite Slaves Block I 'I

Room No l— Group Iﬁ
savr | - = B
Attrbutes | =~ | [27.08.
Arrival |Ir| Ilmlsel Departurel All I Wa'rl:listl Q Rnnmsl Fin. A | Offer |
Name Arrival Departure  |Adults [Teen |Chid |Baby [Type Res, Statug  |Rm Type |[Bed Tyg

2Abel John
Abel, John 27.08.2016 |29.08.2015 2 Definite Expected CP CP

Edit the reservation and navigate to the Profiles grid to add the name.
E Edit Reservation 9524

Reservation I Inventory Profiles |Package agrid I Grid I Attributes I Credit card I Motes I Meal plan I Amenity I Biling P I Cal. Eventl

Primary  [MName DPA |DPB Set Name Collective | Attribute Age cat. Room [ Bed Status
X Abel, John 1. Adult 101/ 101.5 Expected

e 2. Adult 309 / 1009 Expected

If you start the check-in without avalid name, a screen pops up to create a profile:
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Guest data Adult 2 it
MName v oK
[
Document type

| I =

Document ID

Membership type

| =]

Membership number

Format for name:
Mame1,Mame3, Addressgreeting, Tite
Formatted data

& Cancel

When you press Cancel this message appears:

Oracle Hospitality Suited *

Reservation Check In for Abel, John was not successful,
Guest name is emnpty. Can not check in.

QK

EJ Oracle Hospitality Suited - O X

Guest name is empty. Can not check in,

I
Copy to dipboard | g Save

2. Guest name starting with @ thisindicates that there are certain information stored (at
least just a name), but no proper profile exists. These names cannot be found in the Profile
section. During check-in a proper profile will be created automatically.

Loy s g

@Boy Albert, Mr
@Boy,Bernd,Mr.,
{@Boy,Eric,Mr
@Boy,Fred,Mr,

R Canea e

3. Notifications like notes, make key (from interface), deposit payment requests, etc.:

These appear asrequired, for example if the system was setup to request a Payment at
check in (definablein Setup -> Global Settings -> Reservation -> 8 Bed M anagement)

[v Payment at check ini

A corresponding screen appears and the name of therelated guest is displayed on the top
of thewindow.
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E] payment Posting Abel, Mary — O x
I
Sy [Ees
| Post
Payment Department: ;I E
] Clear
Amount: | 66,00 EUR
= Credit card
e I Use Bonus
Comment: I

i voucher

(]
m

rd Typ |

(@]

—

Oy

m

r's Mame I

Posting

Automated postings (e.g. rate code during night audit) will store the related guest name together
with the posting for later reference. Manual postings on department codes or articles can be done
for dedicated guests by selecting the name.

Manual posting of Department codes

Navigate to Cashiering -> Posting and search for aroom or nameto post. If there are multi guests
in the same reservation, the different names can be selected from the pull down menu.

EJ Maznual Posting - O x
IRoom |Name IDepartmerlt |Charge |Curr IRemarks |Windcw IPrice IQL.IEI"ItitY Ej Posting
T Clear
l Delete
| | ]
Tyler, Rick Total Postings: 0,00 ‘
F.oom: I - I Arrival: 27.08.2016
—
Name: Tyler, Rick " Departure: 30.08.2016
Tayler, Ernest
Dept: Taﬂeri Ernest ? Rate Code: person rate
Tayler, Cathrin
Descript|  (Tyler, Jim Packages: DPA, DPB
Tyler, Elisabeth Balance: 210,60
Price: I 0,00 EUR Currency: LI Exchange Rate:
Quantity: I 1 ill Base Curr Price:
Amount: Base Curr Total:
Comment: | Covers 0 =
Arrangement: |<Nor|e> LI Window: I vl Mew Origin: I LI
% Close & Save
‘ [~ Pre-Arrivals I~ Lock Guest Info I~ Lock Department Info o
Cancel

58
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Manual posting of Articles

1. Topost to article navigate to Cashiering -> Article Posting, select aroom and click on the
[...] button to search.

E Article Posting

BO 3

o || 1 |MIN Minibar ~| |<None> | x
| Code |Dthy |Pri|:e |Amount |Frgn Am. |Curr. |

1
mo.‘mﬂ‘m‘m‘m‘
2 |

Room [ Guest

L
>

2. Mark the corresponding guest line and click Select.

| A Billing Guest Search - Fidelio System Date: 27.08.2016 — m| X
R.oom Mo, |GuestName |Arriva| |Deparmre |Ealance Status |Part5-I |Cmﬂy |Grou|:| |Aqgnt | || \ Select
BO 3 Tyler, Rick, Mr. 27.08.2016 30.08.2016 55,00 CheckedIn
3 27.08.2016  30.08.2016 & Refresh
BO 3 Tyler, Elisabeth, Miss 27.08.2016 30.08.2015 30,00 CheckedIn
BO 3 Tayler, Cathrin, Mrs. 27.08.2016 30.08.2016 40,20 Checked In 5] NewFa

«{ Options
£ >
Ry Select al
Click here to hide / show filters
[ General i Reservation il | Fi ial A t lim Bal [T~ Apply Date Filter | T Daily Charges
Room: [BO3 [¥ InHouse (1) [¥ InHouse (&) v al Grp Proforma
- ¥ Expected (=] e I~ actual ¥ A
Narme: [~ Expected Arrivals (2) | [T Expected Arrivals (7) [~ ZeroBalance ™ Dep ™ Dep
Group: I lEpect=dnead(al IV Expected Den. @ I OpenBalance | = Fooeoote 7] [Fos0m v
= ¥ Checked Out (4) ¥ Checked Out (@) — = — —
1D I Futre (3) I~ Future (@) Until |27.08.2016 Jlid 27.08.2015 1=
Party:
4 I I I’OS,PM,PM,PDA,AUT -l
Profiles:
Segm,: v | | ¥ Mult guest 2% Close

Note: If the name does not appear, check if the Multi guest flag is
set in section Reservation on the bottom of the screen.

3. Thenameappearsin the Article Posting Window header and the posting can be done.
E]Article Posting

BO3 |Tyler, Jim

Room / Guest :

Postings on Billing

You can also post via Cashiering -> Billing. It works the same way as described above, but you do
not need to select the room number first, because thisis already known.

1. Simply select the button Articles or Postings from the left bottom corner.

< >
[ -] Tayler, Ernest |
(.’ Articles 23 Rebate ||
LE Postings | ¢ Pay{ments| = spiit | 4t Transfers | €L, Reservation | < Options | C/O Options | - 1] Cﬂed{out| 22 Close
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Billing & Check Out

The billing window can be opened from Reservation Grid -> Options -> Billing or from

Cashiering -> Billing.

1

In the billing search window thereis also aflag to check for M ulti guest on the bottom of
the screen to display all guests. If this flag is not set, only the name or room of the primary

guest is shown.

Room Mo, |Guest MName |Arriva| |Deparmre |Ba\ance |Stat.|s |Room Type |F‘art:\1I |Conﬁrmahon Mo, IComEnx k Select
BO 3 Tyler, Rick, Mr. 27.08.2016 30.08.2016 65,00 Checked In Bunk Bed / Bed Only Room 9450
BO 3 Tyler, Jim, Mr. 27.08.2016  30.08.2016 15,00 Checked In Burk Bed / Bed Only Room 9450 & Refresh
BO 3 Tyler, Elisabeth, Miss 27.08.2016  30.08.2015 30,00 Checked In Bunk Bed  Bed Only Room 9450 D —
£ >
‘ Options
Click here to hide / show filters -|
General ‘ Reservation ll | Fi ial A it LI Bak ‘ [~ Apply Date Filter ‘ ﬁ C/oAllo Bal.
Room: ¥ InHouse (1) ¥ InHouse (8) W all I arr 7 aer Ry Selectal
Name:  [Tyler [~ Expected Arrivals (2) | [T Expected Arrivals (7) [~ Zero Balance I Expected I Dep I~ Actual I b Fy—
| ¥ Expected Dep. (3) |¥ Expected Dep. (8) [~ Open Balance = = '
Group: i - From |27.08.2016 27.08.2016 L
D | Chededout(® [~ Checked Out () om | ~ s || - e (2= Batch Print
;a"tr ™ Future (8 ™ Future (@ unti [27.08.2016  ~] [p7.08.206 -] Fope—
e FIPOS,PM,PAA,PDA,AU'I vl T4 Daily Charges
Segm.: ;I ¥ Multi quest I Grp Proforma

In the posting screen, any postings are collected by default in the first window for all

guests of the reservation. For automated postings (such as rate code posting, for example
Accommodation), the guest names are displayed in the column Guest name. Guest names

of manual postings are shown in the Remarks column.

Layout: IVerﬁcaI - 2 Cashier: 1, HB Q l‘;‘ El K
i
Contact: Address: Standard Address -,
Arr___|Code|Department IDatE IPostEd in AmounﬂPncE Quantity IUser Time Remarks IPOS Check Mr. _|Folio Desaription _|Last Invoice | Guest name I
[ Jse0]s%0iscount J27.08.2006 | J-1e0l1a0] 1]1 Jo712.201636:37:07 [Tayler, Emest | ] [ Jloyier Cathrn ]
01 100 Accommodation 27.08.2016 36,00 35,00 1)1 07.12.2016 16:37:08  Tayler, Ernest, Tayler Cathrin
01 100 Accommodation 27.08.2016 32,40 32,40 11 07.12.2016 16:37:04  Tayler, Ernest, Tayler Ernest
01 100 Accommodation 27.08.2016 30,00 30,00 11 07.12.2016 16:37:03  Tayler, Ernest, Tyler Elisabeth
01 100 Accommodation 27.08.2016 15,00 15,00 11 07.12.2016 16:37:00  Tayler, Ernest, Tyler Jim
01 100 Accommodation 27.08.2016 25,00 25,00 11 07.12.2016 16:37:02  Tayler, Ernest, Tyler Rick
400 Beer Heineken 27.08.2016 3,00 3,00 11 07.12,2016 16:30:24  Tayler, Cathrin,
200 Breakfast 27.08.2016 22,00 22,00 11 07.12,2016 16:26:47  Tayler, Ernest,
120 Dog 27.08.2016 3,00 3,00 1/1 07.12.2016 16:26:46  Tayler, Ernest,
400 Mineral Water 27.08.2016 2,00 2,00 11 07.12.2016 16:25:08  Tyler, Rick
400 Peanuts 27.08.2016 3,00 3,00 11 07.12,2016 17:08:24  Tayler, Ernest,
400 Peanuts 27.08.2016 3,00 3,00 11 07.12,2016 16:25:07  Tyler, Rick
335 Technical Equipment  27.08.2016 35,00 35,00 1 1 07.12.2016 16:31:14  Tyler, Rick,
[ -1 Tayler, Ernest I
& Artides Z5 Rebate ||
39 Postings | Pay_ments| = split | 3t Transfers ‘ EL Reservation | < options | C/0 Options | &l checkout | 3% Cose

2. Depending on the setup — point 6 (Global Settings -> Reservation -> 8 Bed Management)

the behavior during check out can be different.

Example 1: A reservation for afamily. All postings payed by the primary guest (one bill).

The flag for Pay per guest is not set.
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E Edit Reservation 9450

Reservation I Inventory Profiles |package gﬂd] Grid ] Attributes | Credit card] Notes I Meal plan I Amenity'] Billing P] Cal. Event

MName |Rn\e ‘Change | E‘ Add
"\g Resery.
Days >
Reservation group request: % @ Edit
I Pay per quest
Set Attributes Attribute description  |Persons  |Unassigned Ll New
# Edit
2 80 Female , Child 1 0
3 [ ]} Male , Child 2 0 B Dokt
4 [ ]=] Female , Adult 1 0 3 Assign
Price display: |Rate amount ~ | I Induding add to rate packages * Options
016 w15 | ] Add
EL2% T il Remove
Primary |Name DPA |DPB Set Name Collective | Attribute Age cat. Room [ Bed Status Sa. So.
Tayler, Emest x male Parents @ Male 1. Adult BO2/BB 4 Checked In 36,00 36,00
Tayler, Cathrin b3 4 Parents @D rFemale , Adult 2, Adult BO 3 /BB 5 Checked In 36,00 36,00 ¥
Tyler, Elisabeth 2 Children @0 Female , Child 1. Teenager |BO3/BB& Checked In 30,00 30,00 % Attributes
Tyler, Rick 3 Children @) Male , Child 1. Child B0 3/BB 8 Checked In 25,00 25,00 -
Tyler, Jim 3 Children @0 wMale , chid 1, Baby BO3/BB7 Checked In 15,00 15,00 & GuestRelsted
& Profile Related
<
¢ Replace
Chkd. In Guests Package < options | “ oK | & Cancel

1. Click Checkout button and a message appears if all guests should be checked out.

Confirmation h-d

There are 5 remaining checked in guests for the reservation.
Do you want to check out all of them ?

Yes Mo

2. Click Yes and proceed with check out as usual. Any window with open balance will
be checked and a payment window will open to post the amount and print an invoice.

w

Click No to abort the check out.

4. You can still move postingsto another windows and check out each window
independently by using right mouse click on that window and select Check out
selected window.
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Add Guest View
Close Guest View
Add Guest views with moved postings

Move Selected Postings +
Cancel Postings s
Delete Selected Postings

Posting Details

Split Selected

Transfer

Select Postings s

( Checkout Selected Window h ]
Edit Selected Window “
Delete Selected Window

Payments

Postings

Guest Check

5.  Goto Select Postings

| Tl o L

Select Postings I} Tyler, Ernest

Checkout Selected Window Tyler, Cathrin

Edit Selected Window Tyler, Rick

Delete Selected Window Tyler, Elisabeth

Tyler, Jim
Payments T e T

6. Select anameto highlight the related postings to move it, for example, to another
window, room or financial account.

7. Inthescreenshot example Tyler, Rick was chosen. The postings are marked (blue
backgroud). The source nameistaken from column Guest name for automated
postings and from Remarks for manual postings.

[ wr [ewe  [mmme [ [ aw[ swl L

-EEE-_- L
27.08.2016 3,00 3,00 1)1 .12.2016..] Tayler, Emest,

200 BrEakﬁst 27.08.2016 11 07.12.2016. Tayler, Ernest,
-_ L Tyer, Rick,
01 100 Accommodation 27.08.2016 15.00 1500 1)1 07.12.2016.. 4
-———
01 100  Accommodation 27.08.2016 30,00 1)1 07.12.2016... Tavler, Ernest,
01 100 Accommodation 27.08.2016 32,40 32,40 11 07.12.2016... Tayler, Ernest,

400 Peanuts 27.08.2016 3,00 3,00 1[1 07.12.2016... Tayler, Emest,
01 100 bed rate 27.08.2016 11 22.12.2016... Tayler, Ernest,
-_-Eﬂ__
01 100 bed rate 27.08.2016 30,00 11 22.12.2016... Tayler, Emnest,
01 100  bedrate 27.08.2016 32,40 32 40 1]1 22.12.2016... Tayler, Emest,
01 100 bed rate 27.08.2016 15,00 15,00 11 22.12.2016... Tayler, Ernest,
—-m-m——
01 100 bed rate 27.08.2016 30,00 30,0 11 22.12.2016... Tayler, Ernest,
01 100  bedrate 27.08.2016 32,40 32,40 1l1 22.12.2016... Tayler, Emest,

Example 2: Multiple Guests travel (stay) together but pay separate. The flag for Pay
per guest is set.
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A Edit Reservation 9606 - m] ®
Reservation | Inventory Profiles |Package grid I Grid I At‘tnbutesl Credit Gl'dl Motes I Meal planl Amemtyl Billing P | Cal. Event
MName [role IChanga I E/ Add
I.}) Edit
Q Resery,

Reservation group request:

¥ Pay per quest

E=

Atirioutes_Rooms |
Set Attributes Attribute description  |Persons | Unassigned El New
[# Edit
il Delete
3 Assign
I Filter
Price display: |Rate amount vl [™ Incuding add to rate packages < Options
2018 wis | [E] Add
8.27. g.28 m’ Remove
Primary |Name DPA |DPE Set Name Collective | Attribute Age cat. Room [ Bed Status Sa. So.
Hanks, Thomas male @ vae 1. Adult MVE 3 CheckedIn 44,00 44,00 pasox
Smith, Walter male @ Male 2, Adult MWE 3 Checked In 44,00 44,00 Primary
Finch, Frank male @ Male 3. Adult MWE 3 Checked In 44,00 44,00 &4: Attributes

& Guest Related

& Profile Related

¥ Replace

&Y Edit

a Pers. Doc.,

Up

' Down

Price

Chid.In | Guests |

<« Options | ' oK | Q cancel

1. Depending on thesetup (Global Settings -> Reservation -> 8 Bed M anagement), different

4,

guestions are coming up during check out.
Posting target for bed guests (Pay per guest reservations only):

Ask about finandal account -> Mo -=> Ask about billing window

=]

Create finandal account automatically

Ask about finandal account - Mo -= Separate billing window
Ask about finandal account - Mo -= Ask about billing window
r Ask about finandal account - Mo -= First window

r Separate biling window automatically

Ask about billing window -= Mo -= First window

PadFirst window automatically

Click on Check out will follow the rules. The most flexible setting is the one marked
above, but this may also be annoying. After click to check out the first message appears.

Click Yesto transfer postings to a separate financial account. Financial accounts will be

created automatically.

Confirmation

Yes MNo Cancel

pod

Do you want te move the guest's postings to a separate Financial Account 7

If you click No, the next message appears:
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Confirmation hod

Do you want to move the guest's postings to a separate window 7

Yes Mo Cancel

5. Click No if the postings should not be moved. One bill with all postings can be done or
postings can still be moved manually to be checked out separate (see above).

6. Click Yesto move the postings accordingly. A payment screen for each guest will pop up.

The guest nameis displayed in the header, and the total amout to be payed appearsin the
field Amount .

7. Select the Payment Department and Post.

EE] Payment Posting Hanks, Thomas — O *

I

44 Post
Payment Department: [zl j j

] Clear
Amount: | 301,00 EUR

— Credit card

| U=ze Bamus

EEE | 5 Voucher

ey
4 Close

8. Next screen appearsto select the Folio Style and the print options.

E] Folic styles N - X
. = Print
Customer: |Ha|'|k5|'|'|'||:|m.as Windaow: |2 = =
=1 Preview
Balance: ||:|,|:||:| !1 S
Don't Prin
Don't Print
Style: =
@ E-Mail
Iv Display telephone details on invoice
r Open Setup

Currency: |ELIR Euro j before Print

i Cancel

9. Oncedone, the next payment screen appears with the next guests name to proceed the
check-outs.
To cancel the posting and check out, click Close.
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E] Payment Posting Smith, Walter — O *

Post I
Payment Department: LI ” % =
] Clear

— Credit card

Amount: 327,00 EUR

Use Baorus

ﬂ Voucher

oreign Amount: |

Comrment:

T
=]
Cl
i
A
1}

Expiry (MM I_
i

10. Back to the billing screen, you can see that the first guest (Hanks, Thomas) has paid

already, but there are still open balances on other windows. They are marked with red
backgroud on the Billing window button.

Lavout: [T =] % | Cashier: 1, HB Q& x
1 ks, thoms |2 ok, Thom~ ISR NSRS

Address: Standard Address - ,

Guest name

< >
(3) Smith, Walter F
Contact: Address: Standard Address -,
At [code  [Department [Date |Postedin_[amount [price |quantity [user [rime |Remarks |pos checknr. |Folio Description_[Last Invaice |Guest name
01 100  Accommodaton 27.08.2016 44,00 44,00 1)1 22.12.2016... Hanks, Thomas, Smith Walter
01 100  Accommodaton 27.08.2016 44,00 44,00 1)1 22.12.2016... Hanks, Thomas, Smith Walter
30 300  Restawrant Hamburg” 27.08.2016 87,00 87,00 11 22.12.2016... Smith, Walter,
350  Roomservice 27.08.2016 64,00 54,00 1)1 22.12.2016... Smith, Walter,
5 305 Restaurant Fideio” 27.08.2016 88,00 88,00 1)1 22.12.2016... Smith, walter,

We recommend to use Show Guest Names on Billing Window buttons
T el INFUrEnce

li Tax Office
" [T Show Guest Mames on Billing Window bultans ]

$2 Lock Station

Ia‘jgosm @ Payments| = soit | 3t Transfers | €, Reservaton (< Optons | C/0Optons | @ Chedout

Example 3: the multi guest check out was skipped and not all guests ares checked out.

User Guide



66

5.

Reservation
Actual Query Q Search

Name, First I I Company. I j Confirmation No=9506 % Full Search
Confirmation 2 (36086 ¥ Multi Guest Agent vl 7@, Clear
Res. Type l_m [~ Suite Slaves Block lﬁ _

T = & Last modif.
Room No Group 'I —
sy, | =] g =
Atrbutes | =10 ~| [27.08.2015  ~] Selection e Out,Checked Out ~ |
Arrival | In House  peparture | All__| Waitlist | Q Rooms | Fin. Accounts | Offer
Name |REs MR o of rooms [arrival |peparture [rvpe Res. Status |Roomro  |Room type  |vRES_CRSSYSTEM |PrearrivaljPostdepart. B new
Finch, Frank 2606 1]27.08.2015 27.08.2016 Definite Due out MWE3  MB 7 =

# Edit

Definite

55 wakin

[ —

Select Check out again, to check out all other guests. This can be done for each guest
individually, or also for all together.

Unmark the M ulti guest search filter to display the main reservation. The column Res
Status shows DO:2 CO:1 which means 2 DueOut and‘1 Checked Out.

Attributes

Reservation

Mame, First I I Company I ﬂ

Confirmation EIQEUE [l- Multi Guest | Agent I ﬂ

Res. Type I LI T~ SO Saves gy I j

Room Mo I Group I ﬂ

Adv.Qry. | =l =) =]
| - <]

Arrival In House IDepartureI All I Wa'll:lisl:l Q Rnnmsl Fin. Aﬂﬂnumsl Offer I

[|Res. Status

Hanks, Thomas 27.08.2016 DO:2CO:l

After you click Check out you are promted to select if the remaining guests should be

checked out.

Click Yesto check out. Thisis mostly used for families or groups where everything was
paid already on a collective bill or postings are moved to a financial account, and none are
remaining to process. If you are not sureif all open balances are paid, select No to review.

it

Confirmation

=% Thereare 2 remaining checked in guests for the reservation,

VY Doyouwant to check out all of them ?

Yes MNo

If there are still open balances for certain window, awarning message appears.
*

Oracle Hospitality Suited

Multiple guests Checked out without moving postings to separate billing windows.
Please manage payment and inveice manually.

0K

6. Useright mouse menu and select Check out selected window on the windows with open

balance to check out.
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If check out was done by mistake, or it is needed to check in back a certain guest for other
reason, use Undo Check Out from Options Menu.

This can be done for each bed guest (set filter Multiguest ON) and select the related guest
reservation, or for all guest of the reservation (set filter Multiguest filter OFF).
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