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Welcome to the OPERA Property Management System

This Reference Manual serves as a reference tool that answers your questions
about the use and operation of the Opera Hotel Edition software system. It is
intended to guide you through how to use most functionality in the Property
Management System.

How this
manual is
organized

This manual follows the design of the Opera modules in addition to several
supplemental management chapters.

The manual contains the following chapters:

Introduction

Reservations

Front Desk

Cashiering

Rooms Management-Housekeeping
Accounting

Miscellaneous

End of Day-Night Audit

A e L T e

Groups

—_
o

. Commissions

—_
—_

. Packages

—_
NS

. User Management

—_
SV

. Rate-Revenue Management

—_
N

. Index
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Additional Resources

While this Manual will be your on-site reference tool, there are a variety of
additional resources available to you. When you need to check on a process or
look up additional information there are several additional resources available that
can answer your questions quickly and easily.

Online Help

When you are actually working in the software, the most quickly accessible
resource is the OPERA On-Line Help Function.

Pressing the [F1 key displays OPERA’s On-Line Help from any screen in the
system.

Hyperlinks

Hyperlinks appear in the electronic version of this Training Guide:
Table of Contents Hyperlink

Clicking an item in the Table of Contents navigates you to that page of the
document. After reviewing the information, you can click the header of each
chapter to go back to the Table of Contents.

eLearning Training of new employees or retraining of current employees may be performed
via the Opera eLearning CDs provided during your installation. Should you
require additional CDs, you may purchase them by sending an email to
eLearning(@micros.com.

Training This workbook, used during the Opera installation is a valuable tool to use when

Activity
Workbook

training your new employees. After they have completed the Opera E-Learning
CDs they may then take manager-guided training via the Workbook, which

reinforces and builds on the topics learned in eLearning. This Workbook offers
activities to be performed live in the Opera system using your Training schema.

©2006 MICROS® Systems Inc.
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Navigational Aids

As you use this manual as your guide to successful Opera PMS software
operation, you will notice several symbols that we have created to reinforce and
call attention to vital points. Please become familiar with these symbols, as they
will play an important part in your understanding of the content in this guide.
You will find these aids in the left column of this manual:

Operational
Suggestions

The compass will direct you to recommendations and “best practices” for
software operation. Though there are many ways to perform most functions in
the system, it is our suggestion that you follow this practice for maximum
system performance. This symbol can also a suggestion or process that is
directly related to providing your guests with the highest level of service and
satisfaction possible.

N

w‘@ )

S

Key Concepts

This symbol represents a “key concept” that is especially important to your
overall understanding of the software and its functionality. This symbol can
also indicate operational suggestion or key factor that increases the profitability
of your property and will help you to maximize revenue production.

')
's
Co——

Extremely
Important

Information highlighted by this symbol is extremely important; you will want to
focus on and review this information carefully.

AN

©2006 MICROS® Systems Inc.
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Recognizing Software Terms and Operations

As you begin your exploration of the OPERA Property Management System, you
will find that new terms are quickly entering your vocabulary. As you may or may
not know, we present information in software system documentation in specific
ways to assist you with quickly recognizing and performing tasks.

Press a Key
- Click the
Mouse -
Select a
Button

As you probably know, there are three primary ways to give commands and make
the software perform in a certain way:

1. Pressing a key on the keyboard
Placing the cursor in a particular place on the screen and clicking the mouse

3. Placing the mouse cursor on a button that appears on the screen and then
clicking the mouse.

In this Guide, if we instruct to press a key, the name of that key will be presented

bold type.

Example:

Press the F1 key to access Online Help.

Likewise, if you are to place the cursor at a particular point on the screen, or on a
particular button that appears on the screen and then click the mouse to perform

the operation, the name of the operation you are performing is also printed in

bold type.
Examples:
Select OK to save.

Click in the Name field, enter the guest last name and select Search.

Screens

The system organizes software tasks on screens that appear on the monitor.
When instructions refer to a specific screen, the screen name appears in capital
letters and in bold text.

Example:

From the RATE QUERY DETAILS screen, select....

Fields

A field is an area of a screen where you are asked to enter information (i.e. the
user Name field). In this guide, references to fields also appear in bold text.

Example:

Enter the Block Code you wish to search for and select Search.

©2006 MICR()S® Systems Inc.
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Numbered In most cases, each software procedure is broken down into a number of specific
steps. In cases where there are multiple steps required for you to perform a task

Steps Ny

within the system, they are numbered.

Example:
Follow the steps below to edit a reservation:

1. Locate the reservation using the RESERVATION SEARCH screen.
2. Once you locate the reservation, select Edit.
3. Make any modifications you wish and choose OK to save changes.

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.
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Profile Introduction

Use of Profiles not only provides a way of tracking repeats business but allowing
information such as guest preferences remains on guest’s profile. Profiles allow us
to serve our guests each time they return to the hotel in a more efficient manner.

Every reservation must have an individual (or guest) profile attached to it. Profiles
can be simple, with a first and last name and address only, or complex with
preferences and notes. Profiles also simplify and speed up the reservation process
because we already have the guest, company, or travel agent information on file.

Profile
Types

OPERA uses six types of profiles. The screens for each profile type look similar
but are different in the fields they contain. All Profiles store names, addresses, and
demographic data:

Individual profiles contain each guest’s personal information. Every reservation
must have an individual profile. All revenue and contributions for each individual
reservation track through the individual profile. Making a reservation for a first
time guest at your hotel automatically creates a guest’s individual profile.

Company profiles track production statistics, are used for direct bill charge
routing, for indicating negotiated rates and many other reasons. AR numbers
often exists on company profiles for direct billing purposes. Negotiated rates also
link to company profiles.

Source profiles track the volume of bookings a caller makes. Source profiles track
referrals from Conventions, Visitors Bureaus and Internet Booking Engines. A
most common use for Source profiles is Price line, Expedia and Secretary’s Clubs.

Contact profiles track meeting planner production and are commonly used if your
hotel uses the OPERA Sales and Catering system. While contacts may not be
hotel guests, it is useful to register their addresses and telephone numbers for
soliciting future group business.

Group profiles link reservations to groups. They also assist in routing charges and
tracking production per group. The Group profile creates when the Group
Business Block creates. Most frequently, Group profiles track contracted business
and room night production.

Travel Agent profiles are used to pay commissions and for tracking production
statistics by travel agency. Entering the agency’s IATA numbers on the profiles
ensure commissions pay directly to the appropriate agency.

©2006 MICROS® Systems Inc.
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Profile
Search

From the main menu, select Reservations and Profiles. The PROFILE
SEARCH screen displays.

"R SHELL - Profile Search

Name letpostarca ] 10 ] efentie ] ] Geanh

First Name | |Mem.TypeINO:|:|._i'|:| A4 Mo, Clear
Vigw By fview All = keword | come| ]
I" Nep Rates ¥ Ghowlactve  compaurieaton| |
b IName [Address City Postal Code |Gampary AR . VIP |Rate Cor4
Enralimert
Fazy
(b3
T Bew
u ﬂ— Edit
LClose

1. Enter the last name in the Name field and choose the profile type desired

from the View By field. Partial entries in the search criteria return a great
number of results.

2. Highlight the desired profile and open it by double clicking on the profile or

by selecting Edit.

©2006 MICROS® Systems Inc.
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Creating a
New
Individual
Profile

1. From the PROFILE SEARCH screen, select New to create a new profile.

?E__E Cpera

& |ndividual
O Company
" Travel Agent
" Bource

" Graup

O Contact

Ok Cl

ose

2. Choose Individual profile and select OK.

Individual

hlore Figlds | Stats & Info | Cantao |

~Address Information

Lasthame flones | (|

rinternal Information

salutation | |
Firsti Middle [Tim [ | 7 I
Langu_agg jTitlg |E l_!_l | g aﬁUna“W l:l_!l

Address [456 Lake Drive ]J

pateoteitn [ |EH
Passport |
chentb. [ ]

Ref. Curr. _1| Cammunications

Hoire Address | T Bus. S | | #| [BusinESs | #[+10-555-678q] |
| || il dstion | | +] | &3 |
ity [Washingion || waiing List| || | | ] [
Pastal G/ Ext. [20001 [ || Kewword [ || Actve ™ comtactT  Histan T
Country/ State [JS ¢[oc s
Motes | |_...J
Attribiutes History [nfarrmation
Seatch MName | | First| |
Name Rate Code | LastRoam |
& AIR Mo, | LastRate |
L Membet Mo, | Lastyisit |
Created By o At Updated By an A

‘Gearch |

Optians

0K

Save

Blew

Close

3. Enter guest’s Name, Address, and Communication information. To add
multiple addresses or telephone numbers, select the ellipsis button to the

right of the field.

4. Select OK to save your entries and create the profile.

©2006 MICROS® Systems Inc.
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New
Company,

or Source

Profile

" |ndividual
 Campany
™ Trawvel Agent
" Bource

™ Group

i Contact

ok I Close

creating a When creating an account profile (i.e. Company, Travel Agent, or Source), many
of the same steps used in creating an Individual profiles apply; however, some
fields are different.

Travel Agen t, 1. From the PROFILE SEARCH screen, select New to create a new profile.

2. Choose Company, Travel Agent or Source profile and select OK.

| Account | Contacts
Mare Filds | Etats & Infi | Zalesinfo | Cwner Stats | EdE!
. o : " E-Mails
—Address Information -Internal Information
Account \World Wide Widoets | Dwner __l Opera Supervisor
\ | Tertitary &
\ |
Address[321 Broadway | Keyward |
Business Address Type Campany 3
AR No.
Carporate ID I:l Type l:l_il
City [Wasrington | Ref. CurrehcleSD ﬂ
Postal Goda/Ex, 20001 | | |
Countryf State (S | #| [pc | %]
Active B
Communications ptians
[BUSINESS | #| [202-444-7887 L. =
\ | ]| | =
Sae
\ 30 L]
[ewy
Bctive Close
Created by SUPERVISOR  On DS8-10-0611:39 At Upehated by on At

©2006 MICR()S® Systems Inc.
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7

Enter Account, Address, and Communications. To add multiple addresses
ot telephone numbers, choose on the ellipsis button to the right of the field.
The Type field designates whether this is Company, Travel Agent, or Source
profile.

If this is a Travel Agent profile, enter their IATA number in the field
indicated.

If this is a Company profile, enter their Corp. ID number in the field
indicated.

Select OK to save the profile.

NOTE: If owner functionality is active, the Owner field is a mandatory field on
account profiles. Owner designates person within the hotel that is responsible
for the account. This is typically the sales agent.

©2006 MICROS® Systems Inc.
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Profile
Statistics
and
Information

STATS & INFO screens (a tab at the top of any profile) displays the following:

e Total Guest Stays
o Total Guest Revenue
o Total No-Show Reservations

e Total Canceled Reservations

Use the steps below to locate profile statistics and information:

1. From the PROFILE SEARCH screen, search for and locate your profile.
2. Select Edit to open the profile.
3. Select the Stats & Info tab at the top of the screen.

3 & hfo.
Search |
‘Statistics This Year Last Year
Room Nights | 9 | |
Arrival Roarns | 7 | |
cancel Rooms | o | |
Mo Show Rooms | o | |
Day Use Rooms [ [ | —Status
Tatal Revenue | z64.08) | | I Resticted
Room Revenue | 160,00 | |
F&B Revens | 6208 | |
Extra Revenue: | 4200 | |
Non Revenue | o | | Languane
Res. Nights | 2 | | wRio[ ]
Res. Artivals | 7 | |
cancel Res, | o | |
Mo Show Res. | i |
Diay Lse Res, | o | | oK
Cloze

OPERA displays a summary of all past reservations for the year for this guest or
company, as well as a comparison to the previous year’s activity.

NOTE: All Profile History is for your hotel only. The database of profile
information is specific to your hotel.

4. Check the Restricted field to indicate the account is on a restricted list and
enter a Rule in the field. If you select this option, when settling a folio to this
account or attaching this profile to a reservation the message you type in here
displays to the user. Your hotel policy determines how to handle restricted
accounts.

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.
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5. Use the Language down arrow to choose the preferred language for this
profile.

6. You can also create an AR account for the company by clicking on the drop
down arrow next to the A/R No. field and completing the SETUP
ACCOUNT screen. (You must have user permission to create AR
accounts.)

NOTE: Sce the Accounts Receivable chapter of this manual for complete
instructions on creating AR accounts.

7. Select OK to return to the main profile screen.

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.
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Profile Options

To view and utilize advanced profile functionality, Edit and select Options.

%8 Individual Profile Options

Attachment Changes Credit Cards
Delete Entollment Future
History Memberships Merge

Meg. Rates Motes Brefarences
Privacy Eelatinnship

Attachment Attachments allow you to select and create file attachments to the profile for
mail merges and other possibilities.

To attach a file:

Locate the Profile using the PROFILE SEARCH screen.

Highlight the profile and select Edit.

Select Options.

Select Attachment,

Select New to add an attachment or Open to open an existing attachment.
Select Merge to merge existing attachments (such as two welcome letters)
into one.

AN

3

%3 GHELL - Attachments

Search | Search |

File-Mame Altached ta

Imodified

Guest! ry Contact 03 16 [SUPE 3
Revised Contract Contact 08-10-06  |SUPERVIEOR
Welcome Letter ‘Welcorne Letter.doc Contact 08-10-06  |SUPERVIBOR

Delete

=1 Close

7. Select Close to return to the profile.

©2006 MICROS®
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Changes

Changes track all changes and updates made to the profile.

To view changes on a profile:

Locate the Profile using the PROFILE SEARCH screen.
Highlight the profile and select Edit.

Select Options.
Select Changes.

Action Type

06 |UPDATE PROFILE

TRAIM 14:34 07-19-06

MNEW PROFILE

15 GED-ADDR Edug
CREATED MEWY PROFILE Bennett, Melissa, HOh

Close |

NOTE: Updates made to the profile list in descending order.

5. Select Close after investigating to return to the profile.

ml W

©2006 MICROS

®

Systems Inc.

All Rights Reserved. Proprietary and Confidential.

27




—— Opera PMS Reference Manual

Credit Cards

The Credit Card option allows you to add, edit, and delete credit card
information associated with a profile, saving effort and eliminating re-keying
errors. Once information has been entered here, it can be quickly be accessed
from other areas of OPERA such as reservations, billing, accounts receivable,
and elsewhere.

To attach a credit card to a profile:

Locate the Profile using the PROFILE SEARCH screen.
Highlight the profile and select Edit.

Select Options.

Select Credit Cards.

"8 SHELL - Credit Card

e

Sag. |Card Type redit Card Muriber Euxpiration Diate ﬂ

nrHa

bt

« | b

[ e | Edit | Cielete | Close

5. Select New to add credit card information to the profile
0. Select Edit to change existing credit information.
7. Delete removes the highlighted credit card information from the profile.

To enter a new credit card on the CREDIT CARD — NEW screen:

1. Click the drop down arrow next to the Card Type field and select the
appropriate credit card type (i.e. Visa, American Express, MasterCard).

2. Enter the Credit Card Number.

3. Enter the Expiration Date on the card.

4. Enter the Name on Card as it appears on the face of the credit card.

5. Select OK to save.
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Delete

The Delete option deletes the profile entirely from the database. OPERA
prompts the user to confirm before removing the profile from the database.

NOTE: We do not suggest deleting profiles as statistical and revenue
information stored about that profile is lost. A better suggestion is to make the
profile inactive.

Future

The FUTURE RESERVATION screen displays upcoming reservations for a
profile and offers the option to add future reservations to any profile.

To view future reservations on a profile:

1. Locate the profile using the PROFILE SEARCH screen.
2. Highlight the profile and select Edit.

3. Select Options.

4. Select Future.

"= EHELL - Fulure Reservation

Search |

Arrival Creparture |F€00m |RUDmTypE |Rate Rate Code }AUUI!3|CHIIU !Nama bt

08-27-06 0B-30-06 (411 KNG 100.00|RACK 1 1!0'CUrmer,F'z
1 0-09-06 10-12-06 NG Ly 2 aia'Canner, P

[ew
— Edit

-

4] ] ' i Cloge

NOTE: Each future reservation for the profile lists in ascending order.

Below are the options available from this screen:

e New allows a user to create a new reservation.
e [Edit displays full reservation details for the highlighted reservation.

©2006 MICROS®
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History

The History option provides past and current reservation information
(including turn ways) and a record of how the guest has contributed to your
revenue while staying at your properties.

To view a guest or account’s history:

Locate the Profile using the PROFILE SEARCH screen.
Highlight the profile and select Edit.

Select Options.

Select History.

%m Profile Histary Details

el S e

Stay Ihfo, Eevenue

5. Select Stay Info. to review reservations history or Revenue for items
purchased during the guest’s stay.

NOTE: The Revenue option is only available if the hotel has defined specific
buckets for areas of revenue displayable in this area.
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STAY INFORMATION

Stay History includes records of all reservations — including Reserved, Due In,
Checked In, Due Out, Checked Out, No Show, and Cancelled — as of the
current business date. Records are also included for turn ways associated with

the guest.
Te8 SHELL - History
Currency Code IUSD_ "I

Arrival Cieparture  |Room Room Type |Rate Rate Code  Adults | Child Mame =]

06-26-06 |06-29-06 (318

Summary

Paints

Resy.

Turnaway

Wiy Eaolio

=

Edit

= Ligletet

1] | e Close

OPERA offers the following options with this function:

Summary produces the History Summary screen, which shows the profile's
reservation and revenue history in year-by-year summary form.

Points produces the MEMBERSHIP POINTS HISTORY screen,
showing the number of points per membership that this guest has. If no
memberships apply to this profile, the button does not display.

Resv displays a view-only RESERVATION screen for the stay
highlighted.

Turnaway displays the TURNAWAY STATISTICS screen for that has
logged any reservation attempts from this guest profile that were turned
away (including the refusal reason).

View Folio displays the FOLIO HISTORY screen for the highlighted
stay.

New produces the RESERVATION HISTORY screen where you can
manually enter a history record for this profile.

Edit changes reservation history records added manually.

Delete permanently removes history records (both manual and system-
generated) from the system.

NOTE: The Points, Resv, and View Folio buttons will not be available on the
History screen for manually entered records.
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Merge

The Merge profile option merges duplicate profiles into one single profile.
Duplicate profiles commonly exist for one guest within the system. The Merge
option eliminates duplicate profiles and merges their history together.

To merge two or more guest profiles together:

1. From the PROFILE screen, select Options.

NOTE: The profile that the merge initiates from becomes the master. The
second profile merges into the master.

2. Select Merge.

3. Search for the profile you would like to merge using the PROFILE
SEARCH screen and select OK.

The PROFILE MERGE screen opens listing the two profiles, one on the left

and one on the right (for comparison purposes).

"8 SHELL - Prafile Merge

Profile to Merge Original Profile
Mame |Matthews, Mark Matthews, Mark
Title
Language: [English English
Address 1 [1717 Emerson Ave 300 College Parkway
Addrass 2
City |Londan Brighton
State 1}
Country | 5B s
Postal Code 48114
Phone Mo, 410-777-3828
Fax ho.
Motes
Membership Mo,
yip
Last Stay
Rate Code

Merge | Close |

4. Select Merge to merge the profiles together and the system merges all
information, historical data, revenue, and history together.
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Negotiated
Rates

Negotiated Rates are beneficial when accessing the Rate Query for a specific
company since only the negotiated rates display for that company. In addition,
Negotiated Rates speed up the reservation process.

Follow the steps below to add a Negotiated Rate to a profile:

1. From the PROFILE SEARCH screen, highlight the desired profile and
select Edit.

2. Select Options.

3. Select Negotiated Rates.

The NEGOTIATED RATES screen displays any existing negotiated rates
associated with the profile.

%8 SHELL - Negotiated Rates

Ratecode | s ™ Showe Inctive search_|

Seq.  |Rate Code Start Sell End Sell Diate [=]
[08-08-06 \04-09-07

.1|

Dietail | e | Edit | Qelete-l Cloge: |

4. Select New to add a new negotiated rate.
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Rate Code |CORP | +]
StartSell Date [P |7
End Sell Date | ||

SEequence

] | Close

5. Click the drop down arrow next to the Rate Code field.
6. Highlight the desired Rate Code and select OK.
7. Enter a Start Sell Date and End Sell Date.

NOTE: If the Rate Code is to remain attached to the profile for infinity, then
leave the end date intentionally blank.

8. Select OK to save the Negotiated Rate and return to the profile.

NOTE: After attaching the Negotiated Rate, the PROFILE SEARCH screen
displays dollar signs () in front of the profile name and lists the rate in the Rate
Code column. If there is more than one negotiated rate attached, two-dollar

signs (§%) appear.

"% SHELL - Frofile Search

Marr Il City / Postal Cd. |:| l:l Client 1D l:l Eearcll
First Name | | Mem, Type s ha. l:l_!l:l ATA Na. Olear
i By [iew A1 = Kepword[ | Compia,
I ey Retes F Shownactie  communicaton] |

Postal Code [Company &R No,

[P [Rate Coe <]
£ Smith Movin detime RoiBirmingham

Fesy
i
¥ Nty
4] | ﬂ— Edit
Gluse
Company  Smith Moving Services ;
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Notes

Profile Notes allow you to add general or background information notes about
a guest to better accommodate them.

To add Notes to a profile, follow the steps below:

1. From the PROFILE SEARCH screen, highlight the desired profile and
select Edit.

2. Select Options.
3. Select Notes.

ELL - Individual Mates

Nate Type [General Motes | & Internal Qnfy I~ ! Search |

4]

Guesttravels with twa Yorkshire terriers. Please advise of local pet care and vetrinary facilities: ﬂ
[
Edit
= Delete
Created By SUPERMISCOR On 05-14-06 09:02 Updated By SUPERVISOR On 05-14-06 09:02 Close

4. Select New.
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%em Individual Motes - Add

Das [TFO0T0T ] NoteTye | B
Inte'_rna]r.

Title | |

-

Qk | Cloge |

5. Click the drop down arrow next to the Note Type field to select a note
type.

NOTE: If you use the Reservation Note type, this note copies into each new
reservation for this guest.

Highlight the appropriate Note Type and select OK.

Enter a brief synopsis of the note in the Title field.

Click in the white text box and enter the note.

Select OK to save and return to the INDIVIDUAL NOTES screen.

o oo
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Preferences

The Preferences function enables you to associate likes and dislikes (such as
favorite room type, desired room features and floor location, choice of wine
and newspaper, etc.) with the current profile, enhancing your service to the
guests and companies you do business with. Preferences entered in the profile
apply to every reservation for this guest in future; thus, only save preferences
that the guest always requests.

To enter a guest preference on a profile:

From the profile, select Options.
Select Preferences.

N —

Preference Group :lil Preference :lél Search |

Description |Prefarences
Floaor 18T FLOOR

15T FLOOR-=15t Floar ﬂ

[y | Edit | Dielete | Close |

3. Select New.

L] 55
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Fird| %

Freference Group Daseriﬁtlnn
INTERESTS Frofile Interests

KEY OPTIOMNS Options for Key Cards
ROOM FEATURES Room Features

SMCEING Mon-SmokingiSmaoking Preference

'EC|alLS

G il

Eiﬁdl oK I Qancell

4. Highlight the desired Preference Group and select OK.

NOTE: Some of the preferences perform certain functions while others
simply print on reports.

Listed below are the explanations of various Preference Groups:

e Floor preferences indicate the guests’ desired floor in your hotel and
default to the vacant room search during check in.

e Interests indicate the guest’s interests in local or hotel amenities such as
golf courses, theaters, or citywide events.

e Key Options: lists the guest key preferences when making electronic keys
for guests

¢ Room Features default to the vacant room search when attempting to
locate a room for a guest a check in. Examples of Room Features are city
view and quiet rooms.

¢ Smoking defaults to the vacant room search indicating smoking or non-
smoking rooms’ availability.

e Specials appear on reservations and print on a number of reports to assist
both Housekeeping and the Front Desk when preparing a room for a guest.
Examples of Specials are early check in and late check out.
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After selecting the Preference Group, a list of values belonging to that
Preference Group appears allowing you to select the desired Preference Code.

elect Preference

Prefarence | | SEArth
. Al
Description | | —
Hane:
X |F'refere"ncé Diescription -~

oD DVDICOMCR

EARLY ARR Early Arrival
FRIDGE Mini Fridge
LATE ARF Late Arrival
MICROIFRID Fridge and Microwave Camhbo
MICROWVAVE Microwave Owen
ROLLAWAY Rollaway Bed
(8¢
= Cloge

5. Highlight the desired Preference.

6. Using the mouse, place an “X” next to the desired preference and select
OK.

©2006 MICROS®
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Privacy

The Privacy function allows a guest to choose rather they want to receive
promotional information, mailings, etc.

To activate the privacy feature on a guest profile:

1. From the profile, select Options.
2. Select Privacy.

The PROFILE PRIVACY screen displays:

s SHELL - Profila Privacy

I | do NOT want to receive prarmotional infarrmation
I | do NOT want fo participate in Market Resaarch

I™ | dao NOT want to receive infarmation frorn Third Patties

Erviail | |

ok | cise |

3. Choose the options for privacy the guest prefers and enter an Email
address if one does not already exist on the profile.

NOTE: Email displays or allows the entry of the primary email address for the
guest. An email address appears if one exists already on the profile as a method
of communication. Modifying the email address from the PROFILE
PRIVACY screen, or vice versa, also updates the email address on the guest’s
main profile.

NOTE: The promotional information field is the place where a guest choice
to opt out can be recorded. If you select this field on the above screen, then
the Mailing List field on the profile displays “N” as well.

w q
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Relationship

Relationships define the associations between and among individuals,
companies, travel agents, groups, sources, and other entities in OPERA.

Knowing that Jim Lawson is an employee of Alpha Sources, Inc.; that Tim
Marks is the spouse of VIP Sandra Haley; or that Asset Management Corp. is a
subsidiary of County Wide Bank, for example, can aid in decision-making and
in providing good customer service. In addition, when a relationship is set up
between profiles, one profile can share negotiated rates with another by virtue
of their relationship.

To create a new relationship between profiles:

1. Select Options and Relationships.

2. Select New from the PROFILE RELATIONSHIP screen.

The following screen appears:

% Profile Types

" ndividualiContact
" Comparny

& Travel Agent

" Soutce

™ Group

" Yendar

Q.K I Close

3. Choose the profile type you wish to create a relationship with for the
current profile and select OK.

4. Search for the Individual, Company, Travel Agent, Source, or Group using
the PROFILE SEARCH screen. If none exists, create a New profile.

5. Highlight the profile on the PROFILE SEARCH screen and select OK.

©2006 MICROS® Systems Inc.
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The following window appears:

Relgtionship T

Employees Employer

{ | 2

Find ok | cancel

6. Highlight the appropriate Relationship From/To and select OK.

NOTE: To add multiple relationships, continue this process for each profile
you wish to relate to this profile.

7. Once you have completed adding all Relationships, select OK to return to
the main profile.
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All Rights Reserved. Proprietary and Confidential.

42




Opera PMS Reference Manual

Chapter 3 - Reservations

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.
43




—— Opera PMS Reference Manual

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.
44




—— Opera PMS Reference Manual

New Reservations

In this chapter, we learn creating, editing, and canceling reservations in
OPERA PMS. In addition, there is instruction on the many options for
reservations that we may use to better serve our guests.

New Begin a reservation with a rate and availability search. Follow the steps below

Reservation to perform a Rate Query.

with Rate Query | 1. Use the [F5 function key to open the RATE INFORMATION screen,
then select Rate Query or from the main menu, select Reservations then
New Reservation. Alternately, you may press the [F7| function key to being a

new reservation.

The RATE QUERY screen appeats.

i 1

T SHELL - Rate ¢

Nights
Departure [11-02-06 |58
Adults Children 0]
Mo of Rooms
neme 4] Bock[ | ¢
MermberType [ | #| Memperno, [ ]
compary | #] corrmo [ ]
agent |3 e [ ]
Source |:| ik Source Mo, |:|
—Show Rates
™ Closed ™ Daylse ™ Pseudo

ReteClass[ | s] Roomeolass[ [+

RateCatepory[ | #] Feates| ] ¢]
rtecoe s 1| P
Ok
Incl Nan Deduct M Close

To search for general rate availability, pre-qualify the guest by at least enter the
following criteria:

2. Enter an Arrival date and number of Nights.
3. Then, enter the number of Adults and/or Children.

4. If the guest has stayed at your hotel before, enter his/her name in the
Name field so that you may use their profile to expedite the reservation
and also view the guest’s preferences and/or stay history.

©2006 MICROS® Systems Inc.
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The PROFILE SEARCH screen appeats.

Nare MIJ oPostaica [ [ ] oemo [ ] _seanh

FirstName| |Mem.TypeINO :l;l:l IATA Mo. Clear
Wiewy By |\ndividua| j Keyword l:l Corp Mo,
I Meg.Rates W Showlnactive  communicaion |

F |Mame Address City Postal Code |Company AR Mo, WVIP |Rate Coc |

Johnson, M

Johnson, Michael

1| | H
Johnzon, MackKeon
Enrallment
Future
Room |Room Type | Arrival Departure Rooms Status Group/Campany TravellSource 4| ﬂ
OK
[ ey
Edit
b Close
1] | M =

5. Either enter the last Name of the existing profile or select New to create a
new profile.

NOTE: Refer to the Profiles chapter of this manual for specific instructions
on creating profiles.

6. Complete the applicable fields and select OK to return to the RATE
QUERY screen.

7. Once you have completed all search criteria, select OK to see the results of
your query.

ml W
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The RATE QUERY screen appears with available rates and room types, in a
rid format, for your hotel on the requested dates.

Johnson, Michast

itlednesday, November 01, 2008, 1 Mights, 1 Rooms, 1 Adults, 0 Children

Roorm Types KMGN  [knes  |<eBN [keBs  |sJan [SDBN |sdss  [comP -
Incl_udebverhbukwng 32 e 16 26 10 19 25
Fhs el Inveritony 37 7 1 i 10 18 25 Ovetbook.,
HOMEY 150 Py 189.00( 18900 183.00) 189.00| 189.00 fA9.00] 189.00 tterm Iny.
RACK S0 100.00] 10000 12000 120.00) 130000 10000) 130.00 Waitlist
CORP gD a0.00] 110000 11000 12000 G000 12000 Rate Ino
GROU UsD 7500 7500| 9500 gs00) t0s00] 7500 10500
A1 = 90.00) @000 108000 108000 11700 G000 117.00 A”a"@‘_z
BEST IS0 90.00) 90.00| 108.00) 108.00) 117.00] 90.00 117.00 Long Ina
SARP gD 9000 @000 10800 10800 117.00] @000 117.00 Tumnaways
VAC: S0 Pky 700.000 70000 70000, 700.00( 700.000 TOO.00| 700.00 Seope
EMPR 15D 4000 40000 000 6000) BS00) 4000 GA00
COMP UsD skl sr|  eR|  sm|  sr|  sR| &R | K
= Close

& puerage Rate

[0 [Ettad
I™ DayUse

(" Total Rates

™ Closed

DTN ocoosit | Cancolition

" First Might

Infa

Corporate Rate . King Mon-Stmokirg
110 flat off standard rate.

A

Events |

=

Along the top of the screen are the Room Types, while Rate Codes list along
the left side. In the center of the grid are actual Rates.

Rates that are GREEN in color indicate availability for that Room Type and
Rate Code, where those RED in color indicate no availability.

Selecting a cell within the grid displays Rate and Room Type information in the
gray box in the bottom right-hand corner of the screen. This box also contains
any rate specific information, such as Rate Features, Rate Restrictions or

Deposit/Cancellation information.

The buttons along the right side of the screen offer supplemental information
and additional options:

ml W
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Overbook: Select to see the House and Room Type overbooking numbers

Item Inv: If the highlighted Rate Code has items attached to it (such as a crib
or a portable fireplace), then this option defaults to the availability screen for
those items. If no inventory items exist for the Rate Code selected, then the
availability screens for all items in inventory defaults to the reservation request
date.

Waitlist: Records a waitlist reservation when the desired rate is not available
and the prospective guest wishes to be notified if the rate becomes available.

Rate Info: Displays the room rates, package rates, and taxes per night in more
detail.

Analyze: Rate Restrictions placed on the rates or room types during the stay
request (i.e. two-night minimum, closed to arrival, etc.)

Long Info: Additional information regarding the Rate Code, configurable by
the hotel, with in-depth text explanations of the rate.

Turnaways: Logs the reservation call as a Turnaway for statistical purposes to
track denials and regrets.

Scope: returns you to the Rate Query screen to input new dates or
requirements.

Close: closes the Rate Query Details screen

8. After making a Rate and Room selection within the grid, select OK to
move forward with the reservation.
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The RESERVATION screen appears.

Name [Johnson . Pharg [443-555-1234 Agent s
First Mame [Michael Member Type |:[£| Company |:|_‘]
Title A‘ Country Member Mo |:| Group |:|__ﬂ
Language |E iI WIP !J MemberLyl, |:| Source |:|_ﬂ
conat[ e
Mare Fieldsl
Arrival Wednesday Res. Type il Credit Card € Guest Balance
Mights Market IND | _|Indiw"dua|Co Disc. Amt, |:| % |:|
Departure = Thursday Source [0 | | GuestDirect Reason | |
Adults child [0 ] orgin [ ].2] TARectos ]
Mo, of Rms, P nt ’S_| 3 A Specials |:|_J
RoomType [KNGN | #]| mre [kNoN | #|[  creditCard tao. [4444333322221111 comments | |.#]
Room |:|_| Extn. l:li‘ Exp. Date
RateCode [CORF | #| FiredRats T, erebo [ 11| temmw[ =]
Rate ao.] | mpgrovalcode [ ]
Packages I:l Apnroval Amt. |:|
Blockcode [ | #] sutewith [ |
Canfiteriation

Crested By SUPERVISOR

on 06-27-08

Updated By SUPERVISOR

Saie Ok

On 0B-27-08 Options Close
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The RESERVATION screen is divided into the following sections:

Header: Contains information about the guest and the guest’s company, travel
agent, group, and membership affiliations. A button links you directly to the
guest’s Profile screen where complete guest demographics are stored.

Details: Accommodation information for the guest’s stay, including arrival and
departure dates, room and rate information, payment method, credit cards, and
packages.

8. Complete all the necessary fields using proper capitalization and
punctuation. Fields that are required to complete the reservation in
OPERA have a bold field descriptor (i.e. Arrival, Departure, Room
Type, Rate Code, Res. Type, ctc.).

9. Save the reservation by one of the following methods:

e OK to save the reservation and close the screen
e Save to save the reservation and have it remain on your screen

e Close to exit the screen without saving the reservation (a prompt
asks you to save)

RESERVATION SCREEN FIELD DESCRIPTIONS:

Arrival Date: Indicates the arrival date of the guest. Either type the date in
this field or use the calendar to select the date — this field defaults from choices
made in the RATE QUERY screen.
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Nights: The number of nights for the guest reservation — this field also
defaults from choices made in the RATE QUERY screen.

Departure Date: The departure date auto-populates based on the arrival date

and number of nights — this field also defaults from choices made in the
RATE QUERY screen.

Adults/Child: Number of adults and children occupying the room that may
directly affect the rates with multiple person charges

Number of Rooms: Enter the number of rooms for this reservation. The
field defaults to 1. If, for example, the guest requires 2 rooms, enter 2 in this
field (for one reservation, two rooms, same confirmation number). All rooms
will be of the same room type. Alternatively, if the guest requires more than
one room with separate confirmation numbers, see the Add On feature in the
Reservation Options (later in this chapter).

Rm. Type: The room type the guest prefers for the reservation that defaults
from the choices made in the RATE QUERY screen. Click the drop down
arrow next to this field to change the preferred room type.

RTC: Room Type Charge allows upgrades of guest into premium rooms
without affecting the rate — if the Rm. Type field changes, this field should
remain the original room type booked and quoted to the guest.

Room: This field is the guest’s room number. This must populate at check in
but may also to pre-block a room during the reservation process. Click on the
drop-down arrow next to this field to select a room from the AVAILABLE
ROOM search screen.

Rate Code: The code that defines the rate charged to the guest — this field also
defaults from choices made in the RATE QUERY screen. To change a rate,
click on the drop down arrow next to this field to return to the RATE
QUERY screen. The Rate for the Rate Code chosen displays in the RATE
field.

Rate /Fixed Rate: The rate charged to the guest each night of the
accommodation. To view multiple rates or rate changes during the stay, select
the ellipsis button next to this field. We cover fixing rates on reservations in
detail later in this chapter

Block Code: Populates if the reservation is part of a group or business block.
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All Rights Reserved. Proprietary and Confidential.

51




—— Opera PMS Reference Manual

ETA: Field to record the guests’ estimated time of arrival for transportation

Market: The market defaults based on the Rate Code selection made in the
RATE QUERY screen — market defines the sales sector the guest belongs and
the rate they pay are tracked on reports.

Source: The source tracks how the hotel received this reservation (i.e. Guest
Direct, CRS, Internet) — may or may not default based on Rate Code selection

Res. Type: The method by which the guest intends to guarantee the
reservation (i.e. Credit Card, 6pm Courtesy Hold) for arrival. The type defaults
to the hotel’s most common guarantee type, but may change by clicking on the
drop down arrow next to this field.

Payment: Records the method of payment to guarantee the reservation (i.e.
Visa, American Express, Cash). To change the method of payment, click the
drop down arrow next to this field. To add more than one form of payment,
select the ellipsis button to enter multiple payments. Below is an example of a
multiple payment method window:

" SHELL - Payment Methods

wiindow |Pay Type Credit Card [Expiry [Auth Rulsiamt/ et [Nama AR N,
1 (] 4444333322221111/12/0 2 25.00 Mintan, Zachary
2 A ¥ 373344556677888)1200 | 5 &
3
4
5
B
7
8
. ; 0K
Rule Description | Amount
Cloze

Within this window, you may also set specific authorization rules for each
payment type. To establish different authorization rules, click the drop down
arrow in the Auth/Rule field. If a value is required, also enter the flat amount
or percentage in the Amt/Pct field.

Credit Card No.: When guaranteeing a reservation with a credit card, enter
the card number in this field. Depending on the Payment type chosen,
OPERA validates the card number. In addition, if a credit card number exists
on the guest profile, an additional window displays asking if you would like to
use the card number on file.

Exp. Date: When guaranteeing a reservation with a credit, enter the card’s
expiration date. OPERA validates expiration dates for future dates only.
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CRS No.: For hotels that interface OPERA PMS with a Central Reservation
System (CRS), this field populates with the corresponding CRS confirmation
number. If one reservation record has multiple confirmation numbers or CRS
reference numbers, you may view these by selecting the ellipsis button next to

this field.

Disc. Amt./%: To apply a discount directly to a reservation, enter either an
amount or percentage in this field. Note that the Rate field display changes
with a discount entry.

Reason: Indicates a reason for applying a rate discount. Click the drop down
arrow next to this field to update the reason for offering a discount on the rate.

TA Record Locator: For hotels with direct GDS interfaces (with TA
systems), the travel agent’s reference number on this reservation populates in
this field

Specials: Guest requests on a reservation (i.e. early check in, down pillow) that
print on arrival reports

Comments: Notes on reservations particular to that guest stay. After entering
comments, a Comments lamp appears at the bottom of the RESERVATION
screen. A single click on this lamp displays the comments entered.

Clicking on the drop down arrow next to this field displays the COMMENTS
screen to enter notes.

¢ Reservation Comments display on the RESERVATION screen.
¢ In-House Comments display after check in on the reservation record.
e Cashiering Comments display on the BILLING screen.

Item Inv.: Click on the drop down arrow next to this field to request specific
items out of hotel inventory (i.e. rollaway bed, crib, etc.)

To view additional fields on a reservation, select the More Fields tab above
the Arrival Date field on the RESERVATION screen.
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MORE FIELDS TAB:
%8 SHELL - Additional Reservation Fields
[ Mo Pasté ¥ Print Rate Pickup Regd. I ""I Dropoff Reqd | 'I
¥ Yideo Check Out Transport Type |:[A| Transport Type I:l_g
coTime[ | statoncode | sttioncote |
TaTpe[l___ | #] CarerCode | carerCode |
Bemptho [ ] Transporttia [ ] Transporito [ |

Arttval Date [11-01-06|ed] Departure Date [[1-0205___ |
PickupTime [ ] DropofiTime |

oK Clase

Below is an explanation of the most commonly used fields on ADDITIONAL
RESERVATION FIELDS screen:

No Post: Checking this box on a reservation activates functionality to all
charge interfaces preventing the guest from charging to their room. Typically,
Cash is the only form of payment that defaults with the No Post flag. Credit
forms of payment authorize for incidentals and allow the guests to post charges
to their rooms. To restrict a guest from consuming charges, select this check
box.

Print Rate: Checking this box indicates that the Rate field on the reservation
populates on any collateral printed for the guest (i.e. Registration Card). To
prevent a rate from printing, deselect this option.

Video Check Out: Allows guests with appropriate credit to use Video Check
Out from the guest room — only applies to hotels with an appropriate In-Room
Movie interface. To disable, deselect this option.

C/0O Time: Indicates the anticipated check out time for the guest for
transportation requests.

Tax Type: Identifies whether the guest pays all taxes or is exempt some or all
taxes. The default value is for the guest to pay all taxes — to change this
particular reservation, click the drop down arrow next to this field and choose
an alternate tax type.
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TURNAWAY SCREEN:

If you exit from the reservation process without completing the reservation
(either from the RATE QUERY or RESERVATION screen) a turnaway is
recorded. Below is an example of this screen:

g

=9 SHELL - Turnaway

Arrival Date |06-28-06 ==
Nights
No. of Rooms
Room Type IKNGN | +|
Adults
Rate Code [HONEY | &
Market Code |FCK | &
Turnaway Code [SOLD | &
Marne | [
Cormmetit | ||
Country | | &

Fostal Code | |

All fields default from the reservation request except the Turnaway Code
field. Simply click on the drop down arrow next to this field to select a reason
the reservation is turning away. To save, select OK.
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After saving the reservation, an OPERA confirmation number displays.

10. Select OK to the confirmation numbet.

Lastly, the CLOSING SCRIPT screen appears for you to recap the
reservation details with the guest.

—Language |E b |

It hias been a pleasure speaking with you today.

[ would like to confirmn the reservation information at this time. I have made a reservation for Fachary Minton for | nights
at the Opera Demo Hotel, Small. The arrival date is 06-28-06 with a departure on 06-29-06 for | adults and 0 children fora
FIGEKng Bmoking at the rate of 700,00 USD. The reservation is ona CC  courtesy hold, & credit card mumber is
required for guarantes past CC on the day of arvival. Your confirmation number for this reservation is 13650,

Again, we thank you for calling Zachary Minton

atud the staff at Opera Demo Hotel, Small i looking forward to your visit. Have a great day .

11. Select Close to finish the reservation.
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Search and Edit | Use the following steps to locate and edit an existing reservation:

Reservation 1. From the main menu, select Reservations and Update Reservation.
Select Advanced for more options to search for reservations.

The RESERVATION SEARCH screen display. Fields surrounded by the
yellow box indicate fields to enter search criteria.

Mame[ ] Fisthame[ ] cRsmomaRecloc[ | ] | sean

company | comme[ ] confho[ ] | advanced

Gop ] Bock ] wemTwerno [ ][ ] Clear
Source l:l Atival From [06-27-06 |FEB Artival To :lﬁ

pgert ] wmwe ] Paty[ ]
Cotact| ]

Advanced Search

~ETA Created — —————————————
i e | Y —
swor_____ 1l ] | ——T
oorlics Rate Search Type —————————————

Market Code |:|£| Fram l:l & General " Cancellation New
ResTwe ¢ wl_ ]  DayUse  { Checked Out —
Source Code |:|£I Depost ——M————— ¢ Dueln € Mo Shows Check n
Racote ]3] el A CDugOut  © Complimentary Gane

conty[ | #] Fom[ ]  Waiist
- L ]
ity i ‘ I” Mass Cancellation
Cancel No. l:l Custom Ref. ’—| Erafile
Confleter %] wp[ s | T Bartial String Match Opfions
Roomclss[ || | I Partial Condition Match Edit
CreditCard# | Close

2. Search for a guest reservation using any of the search fields (i.e. Name,
CRS No/TA Rec Loc).
3. Once you enter all search criteria, select Search.

A list of all reservations that meet that search criteria display in the grid.
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MUItiple Rate Rate changes usually occur during 1er.1gthy guest stays or for stays that go
Reservation through a weekday and weekend period.

Rate Codes that have rate changes in effect during the stay dates requested
highlight in yellow on the RATE QUERY screen.

When making a reservation for a guest for multiple nights with a rate change in
effect, follow the steps below:

ELL - Rate Query D
‘Wednesday, November 08, 2006, 4 Mights, 1 Rooms, 2 Adults, 0 Children
Williams, Robert
Room Typas KNGN (KNGS [KSBN [KSBS [SJSM [SDBN [5JSS  |[COME ]
Include Overbonking 31 25 14 75 10 18 25
Physical Inventary 5 b 14 7 10 18 b 0 Overhogk..
HONEY UsD Fho. 25075 25075 26075 25a7s| 25075 25875 25975 iterm Ing,
RACK sD 210000 210.00] 25000 250000 270.00) 210.00 270.00 VaTE
CORP UsD 1an00] 1o0.00] 23000 230000 275000 1a0.00] 27500 - S
GROU 1JsD 160,00 160.00 o000 2o0.00] 220.00| 16000/ Z20.00
Ban1 UsD a000| 90.00] f0e.00| 10800 117.00] G000 117.00 Al
BEST 15D 9000 90.000 10B00) 108000 117.00( 80000 117.00 Long Infa
2ARP UsD 1ga00f 189.00] 22500 225000 243.00) 168.00) 243.00 Turnaways
AC UsD Pl ooo0] 7o0.00] 70000 7oooo| 7oodo| Too.00) 700.00 Seope
EMPR UsD sa00] s4.00] 125000 125000 13500] e400 13500
COMP W sl srl  sR|  sRl =Rl sRl ER ok
i= Close:
=| = ||
& Average Rate  © TofalRates Firsthight Infe [t Rata A
§10 flat off standard rate |
W Megatiated i
[ DaylUse I Closed
Events | J

1. Select the desired rate in the grid and select OK to proceed.
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The RATE SUMMARY screen appears.

Room Revenue
250,00, 0.00

proceed.

RATE screen is available to verify the rates.

multiple rate screen to verifi,

@ Different rates may apply during the stay. Please check

CORP 0.00
Fri |11-10-08 CORP 300.00 0.00 300.00 30,00 330.00
Sat [11-11-08 CORP 300.00 0.00 300.00 30,00 330.00
B

Exchangs Rate : 1.00 Tatal 1,100.00 Stay Total 1,210.00
Corporate Rate =
$10 flat off standard rate

I~ Lang Infa | Detailz | Close |

2. Confirm details of the rate changes with the guest and select Close to

A message displays advising again of the rate change and that the MULTIPLE

3. Select OK to proceed with the reservation.
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Name [Williams | Pharie |410-555-1234 Agent +|
Firsthame [Robert MermberType [ | #|  compay[ ]|
Title ¢| County[U5__] 2] Membertio.[ ] oo |#]
Language [E ti WIP iJ Member Lyl, |:| Source :lil
contast ]3]
More Fields'
Arrival RS i E Wednesday Res. Type _il CreditCard € | Guest Balance
Nights [_] Market [IND_| & inchicual o | piscamt [ | % I:I
Departure |11-12-06 Sunday Source |:|A! Reasan
Aduts chid [0 ongin [ ] #] TARecboc[ ]
Ho. ofRms Payment [ | +| | spectals | #]
RoomType [SJSN | 8] gre [S95N | &) creditcargio [ ] commens[ ]
Room[ | %] B I:lﬂ B Date [
Rate Code [SCORF__ | #| Fised Rate [ ereme 1. (e
Rate 250.00 G, spprovalGode [ |
Packages | #] spprovalamt [ ]
Bockcode [  Em[ ] sutewin [ ]
canfitmation [
Save QK
Crested By SUPERVISOR O 05-27-06 Updlated By SUPERVISOR o 06-27-06 Dptions Close

NOTE: The RESERVATION screen appears with the Rate field
highlighted in yellow. In addition, there is a Daily Details lamp in red at the
bottom of the screen. This indicates there are details on the daily rates that

differ.

1.

To review the details of the rate change, click on the ellipsis button next to

the Rate field or select the Daily Details lamp at the bottom of the screen.

2. Select Daily Details.

11-

- 06

Total
0.00

Generates Grand Total| 2]

Thu 250.00 0.00 250,00
Fri |11-10-06 300.00 0.00 300.00 30.00 330,00
Sat |11-11-06 a00.00 0.00 a00.00 a0.00 33000

<]

Exchange Rete : 1.00

Total 1,100.00]

Corporate Rate
510 flat off standard rate

D

<

Stay Tatal 1,210.00

Lunglnfﬂl Details | Close |

3. Select Close to return to the reservation screen and complete as usual.
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Fixed Rate
Reservation

Sometimes it is necessary to override a published rate. To do this, use the
Fixed Rate option. Whenever possible, use the correct Rate Code to obtain
the desired rate. Fixed Rate applies the change for the entirety of the guest
stay. The best example for using this feature is for a reservation that has a rate
change in effect during the stay where you wish to guarantee the rate on the
arrival night throughout the guest stay.

NOTE: To apply a discount to a reservation, use the Disc. Amt. field. You
should only use Fixed Rate to fix an arrival rate through the guest stay.

Follow the steps below fix a rate on a multi-night reservation to the arrival rate
for all nights of the guest stay:

1. Locate the reservation and select Edit to open the reservation.
Click on the ellipsis button next to the Rate field to view the rate
information.

3. Select Daily Details.

The DAILY DETAILS screen appeats.

%8 Edit Daily Details

Resenation Date Lipdate Through |1
Adults child[__0]__|
RoomType [K5B5 | & prc [kees | &
Raoam |114—| 1|
Rate Code [BEST | | M Fizad Rata
Rate
Distount Armourt |:| Discount % l:l
Discount Reason |—|i|
Market Code IASO—|£| Aszociation
Source Code IGD—|£| Guest Direct

Curreny [L50 ﬂ

Ok Close

4. Highlight the arrival date and select Edit.

5. Enter the last date of the stay in the Update Through field.
6. Modify the Rate amount as necessary.

7. Check the Fixed Rate option.

8. Select OK to save changes.

9. Select OK to close the Daily Details screen.

10. Select OK to save changes and close the reservation.
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Name Change

ona L

Reservation

To change the name of a guest on a reservation, follow the steps below:

Search for the reservation using the RESERVATION SEARCH screen.
Edit the reservation.

Select the ellipsis button next to the Name field at the top of the
RESERVATION screen.

n 12401 RESERVED
Name |/ohnson | Phone [443-555-1234 Agent :
First hame [Michael hember Type |:|_i| Cormpany |:|£|
Title il Country il Member Mo |:| Group I:lil
Language AI WP :l;l Mermber L. |:| Source |:|£I
Comact: i
Mare Fields |
Arrival || 06 E honday Res. Type il Credit Card € | Guest Balance
Nights Market [ND_| #|indiidualCo | piscamt [ | %[ |
Departure E Tuesday Source il Guest Direct Reason :|£|
Adults child [0 ] origin[__ | #| TA Rec Lac
No. af Rns. Payment [V5 | 3| [visa gpecials [ | #]
Room Type [KNGN | #| RTc [KMGN | #||  Creditcard no. [44443333222211 11 comments [ |.#]
Room |:|_!| Extn. I:I_!I Exp. Date
Rate Code [CORF___ | #| Fixed Rate ¥ . cremo. [ || et [ | #]
Rats cur [U50 ) &) mpprovalcoge[ ]
Packages |:|_!| Appraval Amt. |:|
BlockCode [ | #] Etal | sutewitn [ |
canfirmation
Save Ok
Crested By SUPERVISOR  On 08-27-06 Updated By SUPERVISOR  On 08-27-06 Options Close
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The existing profile attached to the reservation displays.

NOTE: Do NOT type over the existing profile information. Typing over
the existing profile permanently changes information on that guest’s profile
and all associated reservations.

Individual | Search |
More Fields | Stats & Info | Contact |
[ Address Infarmation Internal Informatian
LastMame [N | (|| sautation Deardr <FIRST]  DateotBitn |5
First Middle [Michael [ | wel ¢ Passport
. . Client ID. [11501
Language i Tite s off Natoraiy[___1¢]
moress [ ] Retcur [ ¢l communications
Horme Address [ || Bus Seq | | #| [HOME | #[a43-555-1234 | |
| || il action | |2 | 3| ||
city || maling List [* | +| | |+ |
Postal Cd. / Ext. | [ || kewors [ ]| aetve ™ contactT  History I
countrysstate[US ] o[ ] ¢f
Mates | |__J
Attributes Histary Infarmation
Search Name | | First| Options
Mame Rate Code | Last Room | oK
J AR ND. | Last Rate | —
Jones, Tir Member M LastWisit =il
- - ember No. | astvisit [
Krzemien, Richard - W=
Close
Crested By TRAIN On 07-21-06 14:51 &t SHELL  Updated By SUPERVISOR  On 08-10-06 16:55 At SHELL

4. Locate the yellow search box in the lower left corner of the PROFILE
screen and enter the new guest’s last name in the search fields.

5. Press tab and a list of similar profiles display.

Choose the desired profile and select OK.

7. If the profile does not exist, select New, complete a new individual profile,
and select OK to save.

o
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Notice when you return to the reservation, the new guest’s name is the profile
on the reservation.

Name [Harris | Phane [480-555-1234 Agent *
First Mame [Scoft MermberType [ | ¢ company[___ ] #]
Te [ 12| couny[Us_ |+ Mermberto. [ ] oo ||
tanguage [ ]&|  we[___ ]2 wemgertd. [ ] sowee ]
coact[ 4]
hiare Fields |
Arrival || ﬁ hlanday Res. Type il CreditCard € | GuestBalance
Mights |1 Market il Individual Co Disc. Amt. |:| % |:|
Departure E Tuesday Source ;I Guest Direct Reason AI
Adults child [0 ] ongin[___| ] TARet Lot
MNo. of Rms. P: nt |5 1| |Visa Specials |:|£I
RoomType [KNGN | #| Rrc. [KNGN_ | #||  creditCard No. [1444333322221111 comments [ | #|
Reom[ &l e[ |4 Exp. Date
Rate Code [CORF | #| FixedRate ¥ . crema [ | temime [ ]#]
Rate cur [0S0 ] &f|  approvaiCose |
Packages | ] mpprovalamt [ ]
BockCose[ [ #f  Em[__ ] sutewin[ ]
Confirrmation ™
Save Ok
Cresied By SUPERVISCR  On 06-27-06 Updated By SUPERVISOR  On 06-27-06 Optians Close

Reservation
with Multiple
Profiles

It is possible to attach multiple profiles and link one of each profile type to a
reservation. Travel Agent profiles usually generate commissions while

Company profiles have Negotiated Rates and authorize the direct billing of
charges. A Group profile automatically attaches to all group reservations for
tracking of group productivity.

The Individual profile type is the only profile required no every reservation.
However, you may have additional profiles or any combination of additional
profiles also attached. Additional profile types that can exist on one
reservation are Company, Travel Agent, Group and Source.

See the Profiles chapter of this manual for more information on these profile

types.

Follow the steps below to link another profile to a reservation.

1.

&

Search for and Edit the reservation.
Click on the drop down arrow next to the field of the profile type you wish

to add (i.e. Agent, Company, Source, ctc.).

profile.

The PROFILE SEARCH screen displays.
Search for and select an existing profile or choose New to create a new

Select OK to attach the profile and return to the RESERVATION screen.
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Name [Hzrris || Phone [480-555-1234 sgent [ABC Travel | +]

First Name [Scoft | MemberType | | | Company [MICROS Systems, In]_# |

e ] #| couny[Us ] ¢ memerno. [ | ool s
Language 1 ¢  wp[ ]3] Memberid. [ ] sowes[ ¢

comact s
Mare Fields |
Arrival E Monday Res. Type AI Credit Card € | Guest Balance
Mights [! Market il Individual Co Dise. Amt. |:| % |:|
Departure E Tuesday Source il Guest Direct Reason LI
Adults chitd [0] origin [ | ] TARec Lac
Mo of Rms. P nt VS 1| |Visa Specials I:lil

RoomType [KNGN | #| mrre [KNGN | #||  credit Gard Mo, [4444333322221111 comments | | #|
Room[ ¢ B[ ¢ Exp. Date

Rate Code [CORP___ | *| FixedRate ¥ . creme [ || temime. [ | #]
Rate Curr. _tl Approval Code |:|
Packages | #] mpprovalamt [ ]

Bockcose [ 1#] el ] autewin[ ]

Caonfirmation ™

Save QK
Crested By SUPERYISOR o 0B-27-08 Updated By SUPERVISOR o 0B-27-08 Optians Clase
Reservation Your hotel may contract and negotiate a rate for a local corporate account.

. . These rates are generally at a confirmed discount off the normal rack or
with Negotiated corporate rates and are only available to guests staying on business with that
Rate recognized corporate account. Negotiated Rates are beneficial when
performing a Rate Query for a specific company as only the negotiated rates
display for that company. In addition, Negotiated Rates speed up the
reservation process.

Follow the steps below to complete a reservation for a company with a
Negotiated Rates:
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1. Begin a new reservation by selecting F7 or from the main menu, select
Reservation, then New Reservation.

2. Enter the Arrival Date, number of Nights, and number of Adults.

3. If the guest has a profile already on file with the hotel, type the guest’s
name in the Name field. If not, leave the field blank.

4. Enter the company name in the Company field and click on the drop down
arrow next to the field.

Arrival E
Mights
Departure [10-17-06 |
Adults Children [___0]
Mo, of Rooms
Marme [YWilliams, Robert AI Block AI
Member Type ’—|A| Mermber Mo. |:|
Company [MICROS[ | # corPmMo [ ]
agent = sTaMo [ |
Source ’—|A| Source Mo. |:|
—Show Rates
™ Closed ™ Day Use ™ Pseudo
Rate Class 1| Room Class |—|;|
Rate Category ;l Features ;l
Ratecode[ | =| Packages [ ] #] Last Resv.
Ok
Incl Mon Deduct W W
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The PROFILE SEARCH screen displays.

]

Marme MICROS ilewipostaica [ [ | clemtn [ | Seamh
First Marne [ |merm. Tupeino. [ ]2 ] iaTANo Clear
View By |Cormpany 2| Keyword |:| Corp Mo.

I~ Moy Rates ™ Showlnactive  Communication |

Resy.
oK
| Mew
- 2 Edit
Preferences e
MICROS Systems, Inc. Close

NOTE: The “$” to the left of the Company name in the results grid. This
indicates that there is a Negotiated Rate attached to that profile. You can also
view the rate in the Rate Code field once you get to the Reservation screen.

5. Highlight the appropriate Company profile and select OK.
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The RATE QUERY DETAILS screen displays with only the Negotiated
Rate.

Monday, October 16, 2006, 1 Mights, 1 Rooms, 1 Adults, 0 Children
Williams, Robert; MICROS Systems, Inc.
Room Types KMGN (KNGS |KEBM  |KEBS  |SJEM  |SDBM  |3JS5  |COMP 1=
Include Overbooking 32 7 16 25 10 14 25
Physical Inventory I 0 Oreama,
MICROS usD o | s0.00 NN 2000 lterm Iny,
Wiaitlist
Rate Info
Analyze
Lang Info
Tumgways
Scope
|
= Close
8000 == | = | | ==
 pverageRate  © Total Rates (" EirstNight Info |MICROS Systems, Inc. Megotiated Rate , King Man-Smaking =
¥ negotiated =
I DayUse I Closed
Events \ ‘_._J

To display all available rates, uncheck the Negotiated box in the lower left-
hand corner.

6. Highlight an available Room Type in the grid and select OK.
7. Complete the reservation as normal.

NOTE: When you make a reservation for a Negotiated Rate, the Company
profile also attaches to the reservation.
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Individual
Group
Reservation

Group reservations deduct from an allocation or block of rooms assigned to
that particular group, not from general hotel inventory. To make an individual
group reservation, follow the steps below:

1. From the main menu, select Reservations and New Reservation.
On the RATE QUERY screen, enter the Arrival Date, number of
Nights, and number of Adults.

3. If the guest has a profile already on file with the hotel, type the guest’s
name in the Name field. If not, leave the field blank.

4. Click the drop down arrow to the right of the Block field in the upper
right corner of the screen.

5. Alist of all groups in house during the stay dates requested displays.
Highlight the correct group. The rooms available for that appear at the
bottom of the screen.

NOTE: Available rooms by room type appear in the grid GREEN, but
display in RED if not.

BlockCode[ |

Block Mame \

nference

il 3]

End Drate

[k B

Wews Channel 3 Seminar 06-26-06 06-29-06
-
¥
MG KNGS KSBN KSBS SJ5M SOBEM 8J585 COMP -
06-27-06 Tue 3 2 0 1} 3 1
-
e = =3 BE
¢ 1 Person Rate " 4 Person Rate
" 2 Parson Rate " Add. Person Rate
€ 3 Person Rate & Ayailable Selact | Close

To view the group’s rate for that room type, select any of the Rate options (i.e.
1 Person Rate) at the bottom of the screen.
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6.

Highlight the desired room type and choose Select.

The system automatically populates the Block code and the Room Type for
you on the RESERVATION screen.

7.

Complete the reservation and select OK to save the booking.

NOTE: Notice that no Rate Code exists on this reservation. Since groups

contract rates on an individually, group reservations typically do not have Rate
Codes.

Cancel a
Reservation

Follow the steps below to cancel a reservation:

1.

Bl

From the main menu, select Reservations and Update Reservation.
Use the RESERVATION SEARCH screen to find the reservation to
cancel.

Highlight the reservation and select Cancel.

Click the drop-down arrow next to the Reason field to enter a reason for
the cancellation.

Highlight the appropriate reason and select OK.

Click in the white text box in the CANCELLATION screen to enter
additional text regarding the reservation and select OK to finish the
cancellation.

Provide the guest with their cancellation number.

o "
73 Cancellation

B,

WEA | +|

\Weather related

-

@ Cancellation Mumber for White ; 12402

oK

|

| » Close

Reinstate a
Reservation

Follow the steps below to reinstate a reservation:

-

From the main menu, select Reservations, then Update Reservation.
Search for and locate the cancelled reservation you wish to reinstate.
Highlight the cancelled reservation.

Select Reinstate.
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Name[ | FistName[ ] cRsmomaRecloe[ [ ] Search
compay[ ] e[ ] conthe [ ] | advanced
oo ] ok 1 wemmmesno [ _Je[ ] Clear
swee[ | arwalFom[pi-27-08  |Ed mivalTo |
et ] e ] Py ]
contert ]
Mame Foaom —= eparture (Rms |Prs  Status Gmuﬂ
Are you sure you want to Reinstate?
Reidy, Sally 105 I5- 28- 06 1|10 |[CHECKED IN
Schulte, Bridget - I6- 28- 06 1o Ccc MICR
Welsh, Jim 232 — I5- 29- 06 T ALKIN
Welsh, Jim 400 KNG 06-27-06 |06-29-06 110 |[CHECKED IN -
White, Mancy 120 S.J5N 06-27-06 |06-29-06 1|10 |[CHECKED IN  [MICR —
Wilson, John 100 KNG 06-27-06 |06-29-06 1|10 |[CHECKEDIN  [MICR Ehsckin
White, Mancy 0 5 [07-01-06 1 CANCELLED Reinstate
* Cook, Matalie KEBM 06-30-06 |07-02-06 1o cc
* Dobie, Martin KSBM 06-30-06 |07-02-06 1o Ccc
MeDermatt, Tim KEBM 06-30-06 |07-02-06 1o cc e
Thomas, Alexandra KSBM 06-30-06 |07-03-06 1o |cc MICF> ~ X
q v Optiong
Edit
Close

5. Answer “Yes” to reinstate the reservation.
6. Make any applicable changes (if any) to the reservation and select OK to

save the reservation.
7. Provide the confirmation number to the guest.

NOTE: If your hotel has a two-way interface with a Central Reservation
System, the confirmation number generated will be a new number. If your
hotel uses OPERA PMS independently, the same OPERA confirmation

number assigns.
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Waitlist a
Reservation

When there is no available inventory for your hotel on a given reservation date
or a guest’s room preference is not available, the Waitlist function can assign a
Waitlist status to a reservation.

To place a reservation on the waitlist while reserving, follow the steps below:

1. From the RATE QUERY screen, if there is no availability, select Waitlist.

R 2 #| Hotel Soid Gut
Prioriy[1 | 8] Highprioriy, P

Telephons Mo, [202-855-1111 |

Description

GUEST DEFIMITELY PREFERS AN IMMEDIATE CALL IF WE HAVE OFEM AVAILABILITY.

| ¥

oK

Close.

2. Click on the drop down arrow next to the Reasons field and select a
reason for placing the reservation on the Waitlist — select OK to save.

3. Click on the drop down arrow next to Priority to establish the guestin a
priority list (i.e. VIP’s and frequent guests receive higher priority for rooms
as they become available).

4. Enter any additional notes or comments in the Description field and select
OK.

5. Complete the reservation as normal explaining to the guest that they do not
have a confirmed reservation at this time.

NOTE: The Waitlist feature applies group reservations and the group
posting master reservation the same as for regular reservations. You can
collect reservation details for a potential guest (or posting master), even though
you cannot accept the reservation at that time, and place the reservations on
the Waitlist. If the occupancy situation changes and you find you can accept
the group reservation, find the reservation record and change it to an active
reservation.
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The WAITLIST screen allows you search for waitlisted reservations, to view
the original reservation, to change a waitlisted reservation to an active
reservation, to cancel the reservation based on no availability, or to make
changes to the reservation details in order to accommodate the guest.

If the room or rate requested by the guest becomes available for the desired
stay dates, the reservation can be "accepted" and made active. OPERA
prevents “buildup” of waitlisted reservations by deleting them during end-of-
day processing two days after the reservation departure date.

To search for an existing reservation on the Waitlist, make it good reservation
or to cancel it, follow the steps below:

1. From the main menu, select Reservations and Waitlist.

Name[ ] o[ JE Ao | oo Search

Raecode [ |#| wenetcose[ |4 avanced
Reasons & pomy[ |4
Carmpan | | source | | Phone [418UG48764 |
Agent | | Group | | e |

Room \Room TypePriority  [Mame i Departure [Rms  |Prs. |Rate Amount Market =
cid B 0-05 100,00 LIN

]

Profile

Details

Resv.

Options

1l I ﬂ Accept Res
Cancel

4|

Close
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2. Enter the guests last Name or Conf. No. and select Search.

NOTE: The Advanced button enables the Company, Source, Agent, Group
tields for use as additional search options. The Details option displays the
original reasons for placing reservations on Waitlist.

3. Highlight and desired waitlist reservation and choose Accept Res. to make
the reservation active.
4. Complete the reservation as normal and select OK to save.

NOTE: When you accept the reservation, a message prompts you to confirm
that you wish to make the reservation active. To ensure that accepting the
reservation does not violate inventory restrictions, OPERA automatically
checks for the conditions below:

e Overbooking restrictions and limits
e Booking into an already blocked or occupied room (which might
create a share)

e Deposit and Cancellation requirements attached to the rate or
reservation

e Completeness of reservation details (e.g., a valid rate code is selected)
e Rate Code restrictions

Cancel removes the highlighted waitlisted reservation from the database. A
message notifies you if cancellation rules exist for the rate or reservation.
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Reservation Options

Reservation Options offer a range of additional features for managing

reservations and guest requests. From within any RESERVATION screen, or
with a highlighted record on the RESERVATION SEARCH screen, select

Options to display the screen below:

73 SHELL - Reservation O plions

Accampanying: Add On AgentiCampany Alerts
Hilling Callet Info Cancel Changes
Copfirmation Credit Gards Delete DepositiCxL
Eacility Scheduler Fixed Gharges Historye Housekeeping
Locator Messages Fackage Option Farly
Privileges Quele Rate Info, Reaister Card
Raarilaye Rauting Shares Traces
Track |t Wiaitlist Wake-upall

Accompany-ing
Guest

Accompanying is a simple way to add an additional name to a reservation. If
multiple persons on a reservation do not require a confirmation number or will
not be paying for part of the stay, using the Accompanying option is the
simplest choice.

To add an accompanying guest to a reservation, follow the steps below:

1. From the Options menu, select Accompanying.
Search for an existing profile from the PROFILE SEARCH screen or
create 2 New one.

3. Select OK to choose the profile.
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y&;}_ﬂ SHELL - Accompanying «
MHame City Birthiday =

Harris, Scott

Frofile Attach Detach Close

4. To add more Accompanying guests, select Attach.
5. To remove a name as an Accompanying guest, select Detach.

Add-On To make a copy or duplicate of a reservation, use Add On. Add On creates

R o new reservations with their own confirmation number, yet copy all the
eéservation reservation information for quick and easy duplicates.

(Copy)

Follow the steps below to make an Add On reservation:

1. From the Options menu, select Add On.

The ADD ON screen displays.

Y% SHELL - Add On

‘Which of these reseration attributes do you want to copy?
¥ ‘Payment Method: ¥ Comments
IV Specials V¥ Packages

IV windowiRoorm FEouting Instructions v [term Inventory

] Close
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2. Select or deselect the attributes of the existing reservation you want to copy
to the new reservation. All attributes copy by default unless you choose to
remove them.

3. Select OK to proceed.

The RESERVATION screen displays. The unsaved reservation does NOT
have a confirmation number yet.

NOTE: Copying a reservation attaches the second reservation to the original
profile. Should you need to make a name change on this reservation, follow
the instructions outlined in “Name Changes on a Reservation” section of this
chapter.

4. Make any applicable changes to the reservation and select OK to receive a
confirmation number.

NOTE: Once you select OK and Close out of the closing script, you return
to the original reservations (in the Options) and can repeat the Add On
process as necessary.

Agent/

Company

The Agent/Company option is an alternate way to attach multiple profiles to
a reservation. To add a Travel Agent, Company, Source, or Group profile to
an existing reservation, follow the steps below:

1. From the Options menu, select Agent/Company.

The PROFILE LINKAGE screen displays.

%3 SHELL - Profile Linkage

¢
Agent | | #| commission T
Group | 3

Source | |£|

Cl:untact| |£|

Company |lREERs s

Erofile Detach | 0] | Close
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To add a Company profile, click on the drop down arrow next to the
Company field.

To add a Travel Agent profile, click on the drop down arrow next to the
Agent field.

To add a Source or Group profile, click on the drop down arrow next to
the Source or Group fields.

5. Using the PROFILE SEARCH screen, search for and highlight the
desired profile(s), and select OK.
6. Once you return to the PROFILE LINKAGE screen, select OK to save
and return to the RESERVATION OPTIONS screen.
Alerts Alerts attached to reservations create pop-up windows that alert the user each

time you access the reservation. Most commonly, Alerts signal an action
needed on a reservation at a particular time in the life cycle of a reservation.
Alerts display in different locations depending on the action (i.e. check-in,

1.
2.

check out, etc.)

Follow the steps below to add an Alert to a reservation:

From the Options menu, select Alerts.
Select New.

The ALERT INPUT screen displays.

%3 plert Input

Code |[PRIVATE | +|

Description |Private Guest. Do not address guest by name. (=

] Close
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Click the drop down arrow next to the Code field.
Highlight the appropriate pre-defined Alert Code and select OK.
Click on the drop down arrow next to the Area field.
Highlight and select the appropriate area to alert this reservation. For
example, if the alert is to verify an ID for a qualifying rate at check-in,
select “Check In.”
e Check In: Alert displays when you access the reservation in Front
Desk > Arrivals
e Check Out: Alert displays when you access the reservation at
departure in Cashiering > Billing

SN

e Reservation: Alert displays when you access the reservation in
Reservations > Update Reservations
7. Enter any additional information needed for the Alert in the Description
box and select OK to save.

Billing

The Billing option allows easy access to the guest folio from the reservation or
in-house guests screens. Billing is only active on guests in-house and not as an
active reservation since no folio exists until check in occurs. Selecting this
option on an in-house guest directs you to their folio as seen in Cashiering >
Billing.

If your hotel has the parameter set to allow Pre-Stay Charging, on the day of
the guest arrival, the Billing option is available.

Caller Info

The CALL HISTORY screen displays information about phone calls received
by the Central Reservation Office to set up and make changes to reservations
cross-sold at the central level.

[Fhane

Call End

01:47:07 T30-514-0000  G437911 apateli@micras.com

-

Close

Cancel

The Cancel option cancels the reservation. For more information on canceling
reservations, refer to the “Cancel a Reservation” section of this chapter.
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Changes

The Changes feature is particularly useful for investigating reservation
discrepancies and determining a course of action for guest service-related
reservation complaints. The Changes option displays all recorded history for
a reservation. Beginning with a history of the origin date of the reservation,
any changes, updates, or edits to reservations log an entry in the CHANGES
screen.

To access the record history on a reservation:

1. From the Options menu, select Changes.

The USER ACTIVITY LOG screen displays:

SUPERWISOR
SUPERVIZOR CREDIT_CARD_SCREEM_A
SUPERVISOR [13:18 08-14-06 |UPDATE RESERVATION  |GUEST NAME 1D 12211 Johnson, Michael -= 137
SUPERVISOR [11:48 08-14-06 |CREDIT_CARD_SCREEN_ACONFIRMATION NO. 12401 OReservation Screer
SUPERVISOR [11:31 08-14-06 |CREDIT_CARD_SCREEN_ACONFIRMATION NO. 12401 OReservation Screer
SUPERVISOR [11:31 08-14-06 |NEW RESERVATION RESORT = BHELL CONFIRMATION NO = 12401

|

p ﬂ Close |

Below are the definitions of each column (also known as the CHANGES

screen):

e User: the user name that conducted the action on the reservation

e Time/Date: time and date the action took place on the reservation
e Station ID: workstation the change occurred from

e Action Type: the type of change made on the reservation

e Description: a detailed description of the change that took place
including specifics on what changed (from and to)

2. Double-click any line item in the log to view more details or to view full
details of the description.
3. Select Close to exit.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

80




—— Opera PMS Reference Manual

Confirmation

The Confirmation option sends confirmation letters to the guest for their
reservation upon request. There are three different ways to deliver
confirmations: printing and mailing, emailing, and faxing. Each hotel may also
have more than one confirmation letter type to select from when accessing this
option.

NOTE: Email and Fax delivery options tequite special configuration and/or
alternative software.

NOTE: All hotels have at least one general confirmation letter type and
require the assistance of OPERA PMS Support to create multiple confirmation
letter types.

To print a confirmation letter to mail to a guest:

1. From the Options menu, select Confirmation.

The CONFIRMATIONS screen displays.

GUEST B +
MICROS SysterniCOMPANY] #7031 Columbia Gaty * * EE
ABC Travel AGENT * 123 Main 5t Washin * ¥
i H + +
i H + +
i H + +
i H + +
¥ ¥ ¥ ¥
i H + +
+ + + 4|5
4] 12
Status Last Afternpt Successiul Attempt
Fax
Ermnail
Print
SMS
Customize | File | Ereviesy | Send | [RER | Save | Close |
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2. Place an “X” in the Print column on the row for the guest to whom you
would like to mail the confirmation. If multiple profiles or guests exist in
the reservation, be certain to select the Individual profile of the guest to
whom you are delivering the confirmation.

3. Click the drop down arrow next to the field labeled Conf. Name on the
line for the recipient guest.

4. Highlight the Confirmation Letter Name you would prefer to deliver and
select OK.

5. If no address exists on the profile, click the drop down arrow next to the
Address field to add an address.

6. If emailing or faxing a confirmation, ensure either an email address or fax
number exists in the fields in the Email and Fax columns. If no email
addresses or fax numbers exist, click the drop down arrow next to each
field to add one.

7. Select Send.

NOTE: The Status column displays the status of the confirmation letter. A
“Pending” status indicates the confirmation letter has not printed, emailed, or
faxed. A “Successful” status indicates the confirmation letter delivered to the

guest.

8. To preview the confirmation letter to your screen, select Preview.
9. To save the confirmation letter to file on your computer, select File.

NOTE: Confirmation letters previewed or saved to file open and save as
Adobe PDF (Portable Document Format) files. In addition, when emailing a
confirmation, the new message created through the email program attaches the
confirmation letter to the message as a PDF attachment.

Credit Cards

The Credit Cards feature applies only to guests paying with credit card after
they have checked into the hotel. This feature allows the user to obtain
additional authorization on a card as well as to view authorization history for
each payment method. For more information on credit cards and
authorization, refer to the “Front Desk” chapter of this manual.

Delete

Do not use this option as it permanently deletes reservations from the
database. This option is only available during a manual reservation entry at
time of install.

Deposit/CXL

The Deposit option enters requests on reservations made for rate options that
require an advance deposit. You may apply a deposit of any amount to any
reservation at anytime. Not only does this screen allow you to set the request
to collect the deposit, it also allows you to post the deposit once received.

The second tab of the DEPOSIT CANCELLATION screen allows you to
manage reservations made for rate options with cancellation rules.
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To enter a deposit request on a reservation, follow the steps below:

1. From the Options menu, select Deposit/CXL.
2. Select Deposit Tab, and then New.

H % SHELL - Deposit Cancellation

Deposit | CanceHaliun'

— Block s
Name| .
Edit
Cude|
I [ N Delete
i e % |Deposith 78 SHELL - Deposit- New
| Transfar
S Payment
DepositRue | [#]
FPercentage l:l
| Depositamount [ ||
1 Due Dat Ealio
Totl wedate| |
| E] Receint
i |Date Payment Method Comments |
iewy
; oK Anply
Comments |
Close

3. Click the drop down arrow next to the Deposit Rule field to enter a pre-
defined deposit rule (i.e. 100% of guest stay, or 1% night’s room and tax).

4. Depending on the deposit rule for the reservation, enter either the
Percentage or the Deposit Amount you request for the reservation.

5. Enter the Due Date you require the funds to be collected and applied to
the reservation.

6. Select OK to save
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To post a received deposit on a reservation:

1. From the DEPOSIT CANCELLATION screen, select Payment.

The CASHIER LOGIN screen displays.

2. Enter your Password and select OK.

3. Complete the RESERVATION DEPOSIT PAYMENT screen (be
certain to change the Reservation Type field to “Deposit Received”) and
select OK.

A message displays asking if you would like to update the reservation with the
new payment method.

4. Answer “Yes” to update the reservation with the deposit payment type (i.e.
Check). Answer “No” to leave the deposit payment type as the original on
the reservation.

5. To print a receipt for the deposit, select Print Receipt.

6. Select Close to exit.

Facility
Scheduler

The Facility Scheduler feature primarily exists for extended-stay properties to
schedule “light-touch” service for long-term guests. Presented in a calendar
format, the Facility Scheduler provides you with a visual reference for the
frequency of the facility tasks (i.e. housekeeping service) pertaining to a
reservation. The dates marked with blue represent dates on which there can be
a scheduled housekeeping task assigned.

"8 DOGUMENT - Facility Schaduler
November 2004 Year
Jan Feh ‘ Mar | Apr | May ‘ Jun Jul ‘ fug ‘ Sep | Oct I N I Dee | | ‘ P ‘
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3 4 5 B
7 ] 9 10 11 12 13
1d 15 16 17 18 19 20
Guest Guest I Light Touen Guest Guest
Turmdown Turndown Turndowm Turndawn
2 2 23 24 % 76 T
. Full Service
il ] a0
Inztrucions | Detailz | Cloza E

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

84




—— Opera PMS Reference Manual

e Instructions add special directions that appear on the Housekeeping
Task Sheet for this room.

e Customize/Edit can be used to change the Housekeeping schedule
for the reservation once the guest has checked in. For more
information on establishing a custom Housekeeping schedule, refer to
the “Front Desk” chapter of this manual.

e Details display all tasks and their associated codes for the highlighted
date. You can also access details by double-clicking in the middle of
any date box.

Fixed Charges

Fixed charges allow charges to post automatically in each reservation through
the Night Audit process along with room and tax. Examples of Fixed Charges
that post every night are rollaway beds and parking charges.

To add Fixed Charges to reservations or in-house guests, follow the steps
below:

1. From the Options menu, select Fixed Charges.
2. Select New.

The FIXED CHARGES NEW screen displays.

%em SHELL - Fixed Charg

Name [welsh, Jim Arrival [06-27-06

Nights |2 Departure [06-28-06

" Opce = Daily Coieekly ) Monthly. O Quarterly € Yearly

Begin Date [06-27-06 |EH  End Date [06-29-06  |E
Trn. Code :lil
aticlecode [ ]
Amount |:| Ciuantity

5upp|ement| |

(0] 4 | Close
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3. Choose the frequency to post the fixed charge (i.e. Once, Daily, Weekly,
etc.).

4. If the fixed charge does not apply to all nights of the guest stay, enter a
Begin Date and End Date for the charge. If the fixed charge only applies
once, enter the Date.

5. Click the drop down arrow next to the Trn. Code field.

6. Search for and highlight the appropriate Transaction Code to post. Select
OK.

7. Enter the price for the fixed charge in the Amount field.

8. Enter the quantity of the fixed charge in the Quantity field (i.e. If there are
two cars being charged for parking, enter a quantity of “2” and the fixed
charge posts twice for the parking charge).

9. Enter a Supplement to describe the purpose of the fixed charge (i.e. room
charge manual — extra bed).

10. Select OK to save and exit.

History

To view past reservation history on the profile associated with this reservation,
select the History option. For full instructions on viewing and manipulating
history information, refer to the “History” section of the Profiles chapter in
this manual.

Housekeeping

The Housekeeping option allows guest preferences on turndown service or
requests service times for room service. Additionally, any notes that
Housekeeping might need for this guest apply using this option and display on
the department’s Task Assignment sheets.

To request turndown service for a guest at a particular time with special
instructions, follow these steps below:
1. From the Options menu, select Housekeeping.

The HOUSEKEEPING screen displays.

’*;:E SHELL - Housekeeping

Raoaom Instructions

s

Pleaae place white chocolate mints on the pillows and turndown after =
a3 p.m.

V¥ Turndown

] Close
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2. Check the box next to the Turndown field.

3. Type any additional instructions for Housekeeping in the Room
Instructions field.

4. Select OK to save.

NOTE: Turndown entries are not visible on the usual task sheets; however,
they are visible when printing task sheets from the turndown menu in
Housekeeping.

Locators

Locators allow the Front Desk to determine the location of an in-house guest
at any time during their stay. One advantage to this feature is that if the guest
receives a call while not in their room (but in some other location in the hotel)
the PBX Operator can see the locator lamp indicated on their room number.
The operator may then transfer the call to that facility (i.e. the guest is in the
restaurant and would like all calls sent directly to that outlet so he does not
miss an important phone call).

b

To attach a Locator to an in-house guest reservation, follow the steps below:

1. From the Options menu, select Locator.
2. Select New to display the LOCATORS — NEW screen.

78 SHELL - Locators - New
Begin Date [05-27-06 = End Date [06-27-06 =2 |
From Time (04:30 To Time |05:15
Location -
Text In Inunge.l 1= __J

Save

oK

1]

Close

3. Enter the Begin Date and End Date for the location change.
4. Enter the From Time and To Time for the location change.

NOTE: The From Time and To Time must be greater than the operating
system’s time.

5. Enter any additional information about the guest’s location in the
Location Text field.
6. Select OK to save the Locator.
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Messages

The Message option allows the user to enter a text message for an arriving
guest.

Use the steps below to create a message:

1. From the Options menu, select Messages.

The MESSAGES screen displays. Any existing messages for the incoming
guest list here.

2. Select New to create a new message.

The NEW MESSAGE screen displays.

Tea Mew Message
—Message For

Language ’E—‘ﬁ

Narme [Welsh, Jim |

—Messange Fram

Narne [Erskine | Gompany 35U |
First [Tam | Phone No. [443-888-777 |
Title |Professor g
Please meet me in the lohby at 4:30, ;_J

Print
QK

= Close

A

3. Enter the Name, First Name, Title, and Company Name and Phone
No. of the callet.

4. Enter the message in the white text box.

5. Select OK to send the message.

This message lists on the MESSAGES screen for the guest.
6. To print the message for the guests to hand deliver, select Print.

NOTE: Depending on the telephone system at your hotel, a message lamp
may active on the guest room telephone if the guest is already in-house. In
addition, depending on the television interface, the message might display on
the TV screen in the room.
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Package Option

The PACKAGE OPTION screen lists full details of package elements that
apply to reservations booked for a hotel-inclusive package. This feature is
useful in determining the contents of a package a guest reserved. In addition, if
package elements exist on a reservation with allowances or advanced package
features (i.e. Restaurant Charges or Gift Shop Allowances), this display shows
real-time charges consumed that post through interfaces and any shortages or
overages on the package. For more information on packages, refer to the
“Packages” chapter of this manual.

Party

The Party option has several useful features to connect guests that wish to
identify themselves as a group without a formal group contract. This feature
allows you to add guests to a party, split multi-room reservations into
individual reservations within the party, as well as detaching guests from a

party.

8 SHELL - Parly

Guest [Welsh, Jim | PartyName |

Split
Split &1l

Jim

Resi,

Add to Party

Chug. Party

Detach

]

1.

Total 2 g3 | _Close

To split a multi-room reservation into separate reservations for a party follow
the steps below:

From the Options menus, select Party.

Select Split to divide the highlighted reservation and create one additional
reservation attached to this party. (You may repeat the split action until all
rooms in the original reservation split into individuals.)

Select Split All to divide the highlighted reservation and create one
additional reservation for every room attached to the original reservation.
For example, if the highlighted reservation is for 3 rooms, this divides the
reservation into 3 separate reservations.

Select OK to save.
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1.

1.

1.

4.

To attach or add a reservation to an existing party, follow the steps below:

From the Options menu, select Party.

Select Add to Party.

Search for and highlight the existing reservation you would like to add to
this party and select OK.

The reservation now belongs to the party.

To detach a reservation from an existing party, follow the steps bellows:

From the Options menu, select Party.

Highlight the reservation you wish to remove from the party, and select
Detach.

Answer “Yes” to detach the reservation from the party and select OK to
save.

The reservation no longer belongs to the existing party.

To change the party a reservation belongs to (from one party to another),
follow the steps below:

From the Options menu, select Party.

Highlight the reservation you wish to change parties, and select Chg.
Party.

Search for and select the primary reservation that you wish to change the
association to and select OK.

Answer “Yes” to move the existing reservation to another party.

The reservation now belongs to another party.
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Privileges

Use the Privileges feature to place restrictions or allow certain privileges on
each reservation. Checking or un-checking any of the privilege options
changes the guests authority for certain in-house services.

5= SHOWA - Privileges E3

M noPost |

¥ suthorize Direct Bill

[V Pre Stay Charging

v Paost Stay Charging

V¥ Schedule Check Dutat [10:00) |

(]34 | Zlose

The options to choose from are as follows:

No Post prevents any postings from being charged or applying to the
folio other than room and tax charges.

Authorize Direct Bill authorizes the reservation for direct billing to an
AR account.

Video Check Out indicates the guest ability to use the video check out
method. Whether or not video check out is allowed for the guest may
depend on whether the guest has provided a credit card method of
payment and whether property policy permits.

Pre-Stay Charging — authorizes charges to the account prior to the
guest arrival (i.e. lunch in the restaurant before checking into the hotel)
Post-Stay Charging — authorizes charges to the account after the
guest’s departure (i.e. breakfast in the restaurant after departing the
hotel)

Scheduled Check Out — allows the reservation to be slated for a
scheduled check out time (only if the property used Scheduled Check
Out feature)
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Pro-Forma Folio

The Pro-Forma Folio option produces a folio with estimated charges for the
entire length of the guest stay. The actual folio upon departure could greatly
differ from the pro forma folio.

The FOLIO OPTIONS screen allows you to specify customizing options
when you are printing or previewing a folio or folios.

%%8 SHELL - Falio Options

Frarm Date | |E
To Date | |@
Folio Text 1 | |

Folio Text 2 | |
™ Print Phone Details

Summary by Check Mo, (Date) (143

Fl:ulil:ugt\_.flel Freyiew Erint File | Close |

Folio Style allows you to select the style in which you wish to print and display
the selected folio.

Preview displays the selected folio on screen. Once the folio displays, you may
print the folio from the preview screen.

Print prints the selected folio.

File generates a PDF file that you can display to the screen or save locally or to
the network drive.

NOTE: For more information on printing Pro-Form Folios, refer to the
“Front Desk” chapter of this manual.
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Queue

The Queue option allows you to place an arriving reservation into a queue for
room availability. When a guest with a reservation arrives, and there are no
rooms clean or inspected to check them in, this feature prioritizes handling
those arrivals. Reservations placed on queue can be pre-assigned to a room
number, or may be queued with no room assignment.

To place a reservation on queue, follow the steps below:

1. From the Options menu, select Queue.
2. Select OK to save the reservation into the queue.

NOTE: A message displays indicating the reservation is in queue and at what
priority (i.e. 3 on the list).

For more information on Queue reservations, refer to the “Front Desk”
chapter of this manual.

Rate Info

The Rate Info option displays all room rates and a package summary,
including taxes, for each night of the guest stay. This is particularly useful
when guests have rate changes during their stay. In addition, the totals for
room and tax for all nights of the guest stay display in the Grand Total field
on the RATE SUMMARY screen.

To view details for a particular room night (room charges, taxes, and any
package elements posting), highlight one night of the guest stay and select the
Details option in RATE SUMMARY screen.

Register Card

The Register Card feature pre-prints a registration card for the reservation.
This option is useful to pre-print the registration card prior to the guest’s
arrival. In addition, if the original registration card becomes lost or missing, it
is useful to generate a new registration card.

For more information on printing registration cards, refer to the “Front Desk”
chapter of this manual.
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Room Move

The Room Move option moves a guest from one room to another after the
guest is in-house. This is only available from the Front Desk when a guest
already occupies a room.

Follow the steps below to room move a reservation:

1. From the Options menu, select Room Move.
2. Click the drop down arrow next to the Move to Room field.

The AVAILABLE ROOMS SEARCH screen displays

HELL - Roorm M
Move to Room | | +|
Extengion | E3
Q1 Close

hle h

pae[(-2706 TG meor[ ] ef [FOSEIE

Room Statuyg—————————— Search
Days smoking | #| | Dueout O clean LI pickup
Room Class & | Features E I checked Out | | I Diry LI Inspected

Room Type |3DBN 4] [ outoforder I Outof Senice

Description \Standard Double Beds Mon-Smoking

Room Foom Type  |HK Status Floor |Features Remarks =l
VAC LOW F|CR,LF MB NS
30 SDBN HIGH FBA,CN,CV HF
[N SOBN HIGH FAE NEPY
n7 SOBN HIGH FAE,CYHF
39 SDBEN 3IRD FBACNHF PV
322 SDBEN 3RD FCY HF ME SF
336 SDBN 3RD FUCH,CYHF
408 SDBN 4TH FLIAE BAHF NS

4]
=)
Ea

Close

3. Locate a room for the guest using any search criteria. Highlight the desired

room and select OK.
You return to the ROOM MOVE screen.

4. Select OK with the new room number selected to save changes.

©2006 MICR()S® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

94




—— Opera PMS Reference Manual

’E}__EI SHELL - Room Status

Change room status for room 126 from Inspected to

Inspected Pickup Clean

A prompt appears to update the Housekeeping status on the first room.

5. Select the appropriate room status.

e Inspected/Clean: used if the guest has not atrived and the room
has not been entered

e Pickup: used if the guest only briefly accessed the room or you are
unsure of the correct status of the room.

e Dirty: used if the guest occupied the room for any period of time
and requires attention by the Housekeeping department

Routing

The Routing option allows automatic charge routing of any type of charge
transactions. Routing applies to reservations at any time (before or after
arrival). Most commonly, Routing applies to charges directly billed to a
company’s AR account with the hotel.

There are 2 types of charge routing. Window routing automatically routes
charges from one folio to another folio within the same guest’s bill. Room
routing automatically routes charges to a different guest room and folio.
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WINDOW ROUTING:

To setup charge Routing from one folio to another within the same guest
room, follow the steps below:

1. From the Options menu, select Routing.
2. Select New.

The ROUTING INSTRUCTIONS — NEW screen displays.

iHELL - Raouting Instructions - MNew [Harris,

" Room = YWindow
{* Entire Stay Begin Date [12-18-06
" Other Dates End Date |12—19—DE
Name [MICROS SYSTEMS, INC. | +|
Address [T031 Columbia Gateway Drive | +|
Transactions |RMTH 3|

Window Ho |2 "I
umit[ ] used[ ]
Percent[ ]

Ok Close
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Bl

Select the Window radio button at the top of the screen.

Choose either the Entire Stay or the Other Dates radio button in the
center of the screen. If you select Other Dates, enter the date in the
Begin Date and End Date fields.

The guest name displays in the Name field. If the charges belong to that
guest, leave the default name.

If the charges belong to another name (i.e. Company profile with an AR
number) for direct billing, click the drop down arrow next to the Name
tield.

Search for and highlight the desired profile to own the alternate folio in the
PROFILE SEARCH screen and select OK to save.

Click the drop down arrow next to the Transactions field.

g |:| W Transactions M Routing
Description | |
Available
X (Trn. Code Routing Code Description o
1000 *Accommaodation
1005 Accommaodation Charge
1006 Day Use
1007 Mo Show Fee
1008 Eatly Departure Fee
1009 Accomodation - Adj L
1010 Day Use - Adj iz
1011 Mo Show - Adj j Add
Selected
X |Trn. Code Routing Code Description =

Al

[Wane

— Femove
- —_— ]

QK | Close |

10.

11.

To select individual transaction codes to route to another folio, scroll down
the list of codes and place an “X” next to each code to route.

Select Add to move the transactions to the bottom of the screen and select
OK to exit.

To select pre-defined Routing Codes (with all applicable transaction codes
attached), uncheck the Transactions check box in the search criteria at the
top of the screen, yet leave the Routing option checked (for pre-defined
routing codes like Room + Tax)

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.

97

Systems Inc.




—— Opera PMS Reference Manual

SHELL - Transac
iz |:| ™ Transactions M Routing
Description | |
Available
X |Trn. Code Routing Code Description &
CIDERP Deposit Transfer
COMA Communication Chrages
FB Food and Beverage
GIFT Gift Shop o
GOLF Golf Charges —
RMTH Room, Tax and Deposits WNone
SERY hisc Guest Serices | Add
Selected
X |Trn. Code Routing Code Description =
All
Mone
= Retmove
Ok | Close |

12. Place an “X” next to the desired Routing Code and select Add to move
the attached transaction to the bottom of the screen.

13. Select OK to exit.

14. Click the drop down arrow next to the Window field to indicate the folio
window to route charges.

15. Select OK to save.

16. Select Close to exit Routing.

ROOM ROUTING:
To setup charge Routing from one room to another, follow the steps below:

1. From the Options menu, select Routing.
2. Select New.
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The ROUTING INSTRUCTIONS — NEW screen displays.

’E}J SHELL - Routing Instructions - Mew [Harris, Scotf]

= Room  Windaw

% Entira Stay Beqin Date |12-18-06

" Other Dates End Date [12-19-06

Route to Room | HARRIS, SCOTT E3

Status |CC |
Transactions [1000,1005,1006,1007,1008,1009,1010,1011,] |

Lirnit | | Used |

F'eru:ent| |

8] Close

©

Select the Room radio button at the top of the screen.

4. Choose cither the Entire Stay or the Other Dates radio button in the
center of the screen. If you select Other Dates, enter the date in the
Begin Date and End Date fields.

5. Click the drop down arrow next to the Route to Room field.

6. Search for the room to route charges to using the Name or Room fields in
the search criteria.

7. Highlight the desired room and select OK.

Click the drop down arrow next to the Transactions field.

9. Select either individual transactions or pre-defined routing codes to route
as learned in the first part of this section.

10. Select OK to exit.

11. Select OK to save.

12. Select Close to exit Routing.

oo

NOTE: If you setup Routing on folios or guest rooms after charges have
already posted to the master folio, those charges do not automatically move or
refresh to the new instructions. You must manually mark each charge on the
folio and transfer them, as necessary, to the appropriate folios.
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Shares

Two or more guests commonly share the same room and have separate folios.
When creating a share, there are two possible scenarios:

¢ Combining two existing reservations into one
e Creating shares for one reservation with multiple profile names

The Shares feature allows you to accommodate both situations.
RESERVATION SHARE:
Follow the steps below to recreate a reservation share:

1. From the Options menu, select Shares.

The SHARE screen displays.

mation Mo 1

Room Details

Roam Room Type Occupied From Qcecupied Ta -

SDBM 08-07-06 08-10-06

4

Mightly Rate Detail Checkn
Mightly Rate

| »

100.00 08-07-06

2l

Share Reservation Details

Departure Adults  |Children|Rate Code |Rate
08-10-06  |Cc 1 I 100.00

Status

Frimary 4] Erirmary |

Entire

Split

Eull

Cormnbine

Break shir.

Resy.

v oK

Close

2. Select Combine.
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Fram ¢ Praofile {* Reservation

Mame M |£|

First Name [Michael |
Adults
Children [0 ]

Payment Wisa

Credit Gard Mo, [4444333322221111 |

Exp. Date

8] 4 | Close

Sk W

Select the Reservation radio button at the top of the screen.

Click the drop down arrow next to the Name field.

Search for the existing reservation by Name or Room and select OK.
Select OK to save and return to the SHARE screen.
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PROFILE SHARE:

Follow the steps below to create a share by adding another name:
1. From the Options menu, select Shares.

2. Select Combine.

yf;}_-il Comhbine Share Resenvations

Fram  Praofile " Reservation
Name |Smith | |
First Name [Jacab |
Adults
Children [0 ]

Payment +| American Express
Credit Card Ma. |3T33445555TT889

Exp. Date

2k | Close
3. Select the Profile radio button at the top of the screen.
4. Click the drop down arrow next to the Name field.

5. Use the PROFILE SEARCH screen to search for and highlight the
profile name to share, and then select OK.

6. Update the number of Adults and Children.

7. If the second guest is to use a different form of payment than the first,
update the Payment, Credit Card No. and Exp. Date fields.

8. Select OK to save.
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Share Confirmation Mo 12902
Room Details

Room Room Type  Qccupied From Occupied To =
SDBMN 08-07-06

Mightly Rate Detail Checkn
Mightly Rate Effective From
08-07-06

4

Share Reservation Details

Marme Artival Departure  |Status Adults |Children|Rate Code |Rate Pritmary & | Erimary |
Williams, Robert  |08-07-06  (08-10-06  |Cc 1 0 RACK 100.00 —
4 08-07-06

Entire

100.00

Split

Eull

Combine

Break Shr.

Resy.
Ok

4

Close

After either performing a Reservation Share or Profile Share, continue by
determining how to share the rate. There are three options for assigning rates
to sharing guests:

¢ Entire — Highlight the reservation to carry the entire rate and select this
option. This assigns a zero rate to every other share on the reservation.

e Split — Divides the rate evenly between the reservations.

e Full — Assigns the full rate to both reservations.

NOTE: These options are not available for shared reservations with different
Rate Codes.

9. Select OK to save the share and return to the reservation.

BREAK SHARE:

From the RESERVATION SHARE screen, you can break a share into
individual reservations not occupying the same room.

To split an existing share, follow the steps below:

1. From the Options menu, select Shares.
2. Highlight the primary reservation and select Break Shr.

This function splits the one, shared reservation into two separate reservations
and generates a new confirmation number for the broken share.
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Traces

Traces are internal, interdepartmental messages that serve as reminders for
other employees. Traces assist the hotel in taking actions on a special guest
requests.

Follow these steps to enter a trace on a reservation for a fellow employee:

1. From the Options menu, select Traces and New.

The TRACES — NEW screen displays.

08-10-06

-

From Date (o075 JE  Tooste [ JEE  Tme

Dept Code [H5K | ]

Trace Text Fequests extra pillows ;_...J

Save

QK

Close

2. Select the From Date and To Date for the trace to appear on repotts.

3. Click the drop down arrow next to the Dept Code field to choose the
department(s) to send the trace.

4. Select one of the pre-defined Trace Texts, if applicable, by clicking on the
ellipsis box on the right side of the screen.

5. Type any additional trace information in the white Trace Text box, if

necessary.
6. Select OK to save.

To resolve a Trace sent by another department, follow the steps below:
1. From the Options menu, select Traces.
The TRACES screen displays

2. To resolve a particular trace, highlight the applicable trace and select
Resolve.

3. To resolve all traces on a reservation, select the All option to mark all
traces and then select Resolve.

L] 55
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Track It

The Track It option displays the TRACK IT DASHBOARD screen, which
houses the most-used features of Track It module (a valet/bell stand
management module). Extensive search criteria help you locate the ticket
numbers for baggage and parcels for arriving guests from the valet or bell
stand. In addition, you can create and edit tickets, associate or un-associate
reservations with tickets, and access reservation details and options.

Below are some of the options within Track It for your use:

e Search produces a list of Track It tickets that match your search
criteria

e Advanced provides addition search options

e Phone Book displays the Telephone Book screen for looking up
phone numbers and Web addresses

e Report prepares and prints a copy of the search results grid entries
currently displaying on the screen

e History displays the TRACK IT HISTORY screen for the ticket
currently displayed in the Track It Details area; a log of all activities
related to the ticket, from most recent to earliest

e Save saves your ticket information.

e Cancel removes the highlighted Track It ticket record from Track It
monitoring. It is un attached from the reservation (if it was attached to
a reservation) and is no longer accessed via search.

e New creates a new Track It ticket.

e Detach un-attaches the reservation from the Track It ticket currently
displayed in the Track It Details area.

e Options displays the Reservation Options screen for the reservation
attached to the Track It ticket currently displayed in the Track It
Details area

e Attach attaches a reservation to the Track It ticket currently displayed
in the Track It Details area

For more information on the Track It feature, refer to the “Miscellaneous”
chapter of this manual.

Walitlist

The Waitlist option allows you to place a reservation into a waitlist status in
the event that no rooms are available at the hotel.

For more information on waitlist reservations, refer to the “Waitlist a
Reservation” section of this chapter.

Wake Up Calls

The Wake Up Calls option allows you to place and manage manual wake up
requests from guests in house.

For more information on wake up calls for in-house guests, refer to the “Wake
Up Calls” section of the Front Desk chapter in this manual.
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Additional Reservation Features

Room Plan

The Room Plan is useful to organize pre-blocked rooms to maximize hotel
availability. In the Room Plan, all in-house and pre-blocked rooms display in a
calendar function to view a week at a time. Use this feature to move pre-
blocked reservations to arrive in rooms expected to depart.

To use the Room Plan to pre-block arriving reservations, follow the steps
below:

1. From the main menu, select Reservation and Room Plan.

The ROOM PLAN screen displays.

%5 SHELL - Room Plan f

Date [06-27-08 |77l Room Type [ 1| Rooms| ] Featwes[ || u Lzl Zoai | Search
I” Harizontal Zaom
Room Class [#|  Floor |+ Emowng[ [ Component Rooms Advanced
Tue Wed Thu Fri Sat sun Man Tue Wed Thu

Room Room Statu R, Type| 06-27-06 | 06-28-06 | 06-28-06 | 06-30-06 | 07-01-06 | 07-02-06 | 07-03-06 | 07-04-06 | 07-05-06 | O7-06-06
407 K5B9 ii
411 KMNGHN O'Conner, Patricia (2) == 2

416 Clean SJ55

417 Clean SOBN
418 Clean KSBS
419 Pickup KSBM
420 Clean SJEE
421 Clean KSBN
472 Clean KNGM
423 Clean SJ55
435 Clean KSB3

426 Clean KGN
427 Clean KNG

429 Pickup SDBEN

430 Clean KSB5

431 Pickup KMNGHN

431 Pickup SOBN

433 Pickup KSEMN

434 Pickup [t=3= 14}

435 [clean  kSBS i

436 GClean K585 Rm Black
438 [Clean  KNGN p—
9003 Clean P [Day]F owler|

9004 [Clen M alors
4005 Clean P = QOO0 /0oL
9006 [Clean P #| | catenar
[DaylFowler, Veronica ad = == Close
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A number of features in the Room Plan make making reservation management
easier.

New/Edit: Create a new reservation by highlighting an empty cell
within the Room Plan and selecting New. Alternately, highlight an
existing guest reservation and choose Edit to update the reservation.
Room Block: accesses the ROOM BLOCKING screen for auto-
assignment of room allotments. Refer to the “Front Desk” chapter of
this manual for more information on Room Blocking.

Options: allows access to Reservation Options discussed eatlier in this
chapter.

000/0O0S: places the room in either Out of Order or Out of Service
status

Check in: accesses the QUICK CHECK IN screen for speedy check
in of reservations. The arrival date must be the current date.

Calendar: accesses the Property Calendar for details on events and
hotel activities.

To move pre-blocked reservations from one room assignment to another,
simply search for the existing reservation, and using your mouse, click and

drag the reservation to the desired room number.

Floor Plan

The Floor Plan feature is a visual display of all rooms in the hotel in relation

to each other, floor by floor. You may also view the current Housekeeping
status of every room (i.e. Occupied, Vacant, and Due to Arrive or Due to
Depart).

To view the Floor Plan, follow the steps below:

1. From the main menu, select Reservations and Floor Plan.
2. Highlight the desired floor and select View.

©2006 MICR()S® Systems Inc.
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The FLOOR PLAN screen displays.

Y8 SHELL - Floor Plan

Exd ( [
CONFERENCE ROOM Housakeeping
RESTAURANT/BAR

GRAND ROOM

|»

[oey

Resv.

Checkln

Elevators

LOBBY

Front Desk

Gym

o (R [ ENINE .
[ I —

4] | LlJ
] Clean [ Dirty [ Inspected [ Pickup

[]outofOrder  [] OutofSenice 4 Occupied 4 Expected arrival Close

The Housekeeping and Front Office statuses of the rooms on the selected
floor appear in a legend at the bottom of the screen. The rooms within the
display reflect the colors associated with each status.

3. Double clicking on any room with an Occupied or Expected Arrival
displays the reservation.
4. Select Close to exit.

Batch Confirmation Letters can be printed, faxed, or emailed immediately upon

fi ti making a reservation, as seen earlier in this chapter. Alternatively, a hotel can
Confirmations choose to pre-set confirmation letters for batch printing later. To email or fax
a confirmation letter directly from OPERA PMS requires a working email or
fax interface. We covered Individual confirmation letter printing eatlier in
Reservations Options.

In this section, we explain the batch confirmation function. To print batch
confirmations, follow the steps below:

1. From the main menu, select Reservations and Confirmation.

= g
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To

Artival To :lﬂ

Pending Only [ .

The CONFIRMATION LETTERS TO BE SENT screen displays.

Search

Ermail

Fax

Ir

] Erint All
MeDermatt, Tim Guest Print None
Thamas, Alexandra 10654 Guest FaxAl
White, Mancy 11150 Guest
+ Thamas, Alexandra (11151 ls3 Fax None
Dubie, Mattin 11152 Guest E-mail Al
Thamas, Alexandra 11153 Guest E-mail M...
Crigtiansen, Arlanah 11156 Guest
Smith, Jacoh 111487 Guest
0'Caonner, Patricia 11400 Guest
Matthews, Mark 11401 Guest
Welsh, Jim 1402 Guest o || s
[ | LH Send
Close

ml W

.
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The default view of this screen displays all reservations not yet checked in.

2.

To see only those reservations with confirmation letters pending, it is
important to check the box in the center of the screen labeled Pending
Only. This displays all confirmation letters marked for batch sending.
Use any of the below options to batch confirmations:

Print All: To select all confirmations letters that have been pre-set
to print, select this option. Once marked, select Send and all
confirmation letters print.

Print None: To unselect all confirmation letters for print, select
this option. All selected printed confirmation letters unmark for
printing.

Fax All: To select all confirmation letters that have been pre-set to
fax, select this option. Once marked, select Send. All
confirmation letters fax to their attached fax numbers. A working
fax interface is required for this feature.

Fax None: To unselect all confirmation letters for fax, select this
option. All selected fax confirmation letters are unmarked.

Email All: To select all confirmation letters that have been pre-set
to email, select this option. Once marked, select Send. All
confirmation letters email to their attached email addresses. A
working email interface is required for this feature.

Email None: To unselect all confirmation letters for email, select
this option. All selected email confirmation letters are unmarked.
Attach: To attach a confirmation letter to any reservation or
update the confirmation letter for a reservation, select Attach. The
CONFIRMATION LETTER screen for the highlighted
reservation displays. See the Reservations Options section for a
detailed explanation on using this screen.

Once all confirmation letters to send are marked, select Send to produce or
deliver the letters. Confirmation letters print for postal mailing, fax
confirmation letters send to the guest’s fax number, and email confirmation
letters email as Adobe Acrobat attachments on the guest’s email address.

Calendar

The Calendar option displays the hotel’s general availability by month. To
move from month to month, select the month you desire at the top of the
calendar. This screen most often displays overall hotel availability for weeks at
a time, and furnishes information about events and sells strategies for the hotel.
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July 2006 Year
Jan Feh | Mar Apr May Jun Jul Bug | Sep | Oct | Nov Dec g Bl
Sunday Monday Tuesd Wednesday Tt lay Friday Saturday
1
SMC 150
]
2 3 4 h] [ 7 L]
151 151 153 154 154 JOH 154 154
9 10 1" 12 13 14 15
155 155 155 155 155 155 155
16 17 18 19 20 il 72
155 155 155 155 155 155 155
23 2] 25 26 ko 28 i
155 155 155 154 154 155 155
Ell] k]|
155 155
Legend | Edit | Cloze |

Some feature of the Calendar are:

Total rooms available for each night of the month display in the upper

right-hand corner of each date on the calendar.

The hotel’s defined weekend displays on the calendar in an alternate
color (i.e. Saturday and Sunday)

Select the Legend to view a color legend of the calendar.

Select Edit to view/modify/update Events and Day Types (sell
strategies) for the hotel on any given date
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Chapter 4 — Front Desk
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Arrivals and Check In

searching The Arrivals function is the gateway to checking in guests with or without
for Arrival reservations. You can search for incoming guests via a number of customizable
or Arrivals criteria, check them in, or perform a walk in.

To search for arriving guests, follow the steps below:

1. From the main menu, select Front Desk.
2. Select Arrivals.

The ARRIVALS screen displays.

mame| | FirstMame] | cRsMomARecloc| | | Search
company[ ] comme[ ] conivo[ ] Advanced
o[ ] Blosk[ ] memTweimo [ e[ ] Clear
Source I:l Atival From [06-27-068 | Atrival To m Walkin
gt ] wmne[ ] pay[ ]
contact[ ]
Mame Room Extension  Room Type Artival Departure [Rms |Prs  [Status Grou )
[l e
Checkn
Gancel
Rey. Card
_ Profile
3 _’IL Options
Edit
Close

The top portion of the screen provides a variety of fields to narrow your search
for the arriving guest. The bottom portion of the screen displays reservations and
search results in the grid.

3. Enter the search information into the appropriate fields. Select Advanced to
produce more search options. Use the Clear feature to remove all search
options and begin a new search.

©2006 MICROS®
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Mame First Mame l:l CRS Mo/TA Rec Loc l:":l | Search
compary ] copmo[ ] coniho.[ ] | Advanced
gop[ ] Bock[ ] MemTpein [ 2 ] Cleat
Source l:l Artival From [06-27-06 | Arrival To m Walk In
agent ] wmme[ ] pay[ ]
coneet[ ]
Advanced Search
~ETA Created
Eoomiics l:l Rate —Search Type
Markat Code l:l_!l From l:l &+ General " Checked In —
ResType 2] [ ] £
sourcecode | #|  Deposit ———————————— C DayUse  C Complimentary Szl
Ratecode |3 pate | Cance]
P— l:l_il Fram l:l  Wiaitlist " All Reservationg
it el ‘ [~ Mass Cancellation Py ol
Cancel Mo. l:l Custom Ref. |—| Erafile
confleter  |s| wp[ | &| | [ EBartial String Match Options
Roomelass [ |#| I” Partial Condition Match Edit
creditCard® | Close

NOTE: Commons fields used in searching for arriving guests are the Name,
CRS No/TA Rec Loc, and Conf. No.)

4. Select Search to display results.

{0, 11401

Name [Mathews | FistMame[ | CRSMomAReclo: [ searn
company[ ] comme[ ] coniha [ ] Advanced
eop ] Bock[ ] wemTypersno 1| Clear
source| | Amival From [06-27-08 Arrival To | Walkln

agent[ ] e ] Pay[ ]
ot ]
Extension  |Room Type Grou |

=
Check n

Cancel
Reg. Card

| Erofile

4] _’l_ Options

Mon Smaking Edit

Close

ml W
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With a reservation highlighted, various function buttons become available. Below
are the addition features and functions on this screen:

Lamps in the lower part of the screen alert you when the reservation has
preferences, deposit or cancellation requirements, shares, profile notes,
reservation comments, routing, or other features associated with it.
Check In offers a quick check-in of the highlighted reservation. Refer to
the “Checking In a Guest” section of this chapter for more instructions.
Cancel removes the reservation of an expected arrival (the reservation is
no longer displayed on the Arrivals dialog box and the reservation status
changes to Cancelled). You can cancel an expected reservation if the guest
has not made a deposit to guarantee the reservation, if the reservation is a
duplicate, or if the guest informed the property that they would not arrive.
Canceling a reservation releases the room back to availability.

NOTE: If the guest has made a deposit, you cannot cancel the reservation with
this option. You must refund a deposit through the Cashiering module.

Reinstate returns a canceled reservation to reserved status.

Reg. Card prints a registration card for the highlighted guest. The default
registration card is automatically selected. If no default card exists, the
Registration Card screen prompts the user to select a registration card
from the Registration Cards reports group.

Profile displays the profile screen for the selected reservation.

Options display the Reservation Options dialog box without displaying
the full reservation.

Edit displays the Reservation screen for the selected reservation.

©2006 MICR()S® Systems Inc.
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Checking In
a Guest

Follow the steps below to check in a guest:

1. From the main menu, select Front Desk and Arrivals.
Search for and highlight the arriving guest.

3. Select Edit if the guests’ accommodation needs to change in any way
(additional nights requested or a change in room type. Otherwise, select

Check In.
onfirmation Mo, 11413
Marme First Name I:l CRS MNo/TA Rec Lot ‘ Search
compary[ ] comm[ ] conmo [ ]| advanced
oo ] Book ] mem Type o, [ | #[ ] Clear
sowce [ ] anvalFrom[0B2T06  |mER Arival To 062706 |l WalkIn

agent[ ] wmne[ ] L
oot ]

Room Extension  |Room Type Artival Departure |Rms |Prs  |Status Grou 2|

MNew

CheckIn

Cance|

Reg. Card

Profile
4] _’I— Options
Edit

Close

The PAYMENT METHOD screen appears

HELL - Payment Methad

Mame [0'Conner, Patricia |

Room[@l | #| Extension ]
Methiod OFf Payment [ 1| IAmerican Express

Credit Gard Mo. [373344556677888 |

Expiration Date | 1207

]9 | Close |

A Room number automatically assigns for the room type reserved. If no rooms
are available, the Room field is blank.

4. 'To change the room number assigned, or to search for an alternate room, click
the drop down arrow next to the Room field.

5. Search for and highlight an available room (clean or inspected), and select OK
to return.
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The Method of Payment defaults from the reservation. Whether the presented
method of payment is the same or needs to change, swipe the credit card at this
point for accuracy purposes. If the card is not available to swipe, manually enter
the card or payment details.

6. Click the drop down arrow next to the Method of Payment field to select the
form of payment. Alternately, if there are multiple forms of payment (i.e. a
credit card for room and tax and one for incidentals), select the ellipsis button
next to this field.

7. Enter the Credit Card No. and Expiration Date.

8. Select OK to save.

9. Answer Yes or No to print the registration card. This depends on your
hotel’s procedure for registration cards.

& Q'Conner Checked in successiully.

A message displays confirmation the successful check in.

10. Select OK to complete.

©2006 MICR()S® Systems Inc.
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Checking In
a Walk-In
Guest

Guests that arrive without reservations are walk-in guests. To perform a Walk-In,
follow the steps below:

1. From the main menu, select Front Desk and Arrivals.

ame[ ] FistName[ ] cRsNomaRecLoc[ [ ] Searct

compamy[ ] commo[ ] Confho[ ] | dvanced
o[ ] ook ] MemTmeino [ Je[ ] Clear
source | arivalFrom [06-27-06 |5 arival To [08-27-06 @ walkIn
agentl ] wmme[ ] Pay[ ]
contet[ ]
Mame Room Extension  |Room Type Arrival Depatture |Rms |Pre [Status Grou 2|
e
Checkn
Cance|
Req. Card
| Erofile
4 _'|; Options
Edit
Close

2. Select Walk In.

The RATE QUERY screen displays.
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3. Complete the Rate Query screen and select OK.
The RESERVATION screen displays.
Name |Cooper | Fhone [123-456-7890 Agent _il
First Mame [Jonathon merperType [ | #|  company[ ]|
Title [Mr___] #| county[Us__| #| MemperNo.[ | Gowp[ ]3]
tanguage [E__ || we[ || memperlv [ 1 soume[ ]
Contact[ ¢
More Fields |
Arrival @ Wednesday Res. Type il Credit Card © | Guest Balance
Mights Market [A50 | & |associaion | Discamt| | %[ |
Departure E Thursday Source Al Walk- In Reason il
Adults child [0] origin[___| ] TARet Loc
Mo, of Rms. Payment [&<_| ¢ [Americar speciais [ | #]
Room Type [SDBH | & | RTC. [SDBN | #|| Credit Card No. [37334455667 7889 commens [ ] #|
Room il Exn. l:lil Exp. Date
Rate Code [%%41 | *|  FixedRate [ . crene. [ & e, [ | #|
Rate Curr. ;I Appraval Code I:l
Packages | | mpprovalamt [ ]
BlockCode [ | ¢ ETA sutewitn |
confirmation
Save 0]:4
429 432,132,310,336
Crested By SUPERVISOR O 0B-28-06 Updated By SUPERVISOR O 0B-28-06 Options Close
4. Complete all fields as outlined in the Reservations chapter of this manual.
NOTE: Choose “Walk In” as the Source.
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5. Select OK to save the check in.

NOTE: It is very important that you select OK while performing a walk-in. If
you select Save, OPERA only saves the reservation but does not move forward
with the check in.

A confirmation message displays reading, “Check In [Guest Name]?”

6. Answer Yes.

The PAYMENT METHOD screen displays.

Name |Cooper | Phone |123-456-78490 Agent :

Firsthame [Jonathon merberType [ | *|  company[ ]|

Tite [ +| county[J5 ] <] memberto. [ ] e[ ¢
tanguage = |2 we[ < Memberid [ | sl  ]¢

__ Contact il
S B = SHELL - Payment Method X
More Fields |
Arrival [06-26-06 Name|Cooper,Jonathon | EEE
Nights Room@l || edqenson [ [ L[ Je[ ]
Departure |05-25-06 Method OfPayment i| |American Express bn il
Adults Child Gredit Card No. [773344556677880 pe[ ]
+
Mg, @i Expiration Date [12/08 CY I 1
Room Type [-CEN 1) I 3
Room[(17 oK Clnse
Rat Codo [ el ] E—|r
Rate 40.00 Curr, [JS0 T *]T ApprovalCode [ ]
Packages | +| mpprovalamt [ ]

Blockcode [ ] | ETA sutewitn [ ]

Confirmation I

Save (0]:6
429,432 132,310,336

Crested By SUPERVISOR  on 06-26-06 Updated By SUPERVISOR  On 06-26-06 Dpfions Close

7. Confirm the payment information or change it as needed. Remember to swipe
the credit card if applicable.

8. Select OK to save.

A message displays asking to print a registration card.

9. Answer Yes or No to print a registration card.

A message displays to confirm the successfully check-in.

10. Select OK to complete.
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Queue Reservations

Placing an
Arrival into
Queue

The Queue feature helps your hotel to manage guest arrivals before their room is
available for assighment. Reservations put on queue go into a priority list for
Housekeeping to attend to first. Coordinated Front Desk and Housekeeping
operations help to better service guests and prioritize assigning them clean rooms
upon arrival.

A reservation does not necessarily have to have a room number assigned to be in
the queue. You may place a room reservation on queue without pre-assigning a
room number. As soon as a room is available for the particular reserved room
type, you may assign a clean/inspected room and complete the check-in.

To place an arriving reservation into the Queue, follow the steps below:
1. From the main menu, select Front Desk and Arrivals.

2. Once you locate the guest reservation, highlight the record and select
Options.

onfirmation Mo. 13151

name[ ] misthame[ ] cremomaRecloc[ [ ] [ seann
comay[ ] comme[ ] conicaNe.[ ] | advanced
oo ] Block |:I Mern. Type 4 No. | Clear

Source l:l Arrival From |06-26-08 Arrival To |06-28-06
et ] AN I:I Panyl:l
comect | ]
Hame Room Extension  |Room Type Arrival Departure |Rms |Prs  |Status Grou 2]
Deposit, Test 335 KMGM 06-28-06 |06-28-06 1[tim |DP
Schulte, Bridget b1 0
Walk In
Check In
Cancel
Reg. Card
. Prafile
‘| L|— Options
Edit
Close
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3. Select Queue.

A message prompts to place the reservation on Queue.

4. Answer Yes.

A confirmation screen displays indicating the guests’ status in the Queue.
play g gu

@ Resernration is now on Gueue,
: Clueue Mumber: 1

5. Select OK to complete.

©2006 MICROS®
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M anaging Once a reservation is in the queue, the Front Desk can manage the queue by
the Queue following the step below:

1. From the main menu, select Front Desk and Queue Reservations.

The QUEUE RESERVATIONS screen displays.

%R EHELL - Queue R

Search I
Name[ ] FistNeme ] -
RoomType  [s] Room[ 1#]  Roomeomss[ 4]

# C-Time |[Room Room Type |Room Class FO Status  Room Status Hame VIP e

00.05 = Welsh, Jim

Check In
Bricrity:

Besy

Details
] Statistics

Rengrt

Close

Reservations already placed in queue display on this screen in priority order. Click
on any column header to resort the display. Note the Q-Time and Room Status
columns.

2. If a reservation is ready to check-in and the room is available, highlight the
reservation and select Check In. Continue the process to check in the
reservation as outlined earlier in this chapter.

3. To alter a reservations place in the queue, highlight the record and select
Priority to move the reservation to the top of the queue.

Additional features within the QUEUE RESERVATIONS screen ate as
follows:

e Resv. display the reservation record for the highlighted reservation.

e Details display the ROOM EDITS screen for the guest's room when
there is an assigned room number to the guest.

e Statistics displays a detailed view of the current reservations in queue.

e Report prepares and prints the Queue Reservations report.
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In House Guests

Searching
for In-House
Guests

The IN HOUSE GUESTS screen allows you to view and modify reservation
information and/or profiles of in-house guests. This feature is identical to the
RESERVATION SEARCH screen, except that reservation statuses do not list
on this screen (since the guests are in-house).

To search for an in-house guest, follow the steps below:

1. From the main menu, select Front Desk and In-House Guests.
2. Enter in the desired search information (i.e. Name, Room No., etc). Select
Advanced for additional search criteria options.

Y SHELL - In House Guests

Roommo. [ ] | search
Name[OComer ] Festhame[ ] crama Auvanced

company | comme| | conf, Mo. Clear
srop[ ] Block[ ] MemTypesmn[ | 3]
Source l:l Arrival From l:lﬁ Arrival To I:lm
agent[ ] wmawe[ ] Paty[ ]
Conact ]

Mame Room Extension |Room Type Arrival Departure |Rms |Prs  |Status Grou 2|

ey

Check|n

Zance|

Brafile

q e Optiohs

Edit

Close

3. Select Search.

Search results display in the grid at the bottom of the IH HOUSE GUESTS

screen.

Editing In-
House Guest
Records

It may be necessary to modify a guests’ stay information after the guest has
checked in. For example, when a guest wishes to extend their stay, editing the in-
house record is required.

To modify an in-house guest reservation, follow the steps below:
1. From the main menu, select Front Desk and Arrivals.

2. Enter search criteria (i.e. Name, Room No., etc.) and select Search.
3. Highlight the record and either double-click it or select Edit.
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firmation Mo,

The RESERVATION screen display for that guest.

Schulte, Bri

Mame |:| First Mame |:| CRS Mo/TARec Loc :ll:l
compary ] camne[ ] conicxibo.[ ]

oowp[ ] ook ] mem. Typerho. [ | o[ ]
Source |:| Arrival Fram Amival To [06-28-06 |

et ] wmne ] Pay[ ]
Cortbact[ ]

Mame Room Extension |Room Type Arrival Departure |[Rms |[Prs  |Status Grou 2|

Deposit, Test 335 FMGH 06-28-06 |06-28-06 11/ |DP

d

DepiCxl Rule

save changes.

| Search

Advanced

Clear

alk In

CheckIn

Cancel

Req. Card

Frafile

Options

Edit

Close

4. Make any applicable modifications to the in-house record and select OK to

&l W
®
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Canceling a
Check-In

To cancel a checked in reservation, follow the steps below:

1. From the main menu, select Front Desk and Arrivals.
2. Enter search criteria (i.e. Name, Room No., etc.) and select Search.
3. Highlight the incorrectly checked in reservation record.

From time to time, there may be a need to return a guest’s reservation status
from checked in to reserved. For example, if you accidentally checked in an
incorrect reservation, it may be necessary to cancel that check-in.

NOTE: Canceling a check in can only happen on the day of arrival while no
charges exist on the guest folio. In addition, canceling a check-in does NOT
cancel the reservation — the record only returns to a Due-In status.

firmation Mo. 11413
Roomho [ ] |_search
MName |:| First Mame |:| CRS3 Mo. |:| Advanced
Caompany |:| Corp. Mo, |:| Conf. Mo, Clear
oo ] ok IwemTyerno [ el ]
Source |:| Arrival From |:|E Arrival To |:|m
agent[ ] wmme[ ] pay[ ]
contact[ ]
MHame Room Extension |Room Type Arrival Departure |Rms |Pre  |Status Grouﬂ
Welsh, Jim 400 KMGH 06-27-06 |06-28-06 1110 |CHECKED IM
Welsh, Jim 332 KMGH 06-27-06 |06-28-06 1110 |CHECKED IM
Wilsan, John 100 KMGH 06-27-06 |06-29-06 110 |CHECKEDIMN  |MICR
Clarke, Robert 107 SOBM 06-27-06 |06-28-06 1110 |DUE QUT MICE New
White, Nancy 130 SJSM 06-27-06 |06-28-06 1100 |CHECKED IM - |MICR
Feterson, William 113 SDBMN 06-27-06 |06-29-06 110 |CHECKED IM  |MICR ancelie]
Reidy, Sally 105 KSBS 06-27-06 |06-28-0B 1110 |DUE oUT Cancel
Matthews, Mark 116 SJSM 06-27-06 |06-28-06 1110 |DUE QUT
Krzemien, Richard 128 SBM 06-27-06 1110 |CHECKED IN
- f Erofile
Determann, Colin -
‘| LIJ Options
Edit
Close

4. Select Cancel C/I.

©2006 MICROS® Systems Inc.
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A message displays asking if you indeed would like to cancel this check in.

& Are ywou sure you want to Cancel the Check-In of Guest
Q'Conner?

5. Answer Yes.

A message displays asking if you would like to block the room.

6. Answer Yes to leave the room number pre-blocked on the arriving
reservation. Answer No to return the reservation to a due-in status, without
having a room number pre-assigned.

©2006 MICROS®
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Additional Front Desk Features

Accounts -
Posting
Masters

Posting Masters are reservations and folios that exist only for billing purposes.
Another name for a Posting Master (PM) is a House Account. Posting Masters
commonly exist for Banquet charges and internal financial purposes. The
Accounts feature is a simple way to check in Posting Masters or House
Accounts.

To use the Accounts function, follow the steps below:
1. From the main menu, select Front Desk and Accounts.

The ACCOUNTS screen displays.

%_9 SHELL - Accounts

Mame |Fowler | |

First Name [veronica |

Date From |06-27-06 =
Date To [06-27-06 |l
Room Type |F'ru1—| ;I
Room IEIIZIEM—| +|

Rate Code [2241 | 2]
Market Code |~50 4|
Source Code |CVE 4|

[0]4 | Close

2. Enter the profile Name used to create the posting master or the last name of
a guest. Select the ellipsis button next to this field to access the PROFILE
SEARCH screen for locating existing company or guest profiles.

3. Enter the First Name of the guest if the PM is for an individual rather than a
company or group.

4. Enter the Date From and Date To for the arrival and departure date of the
PM account.

5. Enter the “PM” Room Type for posting master. Click the drop down arrow
to select the PM room type or simply type “PM” in the field.

©2006 MICROS® Systems Inc.
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NOTE: Your hotel may have several different types of Posting Master room
types. If this is the case, select the room type that best serves the intended
purpose of the reservation. For example, if creating the reservation for a Banquet
Charge, the hotel may have a room type called PB (Posting Banquets).

6. Click the down arrow next to the Room field to select any available room
number from the AVAILABLE ROOMS SEARCH screen. Most PM
room numbers are in the 9000 series (.e. 9001, 9002, etc.).

7. Enter the Rate Code defined by your hotel for PM accounts (i.e. HOUSE).

8. Enter the Market Code defined by your hotel for PM accounts (i.e.
H=House Use).

9. Enter the appropriate Source Doe defined by your hotel for PM accounts
(i.e. HU=House Use).

10. Select OK to complete the account.

If the Date From date for the Posting Master is the current business date, a
message displays asking if you would like to check in the guest.

11. Answer “Yes” to check in the PM account.

Room
Assighment
- Individual

The Room Assignment feature offers a variety of useful functions, allowing you
to easily pre-block rooms for your arriving guests and speed up the check in
process at the desk when working with large group check ins. If there are a large
number of special room type requests or VIP arrivals, pre-blocking rooms can
help eliminate last minute rushing to prepare rooms for their arrival.
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below:

To individually pre-assign room numbers to incoming guests, follow the steps

1. From the main menu, select Front Desk and Room Assignment.

The ROOM ASSIGNMENT screen displays.

S HELL - Roorr
Date (RS Group | Block | | #| | Search
Mame | Features |:|_!| Specials |:|_!| Advanced
Room Type |:|_!| Res. Type |:|_!| Smaoking _!I
Room Class |:|_!| WIP |:|_!|
Cumpany| | Group | |
Source | | Agent | |
Features | | Preferred Room | Specials |
Hk Status  |Room  |Room Type| Mame ETA Rms |Departure Adult |Child |GroupfCampany |
Cristi ah  |00:00 1/07-08-06 1 0
KNG Deposit, Test 00:00 1|06-28-06 1 0
K5SBS O'Canner, Patricia 1016 1|06-30-08 1 1
KNGS Schulte, Bridget 00:00 1|06-28-06 1 O|MICROE System
Azsign
UnAssign
Auto
— Erofile
P | jv Resy.
Check In
Clase

assigned.

NOTE: This screen only displays reservations that do not have a room number
2. Enter the search criteria desired for the arriving guests to pre-block.

3. Highlight the individual reservation you wish to pre-block and select Assign.
The Housekeeping ROOM ASSIGNMENT screen appears.

4. Highlight the desired room number and select OK.

The reservation pre-assigns to a room and removes from the display.

&l W
®
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Room
Assighnment
- Auto

There may be a need to have the system automatically assign rooms to guest. For
example, if it is your hotel’s policy to pre-assign all incoming VIP rooms, or all
members of a group, the Auto feature is the most practical way to assign rooms.

To automatically assign rooms to a range of reservations, follow the steps below:

—_

From the main menu, select Front Desk and Room Assignment.

2. Using the search criteria in the ROOM ASSIGNMENT screen, search for
the reservation that you want to assign rooms, such as a group or all
incoming smoking guests.

Group | Black [ | 2] | Search

Features l:l_!l Specials |:|_!I Advanced
RoomTpe [ | #] Res.Tipe [ | #] Srmaking 2|
Room Class l:l_il WP |:|_!I
Cumpany| | Group | |
Source | | Agent| |
Features | | Freferred Room | | Specials | |

Hk Status  |Room  |Room Type| Mame ETA Rms |Departure Adult |Child |GroupfCampany |
) C Arlanah  |00:00 1/07-09-08
KNGN Deposit, Test 00:00 1|06-28-08

1
1
K5SBS O'Canner, Patricia 1016 1|06-30-08 1 1
KNGS Schulte, Bridget 00:00 1|06-28-08 1 O|MICROS System
Azsign
UnAssign
Auto
i Profile
F] | jv Resy.
Check In
Clase

3. Select the Auto option.

NOTE: The Auto option automatically assigns rooms for any reservations
displayed in the main ROOM ASSIGNMENT screen. Searching for the
reservations prior to selecting Auto is strongly encouraged.
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L 1 SHELL - Autornatic Room
—Iype

The AUTOMATIC ROOM ASSIGNMENT screen displays.

' Assign

" Unassign

—Guests

Arrival Date

06-28-06
Roorm Type :lil ETA From |

T Al Dates

| To|

—Rooms

Features |+ | Diny Rooms

Smoking
Floar
Start from Room

Room Class

[ Clean Rooms

¥ Inspected Rooms

[ Include Due Out Roorms

™ Include Qut of Service Rooms
¥ Use Associated Preferences

i1

—Status

Start

Close

4. Choose the Assign radio button at the top of the screen.

5. To assign certain room types or specific features (i.e. King Non-Smoking, 3"
Floor, etc.) make the applicable selections on this screen (i.e. Room Type,
Smoking, Floor, etc.).

6. To vary the Housekeeping statuses in the assignment process, select the
check boxes to the right of the screen for Dirty Rooms, Clean Rooms, and
Inspected Rooms.

7. 'To use the preferences indicated on the guests’ profiles and reservations,
check the Use Associated Preferences feature.

8. When completed entering information, select Start.

As the system automatically assigns a room to each reservation, the in the Status
section of the screen shows the room number assigned to each. After completing
the automatic room assignment, the display counts the rooms assigned and
unassigned.

NOTE: If reservations fail to assign during this process, change the selection
criteria and attempt the automatic assignhment again. Typically, reservations with
too many preferences or limited availability on clean/inspected rooms cause
reservation not to assign.
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Room
Assighnment
- Unassign

To remove pre-blocked rooms from arriving reservations, follow the steps below:

1. From the main menu, select Front Desk and Room Assignment.

2. Select the Advanced search option and place a check mark in the Include

Assigned Res. box.

ment- Confirmation Mo. 11800
Date [06-28-06 | F] Group [ Block | l+| | searh
Mame \ Features |:|_!| Specials l:lil Advanced
Room Type |:|£| Res. Type |:|_!| Srnoking Al
RoomcClass[ | #] wp[ s
Ratecode | %] ETaFrom[ | Marketcode | | %]
compang[ ] et ] Lengthoftay[ |
Agent |:| Party |:| Incl. Assigned Res. [ .
Hk Status  |Room Type|Room Mame ETA Rms |Departure Adult [Child [GroupiCompany ~ |
KMGMN Abrahamsen, kyra 13:50 1|06-259-06 1 0
50BN Cooper, Jonathon 13:58 1|06-259-06 1 0
KMNGMN Deposit, Test 0000 1|06-28-06 1 0
etermann, Calin oo:00 1|07-01-06 1 0
O'Canner, Patricia NIl 1|06-30-06 1 1
114 Schulte, Bridget 0000 1|07-03-06 1 0 Assign
UnAssion
Auto
— Erofile
‘| | j Resy.
Check In
Clase

3. Search for the reservation(s) to unassign rooms and highlight the desired

record.
4. Select Unassign.

To remove a range of reservations with pre-blocked rooms, follow the steps

below:

el s

Arrival Date, etc.) and select Start.

All rooms that meet the criteria are no longer pre-blocked.

Search for existing pre-assigned reservations using steps 1-3 above.

Select Auto to display the AUTOMATIC ROOM ASSIGNMENT screen.
At the top of the screen, select the Unassign radio button.
Input any search criteria to narrow the reservations affected (i.e. Group,

©2006 MICR()S® Systems Inc.
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Messages

The Messages function enables you to send messages to individual guests,
groups of guests, and selected guests such as a Party or Block. The database
retains an unlimited number of messages for every guest, with functionality to
mark them as “Received” or “Not Received”, as well as the ability to print
messages on a standard message form. The database retains messages in the
system until you delete it or until the End of Day sequence (Night Audit)
following the recipient guest's check out.

All features explained in the “Reservations” chapter of this manual also apply in
the Messages function of the Front Desk. Typically, when leaving a message for
an individual, the Reservations Options is the most practical place to manage the
message for the guest. When managing messages for multiple guests, the
function within the Front Desk menu allows extended capabilities.

©2006 MICROS®
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CREATE A NEW MESSAGE

To enter a new message for a guest using the Front Desk > Messages feature,
follow the steps below:

1. From the main menu, select Front Desk and Messages.

The main MESSAGES screen displays.

Mame [ | company [ ] Status— —Status —————————— Search |
I Recejved ¥ In House ™ Due gut
Roorn | | agent] | ¥ Mot Recaived | | 7 Ghecked out F Due In
Block | | Group | | ¥ Reserations [ Mo Shows All
Party [ | @i | | I Printed ™ cancellations T waitlist M
X Date Time MName Received Date Printed Date Entered By Received By =
4] [
amval [ ] peparure[ ] Room[ ] Status R
Erint
e (R
Edit
Delete
= Close

2. Select New.

The SELECT GUESTS screen displays.

Name company[ ]  In House ™ Dueln Search

Room [ ] Agent ] I checkedout I Due out Advanced
s 1 T I~ Reseriatons N
e T

X [Mame Room Arrival Departure Status campany Group -

Ok

Close

3. Input the Name or Room of the party to receive the message(s) and select
Search.
4. Place an “X” next to the guest and select OK.

= g
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The NEW MESSAGE screen displays.

|

—Message Far

Marme [Matthews, Mark |

Language 2|

—hlessage From

MName [Sloss |

First [Henry |

Title |Professar AI

Company [AACC |
Phone Mo, [H10-777-4545 |

Let's meet for drinks in the lounge at 8.

4]

Brint

QK

Close

chapter of this manual.
6. Select OK to deliver the message.

5. Enter the caller’s information and message as learned in the “Reservations”

®

©2006 MICROS
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EDIT AN EXISTING MESSAGE:

To edit an existing message from within the SELECT GUESTS screen in the
Front Desk > Messages feature, follow the steps below:

1. Search for and highlight the guest with a message to edit. Select OK.
The main MESSAGES screen displays.
2. Highlight the message to alter and select Edit.

The EDIT MESSAGE screen appeats.

3. Make any necessary changes to the caller information or message text.
4. Select OK to save changes.

If you sent this message to more than one guest, a message prompts you to save
the change for the current guest only or for all guests who received this message.

5. Select This Guest or All Guests, as appropriate.

©2006 MICROS® Systems Inc.
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DELIVER MESSAGES:

When you relay a message to a guest, either verbally or via a printed message, the
message delivers to the guest and marks as received. This prevents accidentally
delivering the same message to guests more than once.

To deliver a message to a guest and mark the message received, follow the steps
below:

1. Select Front Desk and Messages.

el | | Companyl | — Status— Status ——————— Search |
" Received ¥ In House ¥ Due out
Room | | agent || & hotreseneq || P Checkedou B Duen
Block | | oroun| | V¥ Reservations [ No Shows 2l
F'artv| | EETED | | ™ Printed r Cancellations r Waitlist Mane
¥ Date  [Time [Mame Recelved Date  [Printed Date Entered By Recelved By o
4| [v]~
il ] pepatwe[ ] Room[ ] saus[ ] BECElis
Erint
= e
Edit
Delete
= Close

2. Search for the party to receive the message(s).

3. Highlight the message and select Receive to indicate that you have given the
message to the guest. To marked multiple messages, place an “X” next to
each message (or choose All to mark all messages) and then select Receive.

= g
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Traces -
Viewing and
Resolving

VIEWING DEPARTMENT TRACES:

Traces are internal interdepartmental messages that serve as reminders for other
employees. Traces assist the hotel in taking actions on guests’ special requests.
For more information on entering traces directly on a reservation, refer to the
“Reservations” chapter of this manual.

Follow the steps below to view existing traces for your department:

1. From the main menu, select Front Desk and T'races.

The TRACES screen appears.

WA SHELL - Traces
Date [06-27-06 i Name " Regohed
Department| ]3] o Jnesnied

X Mame Drate Time Departrment |Resalved On Resolved By =t Al
[one
Arrival l:l Cepature Room Status Eesolve
ey

1= REesy,

Edit

Lelete

= Close

2. Click the drop down arrow next to the Department field in the search

criteria and choose your department (i.e. Front Desk, Reservations,

Housekeeping, etc.)

Select OK to return to the TRACES screen.

4. Ensure the check box next to Unresolved is active to only few traces that
require action.

5. Select Search.

Traces for your department display in the results grid.

6. To view details or modity on an individual trace, select Edit.

@

The TRACES — EDIT screen displays.

7. Make any applicable modifications and select OK to save changes.

©2006 MICROS®
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RESOLVING EXISTING TRACES:

To resolve an existing trace on a reservation or multiple reservations, follow the
steps below:

1. Locate any traces for your department as outlined in the previous section.
Highlight the trace that has a completed action, and select Resolve.

3. To resolve multiple traces at one time, place an “X” next to each trace and
then select Resolve. To resolve all department traces, select All and then
Resolve.

Wake Up
Calls

The Wake-Up Calls function allows you to set, view, and delete wake up calls
for rooms, guests within a room, or room blocks. The Wake-up Call feature is
functional with a PBX interface. If no active PBX interface functionality exists, it
is possible to use this feature to log manual wake up requests for reporting.

To create new wake-up call and manage the call log, follow the steps below:
1. From the main menu, select Front Desk and select Wake-up Calls.

The WAKE-UP CALLS screen displays.

¥l SHELL - Yake-up Galls

—Status —————————————————— i
Room | | Date [06-26-08 =
[l Pending B completed 09:58
Narme | | Block [ ] 2] | CIT Mo Answer
¥ |Room  |Ext Harmne Titme Status WVIF  |Block Code *

400 Welsh, Jim 06-28-06 [10:00

Brafile

Resv.

Arrival |06-27-08 Departure [06-29-06 Member Type I:l Level I:l Report

Mew

Edit

Close

2. Select New.

©2006 MICROS®
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The WAKE-UP CALLS - NEW screen appears.

" SHELL - Wake-up Calls - New

Room IE |£|
Time[ ]
Date From [06-28-06 |EH MoDays | | To| iz

Block

|4

Motes

(]34 Close |

3. Enter the Room number or click the down arrow to display the IN HOUSE
GUEST SEARCH screen.

4. Enter in the Time of the wake-up call, and the Date From, No Days, To if
the dates requested are more than one night.

5. To select to set wake up calls for an entire group, click the drop down arrow
next to the Block field and select the appropriate group.

6. Enter any Notes regarding the call request.

7. Select OK to save.

©2006 MICROS® Systems Inc.
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The new wake-up call displays in the grid.

— Status —————————————————— i
ron| | owe 5757 1

[ Pending W Completed 10:07
Name Block _!I [ No Answar

WIP  |Block Code

400 - A
126 Daniels, Trevor 06-28-06 1014

OB0BMEWSCH

Profile

Resv.

Arrival |08-27-06 Departure [06-29-08 Mermber Type Level | Report
e

Edit

Clase

NOTE: You may set up individual wake-up calls for guests sharing the same
room, whether or not they have individual phone extensions. If you select a
room with shares, sharing guests list individually on the IN HOUSE GUEST
SEARCH screen. You may select the sharers individually to set up separate
wake-up calls.

From within the WAKE-UP CALLS screen, there are several additional
functions.

e If you manually deliver a wake-up call, you may change the status of the
wake-up call directly in the grid from “Pending” to “Completed” or “No
Answer”. This feature marks the actual time the PBX Operator delivered
the wake-up call.

e To print a Report of all wake-up call requests, select Report.

©2006 MICROS® Systems Inc.
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Cashiering Basics

Understand
Debits and
Credits

OPERA financials work solely in terms of debits and credits to guest folios. You
either post a charge and “add” to the guest folio balance or post a payment or
adjustment and “subtract” from the guest folio balance. Debits and Credits are
key aspects of transactions you post as a Cashier.

Debit - a transaction posting that “adds” to the guest’s folio balance where the
guest consumes a charge and owes the hotel for the service. For example, when a
guest charges an item such as dinner in the restaurant, that charge posts to the
guest’s account (Folio) as a debit using a Transaction Code (e.g. Restaurant
Dinner).

Credit - a transaction posting that “subtracts” from the guest folio balance where
the guest pays for a charge or service applied to their folio. Another way to credit
the guest’s account is posting an adjustment to a guest’s folio. In most cases,
credits are payments posted when a guest checks out. For example, when a guest
makes a payment, or there is an adjustment or correction to the folio, the payment
or adjustment posts to the guest’s account (Folio) as a credit using a Transaction
Code (i.e. Cash).

Cashier
Login

Cashier Login

CashierlD |70 |

Pasgword | 7 |

Login Exit

Every user with the ability to access Cashiering has a unique User Name, Cashier
1D, and Password.

For financial accountability and security, OPERA requires you to login each time
you make a financial transaction. The CASHIER LOGIN screen displays each
time you access a function in the Cashiering menu, prompting you to enter your
user Password. Passwords for cashier logins are the same as your user password
when you log into the system.

Each user also has a unique Cashier ID attached to their user name that tracks all
financial transactions posted by the user. Having these security features requires
each user to be accountable for all postings and payments performed on a given
business date and helps prevent fraudulent financial activity in the system.

©2006 MICR()S® Systems Inc.
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Navigating
Folios

All guest charges post to one or more folios once the guest is in-house. In
OPERA, the term “window” is an alternate name for a folio. We use the term
“window” because when viewing a guest folio to the screen, you are able to tile
multiple folios to appear like windows.

Guests may have up to eight folio windows, which you can view, print, or use to
bill them separately. Multiple folios are required when closing charges to Direct
Bill.

To open and navigate multiple folio windows, follow the steps below:

1. From the main menu, select Cashiering.
2. Select Billing.
3. Enter your Password select Login.

The IN HOUSE GUEST SEARCH displays.

4. Search for and highlight the guest whose folio you wish to display and choose
Select.

The BILLING screen displays for that guest.

ELL - Billing [St .
Halance | 106.94] Arrival {DB-26-06 | company | | Ratecode 88T |USD p [ 1
Status [CHECKEDIN | pepart[07-03-06 |  Group | | Rate 4050]  Rm. Type [KNGR
(1) Smith, Wesley Mr. WE 106.94  (2) Smith, Wesley Mr. 0.00 1
| X|Dats |Oade Description Arount b 2
Restaurant - Dinner 911
06-26 5010 |Parking 10.00
| 06-26 + Roormand Tax Charges 44 56
|
{ | =] ] D
Smith, We |
Select Al | Post Edit | Falio | Options | Payment | genleme'nt'l Close |

©2006 MICROS®
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Guest reservation information lists along the top of the folio window for your
reference.

5. Right click with the mouse to open a menu of options.

6. Select New Window near the bottom of the list.

Another folio window appears to the right of Folio 1.

7. Repeat this process up to a maximum of eight (8) folio windows.

Employees can move postings from one folio window to another by dragging and
dropping the transaction with the mouse. To perform this, click on the charge to
move with the mouse, hold and drag the charge to the 2nd window, and release
the mouse to drop the charge.

Posting a
Charge

From time to time, it is necessary to post charges manually to a guest folio.
Charges posted directly by a user require accessing the folio. Charges posted
automatically through the Night Audit do not require a uset’s intervention.

To manually post a charge to a guest folio, follow the steps below:

1. From the main menu, select Cashiering and Billing.
2. Enter your Password in the CASHIER LOGIN screen and select Login.

The IN HOUSE GUEST SEARCH screen displays.

3. Search for and highlight the desired guest room.
4. Choose Select to open the folio.
5. Select Post at the bottom of the BILLING screen.

'25 RESLL! - Transaction Posting

Diescription Amount Q}\f. Win [ArCode |[Check Mo, |Supplement Feference s}
Club Dues 25.000 1 1

Ly | ooop 1 1 - *

Total Postings 25000 pmaunt 0.00 ‘ Close

©2006 MICROS® Systems Inc.
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6. Click the drop down arrow next to the Code field.

NOTE: Itis also possible to enter the code directly into the field without
accessing the list of values by entering the first few letters of the transaction code
(example: “park” for “Parking”) or the numeric transaction code.

The transaction description populates in the Description field.

7. Enter dollar Amount of the posting.

8. Enter the Qty (Quantity) to post multiple transactions at the same price. (i.e.
If a guest receives 30 photocopies at .25 cents each, enter a quantity of 30 at a
price of .25)

9. Select the folio Win (Window) to post the transaction. The default window
for all postings is the first folio window.

10. Select from a list of Arr. Code (Arrangement Codes) if the charge description
should group by charge type (i.e. Restaurant Charges).

NOTE: Not all transaction codes have an Arrangement Code. This is only for
transactions of the same nature to display on the folio with a generic name.

11. Enter the Check No. (Check Number) when manually posting Food and
Beverage transactions (in the event that the POS interface is down). If there is
not interface with the F&B outlets and the PMS and the F&B charge is a
manual one, you may leave this blank as well.

12. Use the Supplement and Reference fields to enter an explanation of the
charge. These fields may print on the guest folio, so be certain to limit
explanations to text appropriate for the guest to view.

13. Select Post to post the charge.

14. Continue this process to post charges until complete. Once all charges post,
select Close.

The posted charges now display on the folio.

Transfer
Charges
to/from
Another
Room

Follow the steps below to transfer a charge from one room to another:

1. From the main menu, select Cashiering and Billing.
2. Search for, highlight the desired guest room, and choose Select.

©2006 MICROS® Systems Inc.
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"8 RESLL - Billing [Barker, Bob Mr. - Roan

Balance | S75.00] Arival [T0-01-08 | company | | Rate cade EUR  prs
Status [CHECKED N | pepant [13-01-06 | sroup | | Rate R, Type
{1) Barker, Bob Mr. CA 575.00 1 |
X |Date |Code |[Description Armount Supplement Reference | x| =
12-01 |54200 |Club Dues 25.00 Eet
11-01 10110 |Premium/Regular Rate 225.00 [MA Room]
10-01 10110 |Premium | Regular Rate 225.00 [MA Roam]

10-01 0 nual Food

Transfer toyindow >

Tabewe iR o
(= (=R ey

Screen View »

“ieve summatized transactions.

QEIE‘te Tranzaction
Split Trahsaction
Adjust Transaction

T

Add Guest View
B oy e st sy -

B
4 o
Erevious Guest

SEIleCT'A!! Post | Edit | ED:IiU I ppt_i'ons | Payment |§enlement| Close |

1. Highlight the charge(s) to transfer and right-click the mouse.

2. To transfer multiple transactions, place an “X” next to each charge or
highlight the charges and select the Space bar.

3. Select Transfer Transaction.

The TRANSFER TYPE screen displays.

" Grouped Posfings

™ Entire Falig
" Transfer EROM another Room & Marked Postings

' Transfer TO another Room

" Partial Posting
" Check Mumber

Ta Roorm: |ades |ﬁ

Archer

" Transfer FROM Listof Rooms

i) 415

Barker Archer

Transfet | Cloze

©2006 MICR()S® Systems Inc.
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1. Select to Transfer TO another Room and Marked Postings.
The IN HOUSE SEARCH screen displays.

Select the Room(s) to transfer the charge(s) to or from by entering the room
number directly in the Room field, by entering the guest’s last name directly in the
Room field or by clicking the drop down arrow next to the Room field to select
the room number(s).

2. Verify the transfer information and select Transfer. The confirmation screen
below displays:

{ i

Alternate options for transferring charges are as follows:

e Grouped Postings transfers all charges attached to the selected
transaction codes (i.e. F&B charges, charges with generates).

¢ Entire Folio selects all charges on the folio to transfer

e Marked Postings transfers the postings marked on the folio with an “X”.

e DPartial Posting performs a split to the charge selected to post, and then
transfers the charge.

e Check Number transfers all charges with a specific check number (i.c.
F&B charges)

e Transfer TO another Room transfers charges to another guest room

e Transfer FROM another Room transfers charges from another guest
room to this folio

e Transfer FROM List of Rooms transfers charges from a list of other
guest rooms to this folio

Transfer Follow the steps below to transfer a charge to another folio window:
Charges 1. From the main menu, select Cashiering and Billing.
to/ from 2. Search for, highlight the desired guest room, and choose Select.
3. Highlight the charge(s) to transfer and right click the mouse. To transfer

Another g8 5 &
Foli multiple transactions, place an “X” next to each charge.

ollo
Window

©2006 MICROS® Systems Inc.
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%8 RESLU - Billing [Barker, Bob Mr.- Room

Balance |

4?5.Dﬂ| Artival |1U-|:|1-Uﬁ' | Cgmpanyl

Status [CHECKED N

| Depant 1301-06 | Graug|

| Rate Code EUR

Prs
Rate Rm. Tyre

{1) Barker, Bob Mr.

CA 475.00

54200

Description

Club Dues

11-01 110110 |Premium f Regular Ra ~ oy [NA Room]
10-01 10110 |Premiumf Reaular Ra Bew Window _ [NA Roam]
el e o )
4
Screen Wiew L
Wiew surnrmarized transactions. B
= 7
Delete Transaction a
Split Transaction T
Adjust Transaction
Transfer Transaction
Add Guestiew
Rermyve Slestiyew
[ent Guest
Blayjius Guest
EOS checkdetalls I~
< I [v]=
Barker, Bo |
'SelectAlIl Post | Edit | Ealio | Options | Payrment |§eﬂ|ement’| Close |

B

The folio window displays with the charges transferred.

4. Select Transfer to Window and choose the Window number.

NOTE: You may also transfer charges from one folio window to another by
drageing and dropping the charge across windows.

Posting Payments apply a credit or payment to an in-house guest room. OPERA

Payments

Follow the steps below to make a Payment:

1. Access and display a guest folio in the BILLING screen.
2. Select Payment.

automatically defaults to the payment method assigned to the particular window (if
multiple payment types exist) or defaults to the one on the reservation as well as
the total amount due on the folio.

All Rights Reserved. Proprietary and Confidential.
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’;;_E FESLLI - Fayvment fvind. 1 - Barker, Bob - Room 133]

Payment Code m zash
Currency *| Euro Currency

Amount | 475.00] EUR

Feference | |

Post | Close

3. If the payment type differs from that of the reservation, click the drop down
arrow next to the Payment Code field.

4. Highlight the desired payment type and select OK.

5. Enter the payment amount in the Amount field. This field defaults to the
folio balance.

0. If the guest pays by credit card, type the card number and expiration date in
the Credit Card No./Exp. Date fields

7. Enter a Reference note for the payment and select Post.

NOTE: The payment now displays on the guest folio, and the folio balance
reduces by the payment amount.

Preview, Folio displays the guest folio in printed format on the screen. From here, you

Print, and
File a Folio

may either print the folio; review on the screen display, or save a copy to file on
your computer for accuracy of the bill.

To preview a folio to the screen, follow the steps below:

1. Access and display a guest folio in the BILLING screen.
2. Select Folio to view the folio.

©2006 MICR()S® Systems Inc.
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The FOLIO OPTIONS screen displays.

5 RESLU - Folio Options

Fram Date [10-01-08 )

To Date [13-01-06 |
Falio Text 1 | |
Falio Tex 2 | |

Falia Style |

Summary by Check Ma, (Datey (143

Presieuy Pririt File | Close

ml W
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ESLLI- Folic

1. Enter the From Date and To Date for charges to view. This is helpful if the
guest is in house for a long period and wants to view charges from a portion
of the stay.

2. Select Folio Style to alternate the folio view to one of OPERA’s 20 different
folio styles.

" Detailed Folio (Date) (13  Arrangerment Surmmary (Date) ¢13)
" Transaction Code Summary per Day (Code) (2
" Transaction Code Summary per Stay (Code) (3

™ Arrangement Sumimary per Day (Date) (4

"
oy
-
" Arrangement Summary per Stay (Date) (5) " ‘Broup Folio Subtotal per Trn: Code (Date) (173
™ Gne Line per Day (Date) (6) L
" Daily Sumrmary for Groups (Date) (7) £
" Person Summary for Groups (Datel (8) L
" Detailed Folio (Roorm) (93

" Resort Hotel Faolio (Eratel (113

ESummaW by Check Mo, (Date) {1 4)
Group Faolio Subtotal (Dated (15)

Group Folio Subtotal per Guest (Date) (16)

Group Folio Subtotal per Room (Date) (18)
Group Summary Folio (Roorm) (193

Group Summary Falio (Alphay (20)

Surarmary Curr. l:l_ii Cloza l

Folio styles allow the user to print the same charges in a different format to meet
the guest’s needs. Folio styles print guest bills in different formats for both in-
house guests and when printing folios from Folio History. Some common folio
styles used are:

Transaction Code Summary Per Day rolls up all charges with the
same transaction and prints one line per transaction code per day.
Transaction Code Summary Per Stay rolls up all charges with the
same transaction code and prints one line per transaction code for the
entire stay.

Group Folio Subtotal per Room by Stay subtotals folios per guest
per stay to help determine the cost of each guest (most useful on
group Posting Master accounts).

Arrangement Summary Per Day rolls up all charges with like
transactions and prints one line per transaction code per day (i.e. all
phone charges today).

3. Select the radio button for the style you prefer and Close to return to the
FOLIO OPTIONS screen.
4. Sclect Preview, Print, or File.

Either the folio appears on the screen in an Adobe Acrobat PDF window for
viewing, prints to the workstation printer, or a Windows dialogue box displays to
save the folio to file.

©2006 MICROS® Systems Inc.
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SPHt a The need to Split a charge on a guest folio happens for a number of reasons.

Most commonly, two guests staying in the same room prefer to split their room
Charge charges and offer different forms of payment. You may also use the Split
function to split a transaction if an adjustment needs to be made to ensure it
appears correctly on the guest’s bill.

Follow the steps below to Split a charge:

1. Access and display the guest folio in the BILLING screen.
2. Highlight the desired charge, right-click and select Split.

The SPLIT AMOUNT/PERCENTAGE screen displays.

¥3 OPERAT - Split Amount

' Amount  Parcentags
“Armount toosplit | 5I].I]l]|:
QR Cloge

©

Select the radio button to split the charge by an Amount or Percentage.

4. Enter the Amount to split or Percentage to split (either an amount or
percentage).

5. Select OK to save.

The charge splits into two separate postings on the folio. From this point, one or
both charges can transfer to another folio or another room.

NOTE: You can view the history for the original charge and the split transaction
in Posting History.

©2006 MICROS® Systems Inc.
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Adj usting a | Adjustments typically apply to po§dngs charged on a previous business day (like
Char g e room and tax). OPERA automatically adjusts the charge to the correct adjustment

el

transaction code and appears as a second line item on the guest folio.

For example, a Long Distance Domestic charge of $5.00 posted with Transaction
Code “57300” is on the guest folio. The guest disputes the charge, and you adjust
it off the folio. The Long Distance Rebate Transaction Code “50390” adjusts $-
5.00 from the guest folio and appears as a second line item.

NOTE: Remember to use a “-”’sign in front of the value to adjust charges and
credit the folio.

Follow these steps to adjust a charge of any kind while the guest is still in house:

Access and display the guest folio in the BILLING screen.
Highlight the charge to adjust and right click the mouse.
Select Adjust Transaction.

Choose Adjust Selected Postings. This only adjusts the highlighted posting.

%em Adjust Transactions

= Amount
-10.00

™ Percentage.

Reason Code

*| Guestomplain

Reason Text

Guest complained of poor hed condition: =g
Ok Cloze

7.
8.

Select either the Amount or Percentage radio button, and enter the value of
the adjustment in the white text field.

Click the drop down arrow next to Reason Code and select a reason for the
adjustment.

Enter any addition information in the Reason Text field.

Select OK to complete and OK to the charge-adjusted message.

NOTE: Adjustments on transactions log in Posting History and appear as
separate line items on the guest folio.

©2006 MICROS® Systems Inc.
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Interface or

Posting

Adj ust an For interface postings and room and tax rebates automatically posted during the
night audit, you must manually post and adjustment.
Follow the steps below to adjust an interface or automatic posting:

Night Audit | 1.

From the guest folio, select Post.

The POSTING screen displays.

"% RESLU - Transaction Posting
Code Diescription Amount Qry. Win. [ArrCode [Chack No. |Supplement Refarante el
61690 | ¥{Rebate - Garage -2000( 1 | = ¥ 1 posting
Total Postings [ 000] arnaunt 72D.00|| Close
2. Manually enter the “Rebate” transaction Code for the transaction to adjust.
3. Enter a “-” before the value being adjusted in the Amount or Qty (Quantity)
field.
4. Choose the Win (Window) the adjustment applies to and enter a reason for
the negative posting in the Supplement field.
5. Select Post.

NOTE: Room and tax rebates—or any transactions that have “generates” to
post along with the charge (i.e. taxes generate along with room charges during
night audit) automatically adjust the generate(s). In other words, if you adjust
$10.00 off a room charge and the tax percentage is 5%, 5% of $10.00 also adjusts
as generates (i.e. 50 cents).

NOTE: Since interface and automatic charges must adjust manually, these
transactions appear as separate line items on the folio.
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Correct /
Edit a
Charge

In OPERA, you may correct a transaction posted incorrectly or by mistake. A
correction only applies if the posting occurred in the same business day and
posted manually to the folio. For example, if you mistakenly posted a $20 parking
charge to a guest folio that should have been $10, you may correct the posting by
editing the charge.

To correct or edit a charge, follow the steps below:

1. Access and display the guest folio in the BILLING screen.
2. Highlight the charge to correct and either double-click the charge or select
Edit.

The EDIT TRANSACTION DETAILS screen displays.

iHELL - Edit Transaction Details

Room

Matre [Simpsan, Brian

Price 20.00 UsD
Quiantity
Aot 20.00

Cashier Superisor Art. Code | |.+]
Falio Mo,

Pasting Date [11-02-06 13112
Revenle Date |06-28-08

Adicle | |
CreditCard Na. | Bxp.Dae| ]

Supplement| |

Reference | |

Check Nc.| |_J Cuvers| | S —
Cloge

3. Correct the value of the posting in the Price field and select OK to save
changes.

NOTE: Since the correction is on the same business date, and by the same user,
there is no additional line item on the folio. The corrected charge displays on the
guest folio, as it should. However, transaction details log in Posting History.
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Guest
Refunds
and Paid
Outs

When a departing guest has a credit balance on their folio, it is necessary to refund
the remaining balance to the guest. Whether your hotel considers these guest
refunds or paid outs, handle the debit posting to the folio in the same manner.

NOTE: Please do not use the Petty Cash or General Cashier functionality to
perform guest refunds or paid outs. The postings must happen directly to the
guest folio to reconcile the folio balance to zero.

From a guest folio with a credit balance, follow the steps below to issue a paid out
or guest refund:

1. Access and display the guest folio in the BILLING screen.
2. Select Post and enter the Code for a “Paid Out” or “Guest Refund.”
3. Enter the Amount to refund and select Post.

Ty REALU - Transaction Posting

Coda Dascriphion Armount Gty Win ArrCode (Check Mo [Supplemant Reference (<]
80104 | #|FPaid Out - Cash Deposit Refund 30.00 1 > *

[ wiould you like o print & receipt?
L0y

i Yes o

Total Postings | 0.00] Amount 30.00] | Post Close

4. Answer “Yes” to print a receipt and have the guest to sign.

5. Select Close to return to the guest folio.

6. Notice the zero folio balance.

NOTE: It is not necessary to enter a “-“ sign in the amount field, as Paid Out
and Guest Refund payment transaction codes are configured as debits to the folio.
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Billing Options

Within the folio window, there are several additional options to assist with
managing the guest folio. Selecting Options from any guest folio displays the
following screen:

%8 SHELL - Billing Options

AgentiCompany Crgdit'(‘jards Fixed Charnes Folio History
Fackage Optiohs Phone Details Fost Rate Code Posting History
Privileges F'mme Reservation Rauting

DepositicxL Eaath Move Changes

Credit Cards

The Credit Cards option allows the same features on credit cards as In-House
Guests found in the Front Desk chapter of this manual.

Follow the steps below to access Credit Cards for authorizations:

1. Access and display a guest folio in the BILLING screen.
. Select Options from
3. Select Credit Cards.

'wa RESLU - Credit Cards Menu

Autherization fattarization Histon

To obtain additional authotization for the credit card on file, select
Authorization.

To view a history of all authorization requests for the credit card on file, select
Authorization History.
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Fixed
Charges

Many times, a guest has a charge that occurs every night during the stay. Itis
possible for the system to post those charges during the night audit along with
room and tax. OPERA calls these Fixed Charges.

Follow the steps below to set up a Fixed Charge:

Access and display a guest folio in the BILLING screen.
Select Options.

Select Fixed Charges.

Complete the FIXED CHARGES screen and select OK.

el e

NOTE: For more details on applying Fixed Charges to reservations, refer to the
“Fixed Charges” section of the Reservations Chapter in this manual.

Package
Options

Many hotels offer packages for guests that may include breakfast or dinner with
the room rate. Typically, a dollar amount is set aside for a meal. Sometimes a
guest consumes more than the package allows. In this case, it is helpful to see
how much of a package has been consumed if a guest is questioning charges on
their folio.

Follow the steps below to see the package elements for a room:

1. Access and display a guest folio in the BILLING screen.
2. Select Options.
3. Select Package Options.

This screen displays the amount allocated for a package element as well as the
amount of that element consumed by the guest. This is helpful in explaining why
the guest might have an overage charge on the folio.

NOTE: If an overage amount exists, it displays on the guest folio, and the
reference field notes the overage.

NOTE: For more details on Package Options, refer to the “Package Options”
section of the Reservations Chapter in this manual.
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Phone
Details

Phone Details allows the user to see detailed information regarding a phone
charge posted to a guest folio. In the event of a guest dispute or question about a
phone call, this option is particularly useful.

NOTE: Phone Details are not visible until the telephone interface is active. As
phone calls post to the guest folio through the interface program, details log in
this window.

Follow the steps below to see Phone Details for a guest:

1. Access and display the guest folio in the BILLING screen.
2. Select Options.

3. Select Phone Details.

The PHONE DETAILS screen displays.

%m RESLU- Phone Details

Date Time Duration IMurmber Dialed Wmount A

-

I Print Phone Details Cloge: |

This screen displays the Date and Time of the call, the Duration, the Number
Dialed, and the Amount of the call.

NOTE: The Print Phone Details option enables and disables phone number
details from printing on the guest folio.
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Posting
History

Posting History tracks posting details and information on charges posted to
guest folios. Charges automatically appear in Posting History when the charge
applies to the folio. Whenever you correct, split, or adjust a charge, a record
appears in posting history as well.

Follow the steps below to view transaction Posting History:

1. Access and display a guest folio in the BILLING screen.
2. Select Options.
3. Select Posting History.

The POSTING HISTORY screen displays.

SLL - Posting History
Action Resenua Date [Fosiing Dl {lisar Mame Reason |Descrip ]
Might Audit Postings 11-01-06 12-01-08 07:23 SUPERPALULABarker
Might Audit Postings 10-01-06 11-01-06 08:14 SUPERFPAULABarker
Window Transfer to window 1 12-01-06 08-02-06 10:29 SUPERVISOR Barker
Window Transfer to window 2 12-01-06 09-02-06 10:29 SUPERVISOR Barker

et 100.00 from Conf. conf, #3110-01-06 |09-02-086

| | [ [ =
q | 5]

Original Changes

Drescription |Amiount Referance | [Description I.Amount Reference Frit
Cigtlet 05 Manual Food 100.00

= -
4] | 3 el | 5

Close

e Action is the type of posting or transaction logged (i.e. transfer charge,
split charge, manual posting, etc.)

e Revenue Date is the business date affected by the transaction

e DPosting Date is the actual system date when the transaction posted

e User/Name is the user ID and last name of the user that posted the
transaction

e Reason/Description populates when an adjustment or negative
transaction is logged in history

NOTE: If you highlight an adjusted or corrected transaction, the Original and
Changes of that transaction display in the lower portion of this screen.
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Post Rate
Code

Post Rate Code automatically generates a posting of room and tax charges for any
user selected Rate Code. The Rate Code that exists on the reservation defaults,
however, the posting screen allows the user to change the Rate Code posted. Use
this feature to post room and tax on a folio for a rate plan different from the
reserved one.

To post a manual room and tax charge, follow the steps below:

1. Access and display a guest folio in the BILLING screen.
2. Select Options.
3. Select Post Rate Code.

'25 EELL - Trangaction Pasting

Rate Code Description Pax |Amount Oty (Wine ArCode |Check Mo: |Supplement Refarence 2]
T0REGA * |IREGLILAR RATE 1 225.00 1 i1 vI * |

hd
Total Postings 0.00] Armiount ?2"5ZUU| ‘ Close

4. Click the drop down arrow next to the Rate Code field if the rate to post is
different that the reserved rate.

5. Search for and highlight the appropriate Rate Code, and select OK.

Select the Win. (Window) to apply the charge to and select Post.

7. Select Close to return to the folio and notice the manual room and tax posting
on the folio.

a

NOTE: Post Rate Code does not affect the normal room and tax postings
generated by the audit process, nor does it trigger automatic postings such as
Fixed Charges. Also, be careful when using this feature since the posted rate
might differ from the reservation and alter Market Statistics for this business date.

Privileges

Privileges are several options that allow specific charging instructions on folios
such as No Post, Pre-Post Stay Charging, Scheduled Check Out, and Authorize
Direct Bill. For more information on folio privileges, refer to the “Reservations”
chapter of this manual.
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Routing

Charge Routing is extremely useful when setting up direct billing for a guest. You

can route charges to another room, a Posting Master account, or to separate
charges on the guest’s own bill for a second form of payment.

Follow the steps below to access the charge Routing option:

1. Access and display a guest folio in the BILLING screen.
2. Select Options.
3. Select Routing.

NOTE: For more information on folio and window routing, refer to the
“Reservations” chapter in this manual.

Additional
Options

Additional options not covered in detail in this chapter are:

Agent/Company — refer to the “Reservations” chapter of this manual for
more details. This feature is useful in Billing in the event you need to add
a Company profile to the reservation for direct bill purposes.

Folio History — refer to the “Folio History” section of this chapter for
additional details. This feature is useful in Billing in the event that you
need to access a folio for a guest from a previous stay.

Profile — refer to the “Profiles” chapter of this manual for details on
viewing profiles. This feature is useful in Billing in the event that you
quickly need to change the name on a folio.

Reservations — refer to the “Reservations” chapter of this manual for
details on viewing reservations. This feature is useful in Billing in the
event you need to quickly make an accommodation change (i.e. extend the
number of nights).

Deposit/CXL — refer to the “Reservations” chapter of this manual for
details on posting deposits, handling deposit requests, and handling
cancellation requirements.

Room Move — refer to the “Front Desk” chapter of this manual for
details on moving guest rooms. This feature is useful in Billing in the
event a guest requests to move to another room.

Changes — refer to the “Reservations” chapter of this manual for details
on the changes/user activity log.
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Check Out

Cash Check
Out

Many guests depart the hotel and wish to settle their folios using Cash as the form
of payment. Even if the original payment method is not cash, it is possible to
check a guest out with Cash.

Follow the steps below to check out a guest paying cash:

1. Access and display the folio for the Due-Out guest in the BILLING screen.
2. Select Check Out.

The CHECK OUT OPTIONS screen displays.

8 RESLU - Check Out Options

= Check Out

" Check QutWith Open Folio

] Zlose

3. Select to Check Out the guest and close the folio.

NOTE: Oanly select to Check Out With Open Folio for guests not settling their
account with a form of payment. This option only displays if your hotel has
elected to allow Open Folios.

4. Select OK.

The PAYMENT screen displays and defaults the Payment field from the
payment type on the reservation. The Amount field defaults to the balance of the
folio.
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5. Click on the drop down arrow next to the Payment Code field if the form of
payment is anything other than “Cash.”
6. Highlight and select “Cash” from the list of values and select OK.

rEE SHELL - Payment MVind. 1 - Bimpson, Brian- Foom 4327]

Payment Code !EIEIEIEI tl Cash
Currency m LIS Dollar

Amount | 124.08] USD

Refererce

Post | Close |

7. Verify the Amount is correct or enter the amount of Cash given.

Select Post to post the Cash payment and settle the folio.

9. Answer “Yes” to print a payment receipt and a copy of the folio, or “No” to
print only a copy of the folio.

o

Once the first window checks out of the system, a message appears asking to
continue with the next window until all windows check out with a zero balance (if
multiple folio windows exist).

Once you settle all windows, the reservation status changes to “Checked Out."
This status appears in the upper left corner of the BILLING screen.

NOTE: If your hotel uses the Scheduled Checkout feature, a prompt displays
asking if you would like to schedule the check out for a later time. For more
information, refer to the “Scheduled Checkout” section of this chapter.
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Credit Card
Check Out

Many guests depart the hotel and wish to settle their folios using either the credit
card on file or an alternate card as the form of payment. Even if the original
payment method is Cash, it is possible to check a guest out using a credit card.

Follow the steps below to check out a guest paying by credit card:

1. Access and display the Due-Out guest folio in the BILLING screen.
2. Select Check Out.

The CHECK OUT OPTIONS screen displays.

8 RESLU - Check Out Options

= Check Out

" Check QutWith Open Folio

] Zlose

3. Select to Check Out the guest and close the folio.

NOTE: Oanly select to Check Out With Open Folio for guests not settling their
account with a form of payment. This option only displays if your hotel has
elected to allow Open Folios.

The PAYMENT screen displays and defaults the Payment field from the

authorized payment type on the reservation. The Amount field defaults to the
balance of the folio.
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1"'J;'__El SHELL - Fayrment [Wind, 1 - Simpson, Brian - Room 437

Payment Code [HIE | 2| isa
Currency 1 LS Dollar

Amount | 124.08) USD

Cradit Card Mo 4444333322221 Exp. Date 0ame

Eost | zlose |

4. Verify that the credit card displayed is the correct card to charge. If not, you
may either swipe a new card or click the drop down arrow next to the
Payment Code field to enter a new Credit Card No. and Exp. Date.

5. Select Post to post the card payment and settle the folio.

6. Answer Yes to print a payment receipt and a copy of the folio, or No to print
only a copy of the folio.

NOTE: If the guest uses the same credit card, the system only obtains additional
authorization if the current authorization amount does not cover the total folio
balance. In this case, only the difference in the authorized amount and folio
balance authorizes. If the guest gives a new card number for settlement of the
folio, authorization occurs for the entite folio balance.

Once the first window checks out of the system, a message appears asking to
continue with the next window until all windows check out with a zero balance (if
multiple folio windows exist).

Once you settle all windows, the reservation status changes to “Checked Out."
This status appears in the upper left corner of the BILLING screen.

NOTE: If your hotel uses the Scheduled Checkout feature, a prompt displays
asking if you would like to schedule the check out for a later time. For more
information, refer to the “Scheduled Checkout” section of this chapter.
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Direct Bill
Check Out

When checking out a guest with Direct Bill as the form of payment, it is important
to follow proper procedures. Direct Bill charges are not settled by the guest, but
rather post to an Accounts Receivable account for payment by a third party. Asa
result, use special care to ensure Direct Bills are setup accurately.

The following are required for Direct Bill check outs to Company AR accounts:

e An active Company profile exists on the reservation.
e Anactive AR Number exists on the Company profile.
e Charges route to separate folio windows.

e The separate folio window must be “owned” by the Company profile.

For direct billing situations where the company is not paying for all guest charges,
the first folio window “owned” by the guest must have an alternate form of
payment (i.e. credit card).

NOTE: For details on attaching Company Profiles to direct bill reservations, or
for details on setting up Routing for direct bills, refer to the “Reservations”
chapter of this manual.
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Follow the steps below to check out a guest by direct bill:

1. Access and display the Due-Out guest folio in the BILLING screen.
Determine if the proper set up for Direct Bills exists. A second folio “owned”
by the Company must exist with the appropriate charges on the folio. If the
direct billing setup is not correct and charges are on the wrong folio, correct
that before moving onto the next step.

3. Using the mouse, click anywhere in the second folio (owned by the Company)
to place the “focus” on the direct bill folio.

L - Billing [Archet, Johr - Room 415]
Balance | 32000] Arrival [11-01°-06 | Gomipany [Marrioft internatianal | Ratz code | |EUR  prs | 1]
Status [DUE OUT | Depart 1201068 | oroup [The Opera Group | Rate | 20000 Riv Type HNE |
{1) Archer, John Ch 100,00 (2) Marriott International 22000 1
Code |Descri_pt|c|n Description |Am0unt E 2
1007 _ i« =
11-01 (15100 [Tax 2000
4 | mElKl | ok
LA [_Fouting _|

SelectAll Post | Edit | Eolio | Ontions | Payme‘nt'loheck'gutl Close |

4. Select Check Out.
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The CHECK OUT OPTIONS screen displays.

"8 RESLU - Check Out Options

& Check Out

" Check QutWith Open Falio

L Zlose

5. Select to Check Out the guest and close the folio.

NOTE: Only select to Check Out With Open Folio for guests not settling their
account with a form of payment. This option only displays if your hotel has
elected to allow Open Folios.

The PAYMENT screen displays and defaults the Payment field from the
authorized payment type on the reservation. The Amount field defaults to the
balance of the folio.

NOTE: Do not attempt to settle the direct bill folio using the guest’s default
form of payment. Pay careful attention to the Payment Code to select the
appropriate form of payment.

’E_EI SHELL - Paymient pvind. 1 - Simpson, Briah - Room 437]

Payment Code (9003 *| DirectBill

currency m LIS Dollar

Amount | 124.08) USD

Supplement| |

Refatence | |

Post | Close |
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6. Click the drop down arrow next to the Payment Code field to change the
form of payment to “City Ledger” or “Direct Bill” and select OK.

7. Verity the Amount is correct.

Select Post to post the direct bill payment and settle the folio.

9. Answer “Yes” to print a payment receipt and a copy of the folio, or “No” to
print only a copy of the folio.

S

NOTE: If the folio window “owned” by the guest has a balance, a message
appears asking you to settle the balance of Folio 1. FEither use the default form of
payment on the reservation or collect a new form of payment from the guest to
settle. Follow the steps outline in the above sections for Cash or Credit Card
Check Out.

Once you settle all windows, the reservation status changes to “Checked Out."
This status appears in the upper left corner of the BILLING screen.

NOTE: If your hotel uses the Scheduled Checkout feature, a prompt displays
asking if you would like to schedule the check out for a later time. For more
information, refer to the “Scheduled Checkout” section of this chapter.

Settlement
and Early
Departure

Circumstances sometimes prompt a guest to check out before the departure date
ot to desire an interim or advanced bill. In one of these circumstances, the guest
is not to depart today. Therefore, on the BILLING screen, the Check Out

feature is not active or available and the Settlement function is in its place.
Follow the steps below to settle a guest folio:
1. Access and display the guest folio in the BILLING screen.

Since the guest’s departure date is not today, the Check Out option is not
available.

2. Select Settlement.
3. Select one of the following three options to settle the bill:

"'E:g OPERAT - Folio Type

A% |ntarirm Bill
£ E.'a'"t’lﬁj' D!_Eﬁ_a'i’B;rﬁga

" Advance Bill

Cloze
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Interim Bill allows a guest to make a payment to the account and settles
the folio to a zero balance without checking the guest out. Charges
continue to post to the folio as normal. This is helpful for guests that
need to settle the bill at the end of every week to report expenses.

Early Departure allows the guest to check out with the current balance.
Use this option if the guest departs the room early and wishes to settle the
bill in full.

Advanced Bill posts advance room and tax for the remainder of the
guest’s stay, allowing the guest to make a payment to settle the account.
No additional charges post to the folio for the remainder of the guest’s
stay. The guest does not check out and room and tax do not repost during
Night Audit. Use this option if a guest wants to settle the bill the night
before they leave.

NOTE: Room and tax predictions posted using Advanced Bill do NOT post
room and tax for future business dates on today’s business date. Only a prediction
calculates and the appropriate room and tax totals post on the intended night.

4. Tollow the steps outlined in the above Cash Check Out, Credit Card Check
Out, and Direct Bill Check Out sections to post payments and complete the
settlements.

NOTE: Interim Bill and Advanced Bill options used for in-house guests retain a
CHECKED IN status on the reservation. Early Departure checks the guest out
and changes the reservation status to CHECKED OUT.
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Reinstate a
Check Out

If you need to check a guest back in, the Reinstate option returns the guest to in-
house status by checking them back into the same room they previously occupied.
The reinstate option is only available for guests that departed on that business day.
Reinstate also allows for posting late charges (or charges not posted before a
guest’s departure like a breakfast charge from the restaurant) to a guest folio once

departed.

NOTE: If your hotel allows Post-Stay Charging or check outs with an Open
Folio, the Reinstate feature is not necessary to post a late charge.

Follow the steps below to Reinstate a checked-out guest:

1. Access and display the Checked Out guest folio in the BILLING screen.

"ea RESLU - Billing [Mad o

Balance [ 0.00] arrival [11-01-06 | company | | Rate code [TOREGA | EUR Pre | 1]
Status [CHECKED OUT | pepart [12-01-06 | Group | | Rate [ 22500| Rm Type PHE |
{1} Madrazo, pedro cA 0.00 1 I
¥ |Date |Code |Description |Armount |Supplement |Referance Py

12-01

11-01 (10110 |Premiam f Regular Rate 225.00 [MNA Roorm]

11-01 (80000 |Cash Paid Out 100.00|PORQUE SI
<] [v]|=
Madrazo, pe I
SelectAl] Reinstate I Eost Edit Eolia Cplions Famient Shecizaut I Close I

2. Select Reinstate.

3. A message displays asking if you would like to reinstate the guest; answer
“Yes” to reinstate or “No” to leave the guest checked out.

4. A message displays asking if you would like to send a signal to the interfaces
indicating the room as occupied by the guest once again. Answer “Yes” if the
guest still occupies the room or “No” if the guest has indeed departed, but you
are posting late charges.

NOTE: The guest now occupies the room with a DUE-OUT status. If the
check out was a mistake, be certain to verify and correct the departure date of the

guest.

5. If this guest did indeed depart, post any late charges as applicable and check
the guest back out of the system.
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Quick
Check Out

The Quick Check Out feature allows you to manage multiple departures at one
time. This is particulatly useful when clearing departures at the end of the
morning shift or for a mass group departure. The Quick Check Out feature works
for individual departures as well as multiple departures at one time.

Follow the steps below to use the Quick Check Out feature:

1. From the main menu, select Cashiering and Quick Check Out.
2. Enter your Password in the CASHIER LOGIN screen and select Login.

The IN HOUSE GUEST SEARCH screen displays with today’s Due Out
guests only.

Use the search criteria, if necessary, to minimize results by groups of guests.

Search
Room[ ] paw[ ]
Adyanced
Mame[ | B[]
Clear
Gowp ]
company[ ]
¥ [Room  |Marme Arrival Departire|Balance Status: campany Group Block Gode: |2
X437 Simpson, Brian 06-26-06 [06-28-06 30009 DUE OUT Kevin's Kiothing
307 Simpson, Brian 0B-26-06 |06-28-06 186.00/DUE QUT Ievin's Klothing
X120 HWilliams, Christine |06-26-06 |06-28-06 17346 DUE OUT
120 *Sampson, Riley 0f-26-06 [06-28-06 16346/ DUE OUT
X108 Bennett, Melissa 06-27-06 |06-28-06 88.00|DUE OUT Fish Food Fine
16 Matthews, Mark 06-27-06 [06-28-06 17977 |DUE OUT
X 0 5} 154.00|DUE OUT
107 Clarke, Robert 06-27-06 [06-28-06 97.90|DUE OUT MICROS SystenMICROS Trainin|0606MICROS cro Al
Paad Billing
1 ] i Zero
4 zelected Check Dut
Clase

3. Select one of the options below:

e C/O Zero — checks out all remaining guests cutrently with a zero
balance.

e C/O All — checks out all guests due to depatt today. Any folios with a
balance prompt a payment window to settle the folio.

e Check Out — checks out the highlighted guests. Any folios with a
balance prompt a payment window to settle the folio. To check out
multiple rooms, but not all rooms, place and “X” next to each room
before choosing this option.

e Billing — opens the BILLING screen for the highlighted guest room

A folio for all guests with a zero balance that check out prints to the local
workstation print.
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Scheduled
Check Out

The Scheduled Check Out feature is an addition to the check out process if your
hotel elects to use this feature. Within the Reservation Options and Privileges,
you can authorize or de-authorize scheduled check out for a guest and input a
time for the automatic check out to occur. When settling the guest bill through
Billing, a prompt displays asking if you would like scheduling the room for check
out later.

A constant processor runs that periodically checks for any departures that passed
their scheduled check out time. If a room is schedule and the system date and

time passes, the room is automatically departed.

NOTE: Scheduled Check Out only processes a departure if the entire room
balance (including all folio windows) is zero.

To view and manage today’s departures scheduled to check out at a specific time,
follow the steps below:

1. From the main menu, select Cashiering and Scheduled Check Out.

The SCHEDULED CHECK OUT GUEST SEARCH screen displays.

% SHELL - Scheduled ¢

Beatt
Room | | P | REE
- Advanced
Hare | | Bioek] |
Clear
oo ] =
compary[ ]
cotime[ [ ]
Room |N'ame Tirme Arrival Departure |[Balance Company Group Block Code (A
; ; | il airiing 06
125 Johnson, Michael 11:00 06-27-06 |0E-29-06 97 90MICROS System{MICROS TrainingO608MICROE
100 iiilson, John 11.00 06-27-06 |06-29-06 97.90MICROS SystemMICROS TrainingOB0BMICROE
130 White, Nancy 11:00 06-27-06 |06-29-06 97.90MICROS SystemMICROS TrainingO60EMICROS
113 Petersan, William 11:00 06-27-06 |06-29-06 7.90MICROS SystemMICROS Training0606MICROE
=
« l‘ Billing
Check Qut
| HoPost | Close
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This screen lists all guests with a scheduled check out time in the Time column.

2. Remembering that this feature only works for zero balance folios, work

through each departure to settle their folio.

Highlight the first departure with a folio balance and select Billing.

4. FPollow instructions learned eatlier in this chapter to make a payment and settle
each folio.

5. To process a check out on a room originally scheduled for a future time,

highlight the room and select Check Out (this removes the room from the
list).

©
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Cashier Functions

Cashier Functions provide many additional features for handling guest financials.
Some features display on the main menu, while others display within the functions
menu below:

Batch Folios Batch Postings Cashier Beports Cashier Status
Check Exchange Curreney Cale. Zurrency Exchange Exchange Rate
Ealin H'istu:un.r General Cashier Journal Petty Cash

Receipt History DepositiCsxl

Clase |

Fast
Posting

Fast Posting is a quick and easy to way to charge multiple transactions to
different rooms. For example, posting a list of laundry charges or mini-bar
charges can quickly post to folios using this feature. Transaction types do not
have to be the same to use Fast Posting.

Follow the steps below to post charges using Fast Posting:

1. From the main menu, select Cashiering.
2. Select Fast Posting.
3. Enter your Password in the CASHIER LOGIN screen and select Login.

The TRANSACTION POSTING screen displays. However, note the
differences in this posting screen versus the traditional posting screen.

Marme [D'La Vega, Victor Manuel Arival [12-01-06 | Rats ] 225.00] EUR
Balance 2000 Departure [13-01-06 | Produst | |
Roomiblame|Code Description Armount Gty Wi, lAmCode |(Check Mo, [Bupplement Reference =
124 50500 Fascimile Sales 10.00) 1 1 |03
126 E1200 Garage -Maonthly Parking 20000 1 2
128 2161200 | &|Garage -Manthly Farking noop 12 o= *
Total Postings 20.00] Amount 0.00 ‘ Close
micros
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4. Type in the Room/Name of the first guest room. You may enter the room
number directly or click the drop down arrow next to the field to search for
the room by name.

5. Continue all other fields as learned in the “Post a Charge” section of this
chapter.

0. Select Post.

7. Repeat this process for each transaction you need to post.

NOTE: As you continue posting charges, the Total Postings and Amount
fields at the bottom of the screen continuously update. This is particularly useful
if you are fast posting multiple charges and need to verify that they all posted.

8. Select Close when finished.

Batch Batch Folios is a function used during the Night Audit shift to print express
Foli checkout folios. Refer to the “End of Day” chapter of this manual for more
olios details on Batch Folios.
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Batch
Postings

Batch Postings posts the same charge to multiple guest folios and rooms at one
time. A common type of Batch Posting is a bagging handling (Porterage) charge
for a large guest group or Parking charges. With Batch Postings, all transactions
must be the same type and price.

Follow the steps below to complete a Batch Posting:

1. From the main menu, select Cashiering.
2. Select Cashier Functions.

3. Select Batch Postings

4. Enter your Password and select Login.

The BATCH POSTINGS screen displays.

.';?‘:E RESLLI - Batch Post

Trh. Code 51100 * | Garage - Daily Parking

P
Amaunt
Rooms [502,504,50B,508 | 2]
Group | |+
Agent| |£|

PastText |Daily Parking Charge |

Subple_mehﬂ |

I Multiply By Mumber OF Adults
¥ Include Guest Due Out Today
I Include BM Room

¥ owerride Mo Post Flag

oK Clase
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5. Click the drop down arrow next to the Trn. Code field to select the
transaction code to post.

6. Enter the Amount of the posting.

7. Click the drop down arrow next to the Rooms field and select all applicable
rooms by placing an X’ next to each room number.

8. Choose Select to save and return to the BATCH POSTINGS screen.

9. Enter any desired Post Text or Supplement information.

10. To post charges to guest rooms with a “No-Post” flag, leave the Override
No-Post Flag check box marked.

11. Select OK to save and post the batch charges.

12. Answer “Yes” to view posting details.

The POSTING DETAIL screen displays.

78 Posting Detail
Roatn Marre {Balance 0K | =~
Bennett Melizsa
116 hatthews Mark 19097 X
437 Simpson Brian 31280 K
307 Simpson Brian 197200 X
120 Williams Christine 184 .66 X
Ok

All rooms that the batch posting affected have an “X” in the OK column.

13. Select OK to complete.

Cashier
Reports

Cashier Reports printed at the end of the day help the user to balance
transactions and close their shift. The reports can print prior to closing your
Cashier for easy balancing. Once the Cashier closes, Cashier Reports reset and
you no longer have details for the Cashier.

Follow the steps below to print Cashier Reports prior to the end of a shift:

From the main menu, select Cashiering.

Select Cashier Shift Functions

Select Cashier Shift Reports.

Enter your Password in the CASHIER LOGIN screen and select Login.

el e
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The CASHIER REPORTS MENU displays. There are six different cashier
reports, one for each payment type.

’;EI QFPERAT - Cashier ReportMenu

" CheckRepart

' Foreign Currency Report
O Credit Card Report
AR Seflements Repart

" Miscellaneous Payments Repart

ok Close

e Cash Report displays all Cash transactions (including Paid Outs)
expected to be in the shift drop.

e Check Report displays all Check transactions expected to be in the
shift drop.

e Foreign Currency Report displays any foreign Currency Exchanges
the Cashier performed expected to be in the shift drop.

e Credit Cards lists all Credit Card transactions posted on today’s
business date.

¢ AR Settlement Report displays any folio balances settled to AR
Accounts using the Direct Bill payment type.

e Miscellaneous Payment Report displays any other transactions not
defined above.

5. Choose the desired report and select OK.

A report for the payment type displays to the screen with each transaction posted
by that Cashier.

6. Select Details to view transaction level details.
7. Select Print to send the report to the local workstation printer.
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Cashier
Status

Cashier Status assists the Night Auditor in determining which Cashiers have
closed and balanced versus those that are still open. This is good information to

view before attempting to complete the Night Audit.

Follow the steps below to access Cashier Status:

1. From the main menu, select Cashiering.
2. Select Cashier Functions.
3. Select Cashier Status.

The CASHIER STATUS screen displays.

( er

3 & er#3 4
4 Cashier #4 39499

Max Open (Titmes Open (Opened

0| 1Z:00AM|

10:65 AM

3
a4 Albert Makoge il 1 1116 AM 12:00 A
599 Cedric E. Younhg ke 1 1032 FM 12:00 Ahd

This screen displays the status of each Cashier No., the Cashier Name, as well
as the number of Times Open and Last Closed.

4. Select Close to exit.

&l W
®
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Check
Exchange

If your hotel allows guests to cash checks at the Front Desk, Check Exchange
tracks those transactions for easy balancing at the end of shift.

Follow the steps below to perform a Check Exchange:

From the main menu, select Cashiering.

Select Cashier Functions.

Select Check Exchange.

Enter your Password in the CASHIER LOGIN screen and select Login.

el s

The CHECK EXCHANGE screen displays.

?5;'5 RESLLU - Check Exchange
Rootn Mo 133 | +|
Nama |Barker | +|
Amount | 100.00]

Taut [Chequa #1234 |

Supplement [Marriot Rewards Member |

Ok | Cloge |

5. Select the guest Room number or Name.
NOTE: To perform a Check Exchange, the guest must be in-house.

0. Enter the written amount of the check in the Amount field.

7. Enter the check number in the Text field.

8. Use the Supplement field to enter any additional information required by the
hotel, such as approval code or license number.

9. Select OK to complete the exchange.

10. A message displays asking if you would like to print a receipt. Answer Yes to
print a receipt of the exchange for the guest or No not print a receipt.

NOTE: If the guest needs a receipt for the Check Exchange at any time, receipts
are available in the Receipt History area of Cashier Functions. For detailed
instructions on printing receipts, refer to the “Receipt History” section of this
Chapter.
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Currency
Calculator

The Currency Calculator displays the calculated result of a currency exchange. It
does not register a currency exchange but serves, as a calculator-tendered amount
a guest would receive for an exchange. The exchange rate used is the exchange
rate configured in the system.

Follow the steps below to access and use the Currency Calculator:
1. From the main menu, select Cashiering.
2. Select Cashier Functions.

3. Select Currency Calc.

The CURRENCY CALCULATOR displays.

%8 SHELL - Currency Calculator

amount| [

Date Wm

From Currency |—| iI

Exchange Code |:| _§|
To Currency |LJ5D—|A| L& Dollar

Buy Rate | 0.0000]

Buy Comm. | 0.00]

Calculated Amournt | 0.00] Close |

4. Enter the Amount of currency given and Date to exchange.

5. Choose the From Currency (currency the guest gives) and the To Currency
(currency they wish to receive - the hotel’s local currency).

6. Press Tab to view the exchange calculation in the lower portion of the screen

e Buy Rate = the exchange rate for that business date and currency

¢ Buy Comm. = commissions collected by the hotel for exchange
services

e Calculated Amount = currency available to the guest for exchange

7. Select Close to exit.
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Currency
Exchange

For hotels that exchange currency at the Front Desk, the Currency Exchange
feature registers and tracks any exchanges for quicker and easier cashier balancing.

Follow the steps below to perform a Currency Exchange:

el S

From the main menu, select Cashiering.

Select Cashier Functions.

Select Currency Exchange.

Enter your Password in the CASHIER LOGIN screen and select Login.

The CURRENCY EXCHANGE RATES screen displays.

"E RESLU - Currency

Raorm ta |130 tl

Marme |ru1intnn | il

Currency Code _t_l LS Dollar
Exchange Code (CURF * | Currency Exchange
Amount 10000 USD

Exchange Rate Details

100.00 LISD 11 20309 = B3 12 ELIR
Buy Fate=1.20308
Buy CGormm. = 0,00%:

Local Amount 83.12] EUR

Supplement |
Copies DfReceipt' ok | Close |

5. Select the guest Room No. or Name.

6. Select the Currency Code for exchange. Click on the drop down arrow next
to the field to display all currencies the hotel accepts.

7. The Exchange Code should always be “Currency Exchange.”

8. Enter the Amount of the currency to exchange. After entering this field, the
currency calculates in the lower portion of the screen in local currency
(Exchange Rate Details and Local Amount).

9. Type additional information required in the Supplement field

10. Select to print additional Copies of Receipt to use one for the shift drop and
give one to the guest as a receipt.

11. Select OK to complete the exchange.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

187




—— Opera PMS Reference Manual

Exchange
Rates

Exchange Rates constantly fluctuate and need maintaining in the system in order
for guests to receive the fair market value when exchanging currency.

If your hotel allows currency exchanges, follow the steps below to update
Exchange Rates on a frequent basis:

1. From the main menu, select Cashiering.
2. Select Cashier Functions.
3. Select Exchange Rate.

The EXCHANGE RATES screen displays.

SLU - Exchange Rates

&+ all " Check " Posting " Membership
Currency I:IAI " Exchange " Settlement " Commission
X |Currericy |Description [Code [Exeh. [ cik [Settl Post [Comm|Memb [Met Buy Rate =] Al
AUD \mustralian Dollar % E % a 26 =
o
CAD Canadian Dallar CURR % kS % 0.703472339468/26-10-05
EUR Euro Currency AL ¥ Ed 18 X ¥ Ed 1.00]26-10-05
GHP United Kingdom Pound CURR % W 3 1.476875816897 26-10-05
JPY Japanese Yen CURR ® ® : § 0007188283928 26-10-05
[8}=10] LIS Dallar CURR ¥ ¥ i 0.831183011329 26-10-05

Futuls

= Llose

The six types of exchanges are as follows:

e Exchange: the exchange value used to exchange foreign currency cash
to local currency cash. Exchange fees may apply and build into the
exchange percentage. Rates apply at the time of exchange.

e Check: the exchange value used to exchange foreign currency checks
drawn on foreign banks to local currency cash. Exchange fees may
apply and build into the exchange percentage. Rates apply at the time
of exchange.

e Settlement: the exchange value used to exchange foreign currency
payments to a local currency payment when settling a folio. Typically,
exchange values for settlements build at a lower percentage than a cash
exchange. Rates apply at the time of settlement.

e DPosting: the exchange value used to exchange foreign currency
postings applied to a guest folio. Exchange values for postings
typically build at the same rate as a cash exchange. Rates apply at the
time of the posting, not at the time of the settlement.
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e Commission: the exchange value used to exchange foreign currency
commission payments to travel agents. Exchange values for
commissions typically build at a lower percentage than cash exchanges.
Rates apply at the time of the commission payment.

e Membership: the exchange value used to exchange revenue allocated
for membership points for loyalty programs.

Double-click an exchange rate to update an existing value.

Enter the updated Begin Date and Buy Rate.

Select OK.

To view exchange rates created for future dates, highlight the currency desired
and select Future.

8. To view exchange rates for past dates, highlight the currency desired and select

Past.

Ntk
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It is often necessary to reprint a guest folio after check out to research billing
questions or to resend a copy of the folio to the guest.

Folio History

Follow the steps below to access Folio History for guests who have checked out:

From the main menu, select Cashiering.

Select Cashier Functions.

Select Folio History.

Enter your Password in the CASHIER LOGIN screen and select Login.

sl s

The FOLIO HISTORY screen displays.

"R RESLU- Falio History

o1 oo A1) E—
Room[ | Name[ ] Frsthame ]
¥ check Out " PasserBy Ciar
™ Hoshow
" \Follo Mo. |Date Mamea it \Fnlin-ﬂ«mount |Payea Mame Invalce ]

413

12-01-08
12-01-06

Hejl, Jim
Purebread, Penelope

360.00
1 1,554.00

Hejl, Jim

Purebread, Penelope

414

12-01-06

Ntadraza, pedro

1 325.00

Madrazo, pedra

Enlio

I Print Phone Details Cloze

5. Notice the search options for type of folio and make a selection: Checked
Out guest, Passerby folios, folios billed to an AR account, or a No-show
folio.

6. Use the Date, Folio No., last Name, or First Name field(s) to search for the
folio.

7. There are two additional options to consider before printing the folio: Print
Phone Details, which prints phone number details on the folio, and Folio
Style, which allows the selection of an alternate folio style.

8. Select Folio and cither Print or Preview to print or view the folio.
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Deposit /
CXL

Deposit and Cancellation Rules apply to reservations in many instances. Typically,
deposits requested on reservations have stipulations that apply requiring the guest
to pay the deposit prior to their arrival. Likewise, cancellations on reservation
often have penalties if not cancelled within a certain period. The
Deposit/Cancellation feature manages both requirements and penalties in one
location.

NOTE: Refer to the “Reservations” chapter of this manual for more information
on posting deposits, forfeiting deposits and setting deposit requests.

To charge for reservations that cancelled in penalty of the cancellation rule, follow
the steps below:

1. From the main menu, select Cashiering and Cashier Functions.
2. Select Deposit/CXL.
3. Enter your Password in the CASHIER LOGIN screen and select Login.

Al 0¥ Resy, Arrivdl Date [08-28-06 e Reseration Type !I Search |

© cxl Rule Attached cancellgtionDate [ |FE Payment Type *]
parne | | Usgers +|
© Depnsits Compary | | Agent
{= Cancellations Caonfirmation Ma, I:l
[Paid |amnt Dwed [Pay Type [«

® [ConfMo. [Mame [Arrival Departure |Cxl Amaunt
07-09-06 1499.40 .00

Eesv

Cancellat

Cloze

| | 2

|4

4. Select to view only those reservations with a Cxl Rule Attached.

5. Highlight the reservation that violated the rule and select Cancellation.
The screen displays the rule and Amount due to charge the guest.

0. Select Charge.

The NEW PASSER BY screen displays. The guest Name, Market, and Source
default from the reservation.

7. Select the Room Class (typically House Use) and Post.
8. Follow the remaining instructions for completing a Passerby found in this
chapter.

Once the Passerby is complete, the DEPOSIT /CANCELLATION screen
reflects that the cancelled reservation is Paid.
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To add a cancellation rule to an existing reservation, follow the steps below:

1. From the DEPOSIT / CANCELLATION screen, search for and highlight
the reservation.

2. Select the Cancellation option.

3. Select New.

The DEPOSIT CANCELLATION — NEW screen displays.

®H RESLL - Deposit Cancellation - New
Type |2l -l
Gancel Rule [1MT E3

Description [One Night Room Charge |

% Cancel | 100.00]

Cancel Date [12-01-06 =

% D | |

Raam Nights | 1]
Cancel Amount

4. Click the down arrow next to the Type field to select a cancel rule and choose
from the list of values next to Cancel Rule.

5. Enter the Cancel Date that denotes the date for any cancellations made after
that date resulting in a penalty to the guest.

6. Enter the % Due, Room Nights, or Cancel Amount due if a penalty applies
to the cancelled reservation. Most pre-defined cancellation rules calculate
these amounts for you.

7. Select OK to save.
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Receipt
History

Guests sometimes need a receipt from a transaction that occurred in the past. In
Receipt History, you can locate, preview, and print receipts for past transactions.
Receipt History prints every type of receipt: Payment, Paid Out, Deposit, and
Exchange receipts.

Follow the steps below to access a receipt from Receipt History:

1. From the main menu, select Cashiering.
2. Select Cashier Functions.
3. Select Receipt History.

The RECEIPT HISTORY screen displays.

g0 RESLL - Receipt History

t Receipt Type | |£|
o g Hame | |

ReceiptNo, |:| FirstMame | |
¥ |Receipt Mo |Receint Description |Date Kame: |8t Marne lAmaount -
1|2k 1ange i Barker, Boh
2\Currency Exchange Gheck [12-01-06 Mintor, Zachary G312
510/Payment 12-01-06 Heil, Jim 360.00
511 |Payment 12-01-06 FPurebread, Penelope 1,054.00
512|Fayment 12-01-06 Madrazo, pedro 325.00
Brirt
Preview
= Close

4. Click on the drop down arrow next to the Receipt Type field and select the
type of receipt.

5. Enter the guest Name and cither the From or To dates and select Search.

6. Select Preview to view the receipt or Print to reprint the receipt.
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Passerby

The Passerby function allows the user to post charges without having to check a
guest into the hotel. Most often hotels use Passerby to post Guaranteed No
Shows. In addition, if a passer by walks into the hotel and consumes a service
without checking into a guest room, this feature allows the charge and payment to
post on a folio and generates a receipt in one function. An example of a true
Passerby is a walk-in from the street that purchases a postage stamp and pays cash
for the transaction. If the guest would like to charge and pay later, use the
Accounts (Posting Master) feature in the Front Desk menu.

Follow the steps below to post a Passerby:

1. From the main menu, select Cashiering.
2. Seclect Passerby.
3. Enter your Password in the CASHIER LOGIN screen and select Login.

The PASSER BY TODAY screen displays

Date  |Code [Description Price. Gy jAmount =

4] | 2
Lol =
™ Checkaut Eost L | e |
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4. Select Post.

FE CPERAT - Mew Passer By

Mame |Smith &
Market Code |LD _1' Leisure Discount
Source Code |GD _#| Guest Direct

Room Class [} | ottier Fu)

post | cancsl

5. Create a profile in the Name field.

Some hotels create generic profiles called “Passer By” or “Non Guests”. If a hotel
has many passerby charges, it may be useful to create profiles such as “Passerby
Fax” or “Passerby Business Center”’; otherwise, enter a name for the guest.

6. The Market and Source defaults to the hotel-defined values (i.e. House
Accounts or Unspecified).

7. Select a Room Class. Normally Passerby revenue posts to the “Pseudo”
Room Class, since no true guest room exists.

8. Select Post.

The same TRANSACTION POSTING screen used for posting charge in the
BILLING screen displays.

9. Enter the Code, Amount, Quantity, and any Supplement/Reference details
and select Post.
10. Once you finish entering all postings, select Close.

The same PAYMENTS screen appears when posting payments in the BILLING

screen.

11. Enter the Payment Code, Amount, and any other payment details and select
Post.

A Passerby folio prints for the guest as a receipt.
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General
Cashier

If your hotel has the benefit of a general cashier for balancing bank transactions
and performing mid-shift drops, use the General Cashier functionality to record
various cash exchanges.

To make a mid-shift drop and reduce the expected amount of drop at the end of
your shift, follow the instructions below:

1. From the main menu, select Cashiering and Cashier Functions.
2. Select General Cashier.
3. Enter your Password and select Login.

The GENERAL CASHIER screen displays.

TR RESLU - General Cashier

 To General Cashier! " From General Cashier
amount | 100.00]
Supplement |

Trr. CGode |25100 *| CashDrop
Currency * | Euro Currency

8] iZloze

4. Select To General Cashier and enter the Amount given.
5. Select “Cash Drop” from list of Trn. Codes and the Currency.

NOTE: Transaction Codes vary from hotel to hotel, depending on configuration.

6. Select OK to process the drop.

To collect money or due-backs from the General Cashier and add currency into
you bank balance, follow the instructions below:

7. From the main menu, select Cashiering and Cashier Functions.

8. Select General Cashier.

9. Enter your Password and select Login.

10. Select From General Cashier and enter the Amount collected.

11. Select the appropriate Trn. Code for the tender being collected (i.e. Cash) and
the Currency.

12. Select OK to finish.
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Petty Cash

The Petty Cash feature is for cashiers and agents to use when lending monies out
of the bank or drawer. In many cases, paid outs generated from the Front Desk
then become petty cash receipts deposited as part of a shift drop. Some examples
of petty cash entries are providing gas money for the shuttle van, sending the
concierge to purchase a gift for an arriving guest, or a maintenance request that
requires an engineer to travel to the local hardware store.

The Petty Cash feature has two functions: to record the cashier removing petty
cash funds from the bank or returning cash to the bank.

To record a petty cash paid out of your bank, follow the steps below:

1. From the main menu, select Cashiering and Cashier Functions.

2. Select Petty Cash.

3. At the CASHIER LOGIN SCREEN, enter your Password and select
Login.

Y RESLU - Patty

Code Diescription
COMN Conclerye

[»

Housekeeping

4]

= Paid " Received

Fosting Text Housekeeping
Amount
Transaction Code [B0000 | & |cash Paid out
Currency Etira Currency

Supplement | |
ﬂalancel (8] 34 | Close |

4. Select the Paid option and enter the Amount given from the drawer.
5. Select the Transaction Code for “Cash Paid Out” and the Currency given.
6. Make notes regarding the paid out in the Supplement field and select OK.

NOTE: The cashiet’s bank balance now has that much less tender. To view how
much tender is currently outstanding for Petty Cash, select the Balance option.
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TR RESLU- Fetty Gash
Code Ciescription ]
Concierge

Housekeeping

 Paid

(+ Recaivad

Fosting Text Housekeeping

Transaction Code (30000 | #|cash

Supplement_| |

Amount

Currency m Euro Currency

1.

Balance |

From the PETTY CASH screen, select Received and enter the Amount.
2. Select the payment Transaction Code (i.e. Cash) and the Currency collected.
3. Make notes regarding the paid out in the Supplement field and select OK.

— Petty Sash Balances

0K | Close |

E"_EI RESLU - Petty CTash Balances

Today | -5.00]
Morithly | -5.00]
Tearhy | 55’.[“]]

Close |

If funds are returned to the cashier after a petty cash transaction, follow the steps
below to include the tender back into the bank:

NOTE: The cashiet’s bank balance now increases by the amount tendered. To
view how much is currently outstanding in Petty Cash, select Balance.

=]|
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Cashier

Shift Close

At the end of every shift, a Cashier must register a drop (including all cash, check
and foreign currencies received) and close the Cashier for the day. Closing the
Cashier resets the transaction totals to zero for the next shift the Cashier works

At the beginning of your shift, the first time you access a financial area, such as the
BILLING screen, the system asks if you would like to open your Cashier. All
transactions and payments you post throughout the shift log in today’s Journal
ready for balancing at the end of the shift.

Follow the steps below to close your Cashier once you complete your shift:

1. From the main menu, select Cashiering.
2. Select Cashier Shift Functions and Cashier Shift Close
3. Enter your Password and select Login.

The CASHIER CLOSURE SUMMARY screen displays.

5| SHELL - Cashier Closure Summary- 70
Diescription Murnker vt CUrtency [;
Follaway 5 a0.00{LISD
Deccupancy Tax 1 2.00{LsD
Parking 1 10.00|USD
Cash 2 207.90|LISD
State Tax 1 5.00/LSD
Accommaodation Char 1 100.00/Ls0
Wisa 1 5,000.00/L8D
Sales TaxAd). 5 2.000LsD
Local Tax 1 2.00{L5D
Check Exchange paid 1 100.00USD
Check 1 100.00USD
Sales Tax 5 3.00|LSD
Cetails
oK
~| | Close
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A summary of all transactions, by type, display on this screen.

4. To view specific details, highlight a transaction Description and select
Details.

The JOURNAL displays.

HELL --Jaournal

Room [Supplement Referance Revenue Date|Dehit [Cradit =
0| 10.00
116! 8020 |Rollaway 06-28-06 10.00
437 5020 |Rollaway 06-28-06 10.00
3070 5020 |Rollaway 06-28-06 10.00
1200 5020 |Rollaway 06-28-06 10.00
=
4] | »
Posted o i
Dietails | Close |

To view transaction level detail, highlight a posting and select Details. The EDIT
TRANSACTION DETAILS screen displays.

5. Close out of any detail screens, and select OK from the CASHIER
CLOSURE SUMMARY screen to proceed.

©2006 MICROS®
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The CASHIER CLOSURE screen displays.

%= SHELL - Cashior Closure - 70
Shift Drop
Qpening Balance Cash 0.00
Opening Balance Check 0.00
Cash 20790 -
Faid out 100.00
Total Cash Drop ~ qoraoe Actual Cash |——MI
Checks 100.00 Actual Checks| 100000
Expected Shift Drop ~ 20790

Shift Drop in Balance

Foreigh Currency

CUIFEnGY Cpening Frorm Today Shift Drop Diffatence =
Foreign Check
CUTrency Opening Frarm Today Shift Drop Difference | =] T
Bac
L9].4
= Close

On the left side of the screen, any cash taken and paid outs given display to
calculate the Expected Shift Drop. This is the cash total the system expects you
to drop.

6. Count your drawer and remove any cash above the bank balance.

7. Enter the amount of cash you intend to drop in the Actual Cash field.

8. If you received or exchanged any checks, enter the amount of checks you
intend to drop in the Actual Checks field.

If the Actual Cash and Actual Checks equal the Expected Shift Drop, the Shift
Drop in Balance message displays.

If the Actual Cash and Actual Checks do not equal the Expected Shift Drop, Shift
Drop Over or Shift Drop Short message displays. This indicates that you are

either over or short in your drop. To investigate, select Back to return to the
CASHIER CLOSURE SUMMARY screen and investigate the Journal.

The Foreign Currency and Foreign Check fields’ display any currency
exchanges or check exchanges on a foreign bank you conducted today. The Shift
Drop amounts must equal the foreign currency or checks you include in your

drop.

9. After verifying all funds, to complete the shift closure, select OK.
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10. Answer “Yes” that you verified your drop and it is correct.

Cashier Reports automatically print to the local workstation printer for your
records.

11. Select OK to complete.

Reprint
Cashier
Reports

From time to time, it is necessary to investigate cash postings from a previous
business date. To reprint reports from any cashier closure, follow the steps below:

1. From the main menu, select Cashiering and Cashier Shift Functions.
2. Select Reprint Reports.

The CASHIER CLOSURES screen displays.

Castier ID

Closure Date

closueto.[ |

Cashlar D iName |Clnsure No.iUpened

Erint

Close

|

3. Click the drop down arrow next to Cashier ID and select the cashier.
4. Enter the Closure Date to reprint reports and select Search.
5. Select Print.
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Chapter 6 Rooms
Management -
Housekeeping
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Rooms Management

Overview OPERA’s Rooms Management module enables employees to view and
control various facets of a room's condition, status, and availability. With
housekeeping, room history, occupancy, and maintenance information at
their fingertips, Rooms Management and Housekeeping departments work
together seamlessly; efficiently addressing areas that need attention thereby
better ensuring guests’ satisfaction.

Room Management contains six main options: Housekeeping, Out of
Order/Setvice, Room History, Overbooking, Occupancy Graph, and
Maintenance.

Housekeeping The most co.mmonly used section of Rooms Management is .

Housekeeping Management, which enables you to control daily
Management housekeeping and room status details. Housekeeping Departments can
Screen determine which rooms require service, assigning them to specific attendants
and granting them points upon completion. Discrepancies between
Housekeeping and the Front Office can easily be tracked and resolved.
Various functions enable you to change status codes for individual rooms or
multiple rooms, make an entry for repairs and room assignment, generate task
reports, assess workloads, and crosscheck Front Office Status against
Housekeeping Status.

Follow the steps below to access the HOUSEKEEPING screen:

1. From the main menu, select Rooms Management.
2. Select Housekeeping

The HOUSEKEEPING options screen displays with various options to
choose.

'EEJ SHELL - Housekeeping

Housekeepinig Mot Queue Rooms Roaom Conditions
Erm. Discrepancies Aftendant Points Task Assignment
Turrdower bt Facility Forecast Fuest Semice Status

Close |

3. Select Housekeeping Mgmt.
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The main HOUSEKEEPING screen displays.

Room Stalus———— - FO Sialus Saarch
[ clean ¥ Rickun 7 Vacant e
W oiry B Inspected ¥ Occupied S
¥ outotorder [V Outof Service = ~
: Clear All
FomRoom [ | 3|
¥ [Room  |Rm. Type|Room Status. F Status Reseration Status [Floor [Room C‘IQSSIF\MPM Features -
100 (5 [ r TD 0101 J0101LF @R NS
101 KRGH Mot Reserved LOWYRSTD 0107 r0107
102 KMGE Hat Reserved LOWY RSTD 101 /70101
103 KMGS Mot Reserved LOWY ESTD 01071 10107
104 KEBM Mot Reserved LWy RIRS 0101 /0101AE CV SF OV PV LF
105 KSBS Due Out LOWy RIRS 0102 /0103LF SM PV RE
106 548N Mot Reserved LWy RETE 0102/ 0103MS QR PY
107 SDEN Due Out LOWY RSTD 0102/ 0103CH O NS LF
108 KMGE Due Qut LOWY RSTD 0102/0103LF &M ME MB Resu.
108 |sJsN Mot Reseved LOWFSTE 01071 0701J8 OV NS LF Details
110 8458 Hat Reserved LOWY RETE 0101 /0101J5 EM OF Report
111 KNGS Mot Reserved LOWW RSTD 0101 f0101LF SM NE =
112 KMGH Mot Reserved Loy RSTD 0102/ 010ZAE QR NE Salishes
113 SDBEN Stay Over Lo FETD 0102/ 0103ME PV N Change
114 KEBS Artival LWy RIRS 0102 /010ZLF &M SF PV :l QIUSQ

The top left of the screen allows searching by room and Front Office status.
Initially, all rooms list by default; after selecting Clear All, checking individual
boxes controls the rooms that display below. The room list at the bottom of
the screen displays rooms in numeric order. If you would like to change the
display order, click on a column header other than Room.
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Changing the
Status of a
Room

In OPERA the Housekeeping Room Statuses are:

e Clean: the room was serviced and is available for a guest to occupy

e Dirty: the room is not serviced and is not available for a guest to
occupy

e Pickup: an alternate status some hotels elect to use if Housekeeping
attends to rooms that do not need full service (i.e. a guest only
occupies a room for a few minutes and the room only needs
refreshing)

e Inspected: an additional status some hotels elect to use as the last
check by Housekeeping supervisors before making a room available
for a guest to occupy

In addition, the following statuses are also available for a room. You enter
these statuses in a different area; however, the status does display in the
HOUSEKEEPING MANAGEMENT screen. They are:

e Out of Order: the room is not available to sell under any
circumstances. Out of Order rooms deduct from inventory;
therefore, they affect occupancy calculations.

e Out of Service: functions the same as OOOQO, but rooms do 7o
deduct from inventory counts. Typically, hotels use the Out of
Service status for same day maintenance jobs or Sales show rooms.

There are two methods to change the status of a room:

e The first option is to click on the drop down arrow next to its room
status. To change the statuses of multiple rooms, place an “X” next
to the desired rooms in the first column of the room list, and then
click on the drop down arrow from one of the selected rooms.
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The second option is to use Change:
1. Select Change from the main HOUSEKEEPING screen

The QUICK CHANGE ROOM STATUS screen displays.

&8 Quick Change Room Status

& Room List [100 | 2]
" Erom Room i+ To ]
" Section | &hi Section =l Gection ]
Change Status to |C|Ean ;l
oK | Close |

There are three options for changing the room status from this screen:

¢ Room List allows you to enter the rooms by room number; separate
each one by a comma.

e From Room/To allows you to enter a seties of rooms by room
number.

e Section is available to change rooms by a specific housekeeping
section.

2. Select the new status from Change Status to
3. Select OK

©2006 MICROS®
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Viewing
Housekeeping
Statistics

The statistics option from the HOUSEKEEPING MANAGEMENT
screen gives an overview of the hotel with information pertinent to the
Housekeeping department.

To view Housekeeping Statistics:

1. Access the HOUSEKEEPING screen
2. Select Statistics

The ROOM STATISTICS screen displays.

Totals

Total Rooms 144
Total CGlean 2
Taotal Dirty 3
Total Inspected 1480
Total Ot Of Qrder ]
Total Qut OF Service 0
Details

Mot Reserved - Clean 2
Mot Reserved - Dirty 3
Mot Reserved - Inspected 148
Mot Reserved - Out Of Service 0
Resemed - Clean ]
Reserved - Dirty 0
Resemed - Inspected 1
Reserved - Out Of Service 0

" Include Pseudo Meeting Rooms Befreshl Report | Close |

The top portion of the screen displays the Room Statistic totals. The lower
portion displays the Details for the Room Statistics.

3. Select Report to print the Room Statistics
4. Select Close to return to the main HOUSEKEEPING screen
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Printin g The housekeeping management screen is printable using the Report option.

Houseke epin g The Report option applies any search filters from the HOUSEKEEPING
screen.

Management

Screen To Preview, Print or File the Report from the HOUSEKEEPING screen:

1. Select Report

The REPORT PARAMETERS screen displays.

HELL - Repott Parameters

Housekeeping Details

F e gy Erirt Eile

2. Select Preview, Print or File

The HOUSEKEEPING DETAIL REPORT displays or prints, depending
on your selection.

@m Opera Demo Hotel, Small 06-28-06

19:16
:_'gmra Housekeeping Detail Report
Room No.  Type Status AMPM Section FO Status Reservation Status
100 KNGN Inspected 0101/ 010 occ StayOver
10 KNGN Inspected 0101/ 0101 VAC Not Reserved
102 KNGS Inspected 0101 /0101 VAC Mot Reserved
103 KNGS Dirty 0101 /0101 VAC Not Reserved
104 KSBN Dirty 0101/ 0101 VAC Not Reserved
105 KSBS Dirty 0102/ 0102 occ Due Out
106 SJSN Inspected 0102/0102 VAC Mot Reserved
107 SDEN Dirty Q102 /0102 WVAC Dieparted
108 KNGS Inspectad 0102 /0102 occ Due Out
109 SJSN Dirty 101 /0101 VAC Mot Reserved
110 8438 Inspected 0101 /0101 VAC Not Reserved
m KNGS Dirty o101/ 01 VAC Mot Reserved
112 KNGN Dirty 0102/ 0102 VAC Mot Reserved
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Queue Rooms At times, guests arrive before a room for their room type is available for
assignment, causing potential guest service issues for Front Desk staff and
guests. Available from the Housekeeping menu, the Opera Queue Rooms
feature helps you manage room assignment fairly and have guests into their
rooms sooner by coordinating Front Desk and Housekeeping efforts.

Front Desk staff can assign reservations to the reservation queue if the guest's
room is not ready for assignment or if there are no available rooms of the
room type attached to the reservation. Housekeeping staff can use the Queue
Rooms screen to determine if there are guests waiting to check in to a
particular room or type of room if there are, the queue list provides guidance
in determining which rooms to service first.
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Queue information appears in the Queue Rooms screen. The Queue Rooms
report provides print or file listings of reservations and room queues.

To access the Queue Rooms screen:

1. Select Queue Rooms from the HOUSEKEEPING options screen

The QUEUE ROOMS screen displays.

e 1 I =) —
HAyerage Time in Qlueue
’7 Current Actual I:l ‘ Total Rooms in Gueue
~Owendew
# C-Tirme [Room Room Type FO Status |Room Status Mame WP ;I Room Type|Total | =]
KMNGM WAC Johnsan, Daniel KMNGMN 1
2 oo KEXM Smith, Joe KEXM 1
Statisti
Details
Resy
Report
j = Close

The QUEUE ROOMS screen provides the following options:

e Search allows you to enter search criteria to locate reservations
on queue by either Room Type or a specific Room.
e Statistics calculates current statistics so you can view the

compiled information from room status and reservation status in
a list form.

e Details displays the room configuration information for the
highlighted room on queue.

e Resv accesses the reservation for the room on queue.
e Report generates a report of the current queue rooms.

To update the status of a guest’s room that is waiting on Queue, follow the
steps below:

Access the Queue Rooms screen

Highlight the guest’s name that has the room that you wish to update.
Select the down arrow next to the Room Status

Select the new Room Status

sl s
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Room The ROOM CONDITIONS screen lets you assign room condition codes
Conditi to rooms. You may also view reservations for occupied rooms, which may be
onartions useful when assigning a room condition.

Use Room Condition Codes to designate rooms that are available for show,
require special housekeeping attention, or any other reasons specific to your
hotel. Rooms that have a room condition assigned may or may not be
available for assignment depending on the configuration of the room
condition code assigned to the room.
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To update a room’s condition within OPERA:
1. Select Room Conditions from the HOUSEKEEPING options screen

The ROOM CONDITIONS screen displays.

%8 SHELL - Room Conditions

¥ Mot Reserved ¥ wacant Room : Search |
¥ Reserved ¥ oceupied condion | &

IV Due gut Room Class l:l_!l

Rrn. TypelRm. Status O Status|Features Roorm Conditian |2
AE CWLF OV PY SF
105 K285 LF ME PV SM
106 SJSMN NS PV QR
107 SDBM CMLF MS oY
108 KNGS LF MB ME Sk
109 SJSM JSLF NS OV Resy.
111 KNGS LF NE M r—
113 KMGH AE ME QR _Edlt
113 sDBEM MNE MS PYW —
114 |kses LF PV GF SN - Lalets
Close

2. Using the criteria at the top of the screen, search for the room(s) or room
type(s)

Highlight the desired record

4. Select New

&

The ROOM CONDITIONS — NEW screen displays.

Roam Condition | | +]

1] |»

Ot Close

5. Select the drop down arrow for Room Condition
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The ROOM CONDITIONS display.

Roomr Conditions

FUMCTION Function Room Mot Ava
TV Meeds Towels Mot Ava
THD Turndown Service Perfarmed Display
FTHR Feathier Pillow Display

Kl I 2

Eitid (84 Cancel |

o

Highlight the Room Condition

Select OK

8. Enter any necessary notes in the text entry field on the ROOM
CONDITIONS - NEW screen

9. Select OK

™

The Room Condition updates on the ROOM CONDITIONS screen.
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To remove a Room Condition:
1. Select Room Conditions from the HOUSEKEEPING options screen

The ROOM CONDITIONS screen displays.

HELL - Roomn Caonditions

IV pot Reserved IV Wacant Room [ | #| Search

¥ Reserved ¥ Qcoupied Condtion [ | #]

W Due out Room Class |:|_i|
X [Room  |Rm. TypeRm. Status FO Status|Features Foom Candition [

100 £ . LF M5 G

101 KEMNGM

102 KNGS

103 KNGS

104 KSEM AE GV LF OV PV 5F

105 KSBS LF ME PV SM

108 SJSN NS PY QR

107 SDBM CHLF NS O

108 KMGS LF nB ME Shi

109 SJSN JELF NS OV Resy.

111 KNGS LF ME S e

112 KEMNGM AEMS QR Edit

113 SDBEM ME ME PY —

114 |KSBS  |Pickup WA LF P SF 5M = Delete
Close

2. Using the criteria at the top of the screen, search for the room(s) or room

type(s)

3. Highlight the desired record
4. Select Delete
5. The system prompts if you are sure you want to complete the action.

Select Yes.
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Room At times, the information regarding a room differs between the Front Office
Di . and Housekeeping. The Rooms Discrepancies screen allows the hotel to
Iscrepancies view and resolve such problems with ease.

There are three discrepant room situations:

e  Skip: Front Desk Status = Occupied; Housekeeping Status = Vacant
e Sleep: Front Desk Status = Vacant; Housekeeping Status = Occupied

e Person: Records differ regarding the number of guests occupying a
room. This is important for extra room charges, amount of cleaning
necessary and fire code regulations.

Follow these steps below to view and resolve discrepant rooms:
1. Select Rm. Discrepancies from the HOUSEKEEPING options screen

The ROOM DISCREPANCIES screen displays.

Show ————————————

Foor[ s e |
¥ sleeps _I
o L E—
ird FPerson Discrepancy Room Class l:l_!l

Room  |[Room Type Room Status [HK Status  [FO Status [FO Persons |[HK Persons|Discrepancy

121 | s FErs0n

Billing

Resv.

Cetails

Repart

Save

Close

2. To resolve Skip rooms, investigate the discrepancy and have the Front
Desk check the guest out or update the HK status to OCC (occupied).

3. To resolve Sleep rooms, investigate the discrepancy and have the Front
Desk reinstate the guest or update the HK status to VAC (vacant).

4. To resolve People discrepancies, investigate and determine the number
of people in the room, updating the in-house reservation with the actual
number of guests.
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Attendant The Attendant Points menu option gives you the ability to award points to

. each of your room attendants on a daily basis, which can be a special
Points incentive if attendants work extra rooms on certain days or for a general
room attendant’s bonus plan.

To assign points to an attendant:
1. Select Attendant Points from the HOUSEKEEPING options screen

The ATTENDANT POINTS screen displays.

"= SHELL - Attendant Paints

start Date [IEFENE | atencrt [ | #| | seamn |
End Date [06-28-08 2]

Date Attenant D Mame Paints []

Tlew

Eit

[oelefe

=1 Close.

-

Total Poirts I

2. Select New

The ATTENDANT POINTS — NEW screen displays.

=]

(% (|06-28-06
atendantiD [ | #|
Narrie | |

Pomts[ |
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w

Enter the Date the attendant earned the points.

4. Enter an Attendant ID or use the drop down arrow to display the list of
attendants. This also populates the Name.

5. Enter Points you are awarding the attendant.

6. Select OK

To view previously awarded attendant points; use the search box in the upper
right of the screen. Use the down arrows to choose the appropriate start, end
dates for the accrual period, and display the list of attendants. If you want to
display or modify the points for a particular room attendant, enter the
attendant's code. Leave the field blank to display a list with all the room
attendants who have assigned points for the selected day or date range.

Task The Task Assignment feature allows you to generate daily task assignment

. sheets for one or more Housekeeping employees. Use this function to
Assignment generate task sheets for an individual attendant, a group of attendants, or all
available attendants on a daily basis. Housekeeping Executives can generate
sheets manually, by selecting attendants and individual rooms, or
automatically.

To create a task assignment sheet manually, follow the steps below:
1. Select Task Assignment from the HOUSEKEEPING options screen

The TASK ASSIGNMENT screen displays.

signment

Task Date |06-27-05 =  Pending Search |

Task Code | | #] " completed

Taskshest | ] +]

Sheet |Section Rooms |Credits Completed On  (Task Codes Task Instructions -
Expanded

Eeport

[ e

Auto

Cornplete

Details

LCielete

Save

- Close

2. Select New, highlight an existing entry and choose Details, or double-
click on an existing entry for the setup process.
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The TASK SHEET DETAILS screen displays.

1 heet Details

Taskasheet [ TaskCode | | +]

~Attendant Details

Attendant D |:|_!|
Anendantlnstrucllnn9| |A|
Room Dretails
|Roam’ Credits AW Sect. |PM Sect [Floor  |[Reom Instructions =
[Mew Room
Dalete
Save
= Close

3. Click the drop down arrow next to the Task Code field to select the task
(i.e. Clean, Deep Clean, etc.)

4. Click the drop down arrow next to the Attendant ID to select the
attendant for this task sheet.

5. Select New Room to add a room to this sheet and click the drop down
arrow next to the Room field to add a room

6. Click the drop down arrow next to either the Attendant Instructions or
Room Instructions field to add notes for the attendant.

7. Continue this process by selecting New Room for each additional room
you wish to add to this sheet.

8. When complete, select Save and Close to return.

A quicker method of generating Task Assignment sheets is via the Auto
function, which automatically divides tasks equally by the number of available
attendants or by a maximum number of credits per attendant. Rooms display
on the task sheet based on reservation blocking and the reservation status
selected.

To create task assignment sheets automatically:

1. Select Auto from the TASK ASSIGNMENTS screen.
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The AUTOMATIC GENERATION OF TASKS screen displays.

’E;'_EI Automatic Generation of Tasks
Task Date [06-27-06 sdvanced |
— Room Status FO Status ——
[T Clean [ Pickup I+ wacant
¥ Diirty ™ Inspected ¥ occupied
™ out of Order ™ out of Serwice
Room Class | 3
Task Code | | +]|
Total Attendants | ||
Max. Credits | | Ok
Reservation Status | |£| Close

NOTE: You may also access this screen to prepare a task sheet for turndown
service by selecting the Report button from the Turndown Management
screen; however, the Room Class and Task Code options will be
unavailable.

2. Select the Room Status check boxes for the statuses you wish to include
on the generated task sheets.

3. Select the FO status you wish to include. The task sheet includes only
the rooms that match the FO status you select (the default is to have both
selected), and no rooms print if neither option is selected.

4. Select the down arrow to choose the Task Code(s) you desire for the
task assignment sheet.

The FACILITY TASKS screen displays.

’%_5 Facility Tasks

Facility Task [ | Search
E Description | | Al
Maone
¥ |Facility Task Description =
TOTCL c
LTOUCH Light Touch
COMAREA Common Areas
1
QK
= Close

5. Select the task code and choose OK.
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6. Enter in the number of attendants into the Total Attendants field.
7. To select specific attendants, select the ellipsis button to display the
Attendants screen.

After you have made your choice from the Attendants screen, the number
selected automatically populates this field. When leaving the Max Credits
field blank, an equal number of rooms assign to each task sheet/attendant.

8. Enter the maximum number of credits to assign to any one-
attendant/task sheet in the Max Credit field.

The number of attendants entered in the Total Attendants field, not to
exceed this number per attendant, will divide credits evenly. Any left over
credits will flow down to the last task sheet. If a number of attendants are
not entered into the Total Attendants field, Opera creates task sheets, each
having the assigned maximum number of credits. When the Total
Attendants field is blank, a number of task sheets create such that each task
sheet assigns the maximum number of credits.
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9. Select the down arrow to choose the Reservation Status to include in
the task assignhment sheet. Again, the task sheet includes only rooms that
match the status you select.

The RESERVATION STATUS screen displays.

o

25 Reservation Status
Descriptiaon Search
All
Maone
¥ |Description )
X |Arrived
X |Day Use
¥ |Departed
¥ |Due Out
¥ Mot Reserved
X |Stayowver
(8124
s Close

The Advanced button expands the list of task generation options to include
the following:

e Excl. Check Out Time ... To Rooms matching these criteria is
excluded from assighment.

e Task Instructions might include general or routine cleaning
directions such as "Vacuum carpet, furniture, and drapes" or "Change
bed linen."

e Attendant Instructions provides space fore specific instructions,
e.g.” Frank - call Lester if you need assistance moving the furniture."
You can print such information on the task sheet, depending on the
task sheet style selected.

e Room Instructions provides a similar space for instructions related
to specific rooms, e.g., "Remove room service setup" or "Replace
bath mat.” This information is also printable on the task sheet,
depending on the task sheet style selected.

e Exclude VIP excludes VIP types from the task assignments when
checked.

e VIP ONLY includes only rooms assigned to VIP guests.

e Task Sheet By allows you to choose how you want the rooms listed
on the task assignment sheets.

10. Select OK to the Task Assignment screen.
11. Select the Report option to print the Task Assignment sheets.
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The TASK SHEET REPORT screen displays.

Sheet Report

__Filter

Task Date From |[U[S=gi3 =R
Task Code [TOTCLLTOUCH | +|

TaskSheetFrom | | #| o[ ] %]

Attendant | | +]
Report Style [Type =]

Due Outs Only I . Show GuestMame ¥ Use Priority M

Include Summary Iv .
Include Houselse M Show Specials ¥

—Report Layout
Double-Space Report [
Fage Eject after Section .

Copies To Print
Printer| |£|
Frewiew | Print | Eile Close |

Enter the following details on the TASK SHEET REPORT Screen:

e Task Date From/To: the current date automatically defaults and
typically would not change.

e Task Code: enter the Task Code that the sheets are to print for. This
enables printing the task sheets for one task code and not another.

e Task Sheet From/To: optional field used to print specific task
sheets. By default all Task Sheets print.

e Attendant: optional field used to print specific task sheet for an
attendant. By default all Attendants print.

e Report Styles: The report can display in several styles. Select the
style that meets the needs of your hotel.
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The following checkboxes are also available:

¢ Due Outs Only restricts the report from printing any other
reservation status other than Due Out.

e Show guest name indicates the guest name appears on the printed
sheet.

e Use Priority indicates the report is to use whichever Task Code is the
highest priority when printed on the sheet.

e Include Summary once all the sheets have printed an additional
summary sheet prints.

¢ Include House Use any reservations designated as house use are
included in the task assignment sheets.

e Show Specials will add a column to the report to display any special
requests the guest has indicated on their reservation.

12. Select Print.

COMPLETE TASK SHEETS:

To manually complete task sheets once they return and are inspected, follow
the steps below:

1. From the TASK ASSIGNMENT screen, select Complete.

The TASK SHEET NUMBERS screen displays.

heet Mumbers
Task Sheet no. | | Search
Code/Date | | [
Maone

X [Task Sheet bo. [Code/Date L

X T (] 53

X |12 TOTCLOE-22-06

¥ 13 TOTCLMOE-28-06

X 14 TOTCLME-28-06

X |15 TOTCLIOG-28-06

X 16 TOTCL/OE-28-06

X 17 TOTCLOG-28-06

¥ 1B TOTCLME-28-06

X 19 TOTCLME-28-06 -

0k

= Close

2. Place an “X” next to each task sheet to complete or select All.
3. Select OK.

NOTE: You may now alternate the view on the TASK ASSIGNMENT

screen between Pending and Completed task sheets.
©2006 MICROS®
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Task
Assighnment
Grid

EXPANDED VIEW

Once you have task assignment sheets generated, if you would like to modify
the sheets before printing, select the Expanded feature from the TASK

ASSIGNMENTS screen.

B iy % pickup [ ¥ outoromer | Arival Seatch
O clean B~ Inspected I~ outorsen.. * Stayaver
[Task 11-01 Task12-02 Rms 8 [ Task13-03 Rms & | &) Tazsk14-04 Rims 8 (=] Task15-05 Rrg s 2]
120 1 m 1 m 1 218 2
122 2 210 1 2 1 3ot 1
123 1 n 23 1 303 1
124 1 216 1 24 1 304 2
126 1 217 g 225 1 305 1
127 1 218 1 226 1 308 1
138 1 219 1 227 1 37 1
200 1 220 1 28 2 316 1
= = = = =
Credits 8 Credits 8 Credits 7 Credits 8 Credits 10
Task 16-08 Rms @ l; Task 17-07 Rms 8 4] Task18-08 Ring 6 | &1 [Task19-J4S Rms'B‘,: =
317 1 326 2 407 1 420 2
318 1 a7 1 408 1 41 1
320 1 328 2 409 1 422 1
3 2 329 1 | 411 1 423 2
332 1 330 2 412 1 425 1
323 1 33 1 414 2 426 1
324 1 330 1 44 1 437 2
325 1 406 1 419 1 438 1
Ifoye
Resy
GoTo
= = = = = Close
Credits 8 Credits 11 Credits 9 Credits 11

The TASK ASSIGNMENT TASK SHEET GRID displays with a legend

at the top of the screen.

From this screen, you may drag and drop rooms from one task sheet to
another using your mouse. In addition, you may move a room from one
sheet to another by placing an “X” next to the room(s) and selecting Move.

If there are more than the defaults of ten task sheets in this expanded view,

select Go To and enter the sheet you wish to view.
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Turndown The TURNDOWN MANAGEMENT screen displays a list of rooms that

have requested turndown service for the current date, while identifying rooms
Management that have already received turndown service and those that do not require it
for the current date.

To prepare a task sheet for Housekeeping:

1. From the main menu, select Rooms Management and Housekeeping.
2. Select Turndown Management

The TURNDOWN MANAGEMENT screen displays.

Turndawh Status Reservation Status Search
¥ Reguested ¥ Arrivals P —
™ Not Required ¥ Arrived -
[~ Completed ¥ Stay Cver
¥ |[Room  |Rm. Type|Room Status|Room Class|Mame Reservation Status [Tumdown Status =]
105 p ¥ hy CHECKED IN _Requested > I
114 KMGHN Smith, Wesley CHECKED IM Reguested
120 SDBN *Williams, Christine CHECKED IM Reguested
120 SDBMN > Sampson, Riley CHECKED IM Reguested
121 KMGHN Pilat, Bill CHECKED IM Reguested
126 SDBM Daniels, Trevor CHECKED IN Requested
a0z SDBN Johnson, Mackeon CHECKED IM Reguested
307 KMGMN Simpsan, Brian CHECKED IM Requested
elik) KMGMN Smith, Kylen CHECKED IM Reguested
M3 KMGHM Michaels, Owen CHECKED IM Reguested
e KMGMN Cook, Mackenzie CHECKED IM Reguested
331 KMGHN Crigtiansen, Arlanah CHECKED IM Reguested
424 KMGHN Shelton, Peyvton CHECKED IM Requested Besv.
428 S0BM Wihite, Mattea CHECKED IM Requested IR
437 SJSM Simpson, Brian CHECKED IM Reguested Ll Close

Tatal Rooms: 14

Opera offers the following options for filtering the Turndown Search screen
display:

Turndown Status

¢ Requested shows reservations pending turndown service. The
Turndown check box is selected on the Room Instructions screen for
that reservation.

¢ Not Required shows reservations for which turndown service is not
to provide.

e Completed shows reservations that have already received turndown
service on the current date.

Reservation Status

e Arrivals shows reservations that are scheduled to arrive today (Due

In).
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e Arrived shows reservations that are in-house (Checked Ins that
arrived today and Due Outs that are Day Use)

e Stay Over shows reservations that will be in-house tonight (Checked
Ins that arrived prior to today).

@

Make your search criteria selections

Select Search

To display a reservation for review or editing, double click on the grid
entry or highlight your choice and select Resv.

Ve

The Advanced button accesses the following additional search options:

1. From Room/To Room scarches for a range of rooms. Entering only a
From Room searches for that room and all higher numbered rooms.

2. Room Type allows you to choose one or more room types.

3. Room Class allows you to choose one or more room classes for which
you wish to search.

6. To generate the turndown tasksheet, select Report

The TURNDOWN TASKSHEET filter screen displays.

E:_EI Turrdawn Tasksheet

Tatal Attendants | | 1]

Maximum Credits | |

Show Guest Mame M

oK | Close

7. Enter Total Attendants

8. Enter Maximum Credits

9. Choose to Show Guest Name

10. Select OK

11. Choose to Preview, Print or File the task sheet.
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The TURNDOWN TASKSHEET prints, files or displays on screen.

Opera Demo Hotel, Simall 06-28-05
Turndown Tasksheet 28
08-28-0611
Atendant |2 and Name ot/ o
Room Details
RoomNo Room FO Credits  Seciion Section  Ressnvation Turndown Name Al A, Deparurz VIP Adl Chl  Specids Instructions
Siatus Stalus AM PM Staus Siatus Tims.
100 IP oo 1 o010t oo CHECHED N Requested Witson, John 05-27-08 1347 05-20-05 1 a
113 el oo 1 010z o2 CHECHEDIN Requested Petersan, William 082708 1345 03-20-00 1 a
114 P vAC 1 o102 D02 DUEIN Fequested Schuite, Sridgat 05-22.08 07-03-08 10
118 P [+ /ol | 0101 o101 CHECKEDIN Requested Smith, Wesley 05-26.08  14:50 070308 1 a
121 ol occ 1 0101 o1t CHECKEDIN Requested Fitor, Bil 08-26-08 1514 [&-20-08 2 2 a
125 ol occ 1 o102 ooz CHECHEDIN Requestsd Johnscn, Miches| 08.27-08 1344 DE-20-08 1 a
130 P oce: 2 o102 o102 CHECHEDIN Requested Whita, Nancy 08-27-08 1347 DA-20-08 1 a
30 Dt occ 1 0301 iz CHECHED IN  Requests dohnscn. Mackeen 05-26-08 1840 [5-28-08 A |
as P occ 1 0301 030t CHECKED N Raquested Smith, Kylen 09-26-06 1640 DG-20-06 4 0
Total for Attendant on-m
Taotal Roams a
Total Aduits “
Tatal Childrzn a
Total Credits. 10
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Facility
Forecast

The Facility Forecast function provides a statistical overview of your property
for upcoming days.

To utilize the Facility Forecast function:

1. From the main menu, select Rooms Management and Housekeeping.
2. Select Facility Forecast.

The FACILITY FORECAST screen displays.

Start Date i
Facility Tasks [TOTCLLTOUCH,COMAREA =]

Saturday Sunday Monday Tuesday wyednesday

07-08-06 07-09-08 07-10-06 07-11-08 07-12-06
Total Rooms Reserved 1 0 0 0 0
Cocupancy % 00.65 00.00 00.00 00.00 00.00
Artlval Rooms > [i] 0 0 0 0
Stavovers b 1 0 1) 0 1)
Depariure Rooms > ] 1 0 0 0
Adults In-House 1 0 0 0 0
Children In-House ] 0 0 0 0

Total Gleaning
+ | TOTAL > 0 1 0 0 0

Eeport
= Close

3. Select the start date for the facility forecast from the search screen.
4. Select one or more facility tasks using the drop down arrow.

NOTE: If you select Search and no facility tasks are defined, OPERA
queries and displays all facility tasks.

Once you perform a search, the Report button becomes available.

1. Select Report button to go to the Report parameters menu.

1 SHELL - Report Parameters

Facility Forecast

P review: Erint Eile

The report prints out searched facility tasks and any associated codes for the
five-day period beginning with the date defined in the search.
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Guest Service The Guest Service Status screen is to set up and manage “Do Not Disturb”
Stat and “Make Up Room” guest service notations. The screen displays guest
atus service statuses for all currently occupied rooms. A room can have a Do Not

Disturb Status (DND), a Make Up Room (MUP) status, or no guest service
status.

To use this feature:

1. From the main menu, select Rooms Management and Housekeeping.
2. Select Guest Service Status.

The GUEST SERVICE STATUS screen displays.

Room Status——————————————————— Search

¥ clean ¥ Pickup SeviceStatus [ | #|
Mo P spoces o — T

[V outof order  []F Out of Service

Rim. Type |Room Status  |FO Status | Service Status Floor |Room Class Reservation Status
KSBS oce [ CEUGE Arrived
114 KNGMN Stayover
120 SDBMN LOWY RETD Stayover
121 KNGMN LOWY RETD Stayover
126 SDBMN LOWY RETD Stayover
302 SDBM HIGH |STD Stayaver
307 KNG HIGH |STD Stayaver
303 KNG HIGH |STD Stayaver
33 KNG HIGH |STD Stayaver
8 KNG HIGH |STD Stayaver
3 KNG 3RO FSTD Stayaver
424 KGN 4THF|3TD Stayaver
423 |SDBM ATHF[3TD Stayover fresv.
437 EXEN 4TH F|3TE Stayaver Repart
- Close

3. Choose the appropriate search criteria and select the Search button.
Opera selects all statuses by default; Service Status and Room default is
blank.

e Resv. displays the reservation associated with the highlighted room
e Report previews and/or prints the hk_details report, automatically
filtered to show only occupied rooms.
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Additional Rooms Management Options

Out of Order / For whatever the reason a room becomes unavailable to guests, be it a

fs . mechanical failure with the room, or otherwise, OPERA makes it easy to mark
Out of Service the rooms and set them aside, preventing them from being reserved. The Out
of Order (OOO) and Out of Service (OOS) option makes a room among the
last to be sold or completely unavailable for sale due to maintenance issues.

Out of Order rooms deduct from inventory (made unavailable); while Out of
Service rooms remain in inventory (“last resort’” availability). Room blocks can
be put OOO/OOS for any given date or petiod in the future.

NOTE: It is not possible to take an occupied or reserved room to a status of
Out of Order.

To mark a room as Out of Order or Out of Service:

1. From the main menu, select Rooms Management.
2. Select Out of Order/Service.

The OUT OF ORDER/SERVICE screen displays.

%8 SHELL - Out of Orde

For Date [11-10-06 =
¥ Qut of Order
N —
Room oiass 3| | ¥ outorgenis

¥ [Room  |Status [From Date [Through Date  |Return As  [Reason Description =
B 11-11-08 Dirty Renovation
119 (ee] 11-08-06 11-11-06 Dirty REM Renovation

120 |00 [11-08-06  [11-11-06 Dirty REN Renovation
121 |00 [11-08-06  [11-11-06 Dirty REN Renovation
123 oo [11-08-08  [11-17-08 Diy REN Renovation
124 |oo [11-0s-06  [11-11-08 Dirty REM Renovation Deietls

Eesy.

Copy

S

Edit

Delete

= Close

By default, all rooms display in room number order. The top portion of the
screen allows you to select search criteria. Checking the boxes in the Show
tield restricts the rooms displayed to OOO, OOS, or both. You can also
search by date or room.

3. Select New to place a room on OOO or OOS status.
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?;__E SHELL - Qut of OrderSerice - Mew

Room List [EI 2]
From Room +|  ToRoom 4]
From Date |11-10-05 & Through Date [11-10-06 =

Status IOut of Service ;I

Return Status IDiI“t'y' j
Reason |AC A' Air Conditioner
Remarks 15

4]

oK Close

You may enter room into OOO/OOS status by two possible methods.

¢ Room List-manually type in the room’s numbers separated by a
comma, or select the down arrow beside the field then mark all the
rooms with an “X”’,

e From Room and To Room-all room numbers in between the rooms
entered in this field get placed into OOO or OOS status.

4. Enter the From Date and To Date.

5. The Status field indicates whether the room goes into Out of Order or
Out of Service.

6. Return Status indicates the housekeeping status the room returns too
upon coming out of OOS or OOS status.

7. Reason indicates the general reason for the room going into OOS or
OO0O status.

8. Remarks is a free format text area to type in a more specific reason as to

the change of status.
9. Select OK

Some additional options for the OUT OF ORDER/SERVICE screen are
listed below:

©2006 MICR()S® Systems Inc.
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e Details allows you to view all current information on this room.

e Resv. displays the reservation connected to the room, if any.

e Copy duplicates the status of one entry, applying it to a number of rooms.
For example, a carpet cleaner might come to clean the entire third floor at
once. Opera enables you quickly handle large room groups by creating a
single entry, selecting Copy, and entering all room numbers that will be out
of order at the same time.

e Edit modifies an existing record.

To remove a room from OOO/OOS before the default date passes, follow the
steps below:

1. From the OUT OF ORDER/SERVICE screen, search for and highlight
the room you wish to remove.

2. Select Delete.

3. Answer “Yes” to the message confirming the deletion.

NOTE: If you delete an out-of-order room for a future date, the status of the
room will remain as it is currently. If you delete or change an active out-of-
order setting (i.e., for today), OPERA will use the Status after Return setting for
the room.
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Room History

The Room History option allows research on room numbers for many
purposes. You may view reservations that occupied room numbers from any
date in the past. With this feature, you can search for occupying guests for lost
and found items.

To display a room’s history, follow the steps below:

1.
2.

From the main menu, select Rooms Management.
Select Room History.

The ROOM HISTORY screen displays.

MT « Roorrs Histoey . Dep @5 107 Rodn 820 Hince 1217103

Proparty Cieparure Since [12/11705 [ Search
Feoom Hlmber [11920 +] CreditCard o
‘Room f'NarnE lArmval (Departure ;Pi's IRatz Code |Rmnue !Rate ';
(2405 121405 lcore . 534.27| 287
{11920 [Pace, Mafle Holeds patals HO | . iy futl]
11320 Siates, Togd 1211405 1214/05 e CoRM BEIG 29?.52
12920 |Delacore, Sam 121408 12405 10 [SEASCND 573,49 250,00
1 Dehcorigam (IS [ i3 {0 eeAsoN: Y il | (e
Res,
Revenus
15 Enlio
s cloze
3. In the top portion of the screen, enter any search criteria such as the Room
Number you wish to view and select Search.
4. You may also select to see room that have Departure Since or even search
for a past guest by Credit Card No.
5. To view guest information such as address or phone number, highlight the
room record and select Profile.
6. To view the guest’s reservation details, select Resv.
7. To view the revenue generated by the past guest or even to view folio

details, select either Revenue or Folio.
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Overbooking I.f your hotel allows the management staff to establish overbooking or over-sell
limits, use the Overbooking feature to assign the number of rooms you allow
for oversell at the hotel. This feature allows you to establish an oversell
number so that the hotel may sell its rooms to capacity.

To setup or view overbooking limits for the hotel, follow the steps below:
1. From the main menu, select Rooms Management and Overbooking.

The OVERBOOKING SETUP screen displays.

Crverbooking Setup
Date |0B-25-06 :

Bata Room Glass Foom Type Owverbooking Moo Sell ]
0B-29-06 KSBS -1 25
0B-30-06 KMNGH 10 42
0B-30-08 KSBS -1 25
07-01-08 KMGH 10 42
07-01-086 8BS -1 25
07-02-08 KMGH 10 42
07-02-06 KEBS -1 25
07-03-06 KMGH 10 42
07-03-06 KEBS -1 25
07-04-08 KMGH 10 42
07-04-086 KEBS -1 25
07-05-086 KMGH 10 42
07-05-06 KEBS -1 25

Ehysical | = | Edit | Delete Close

2. To establish sell limits, select New.
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The NEW NUMBER TO OVERBOOKING screen displays.

’5151 Mew Blumber To Cwerbooking

From Date [06-29-06 |2

To [07-06-068 =
sun Maon Tue ‘Wed Thu  Fr Sat
V. F. F. F. F. . ¥,

—getSell Limit
Room Glass | | +]
Root Type [SJ5H |£|
Cwverbook Level | |
" Nurber + Percentage
ok | Cloze

»

Enter the From Date/To for the dates to set overbooking limits.

Check the days of week the limits apply.

5. Click the drop down arrow next to the Room Type field to select the room
type for overbooking.

6. Select the Number or Percentage radio button to either set a specific
overbooking number or rooms or a percentage of the total number of
rooms by room type.

7. Enter either the Overbook Number or Overbook Level.

8. Select OK.

b

Notice the limits set in the Overbooking column of the setup screen. To view
the difference in the number of rooms left to sell and the overbooking limit,
select Physical.

Occupancy
Graph

The Occupancy Graph is a wonderful tool for graphically viewing occupancy
activity at the hotel. Housekeeping and Maintenance departments also
commonly use this feature for scheduling purposes. For more details on
viewing and understanding the Occupancy Graph, refer to the
“Miscellaneous” chapter of this manual.
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Maintenance

The Maintenance feature gives the Engineering and Housekeeping
department the ability to note a work order for a room that is in Out of Order
status. This feature allows you to enter an action for the maintenance
department to take on a room. From this, the engineer may print a report of all
requests. Once all maintenance requests are attended to, the work orders may
be resolved.

NOTE: Placing a maintenance order on a room number does not
automatically place the room in Out of Order status nor is the room deducted
from inventory. In addition, this is not a full-scale quality management system.

To place a work order into maintenance for a room, follow the steps below:

1. From the main menu, select Rooms Management and Maintenance.

The MAINTENANCE screen displays.

ELL - Mairftenance

ST — ‘Search |

Rootm Lol
’—|  Regoked
} i S
Room Class ;I  Unresaolyed

i Gtatus. |FO Status [Reason [Last Change [User Resalved Or |Resolved By
3 FLB 0 06 SUPER T
3 KGN ¥ FURM |0B-27-06 SUPERVIEOR
N SJSN (e DOOR  |06-27-06 SUPERVIBOR |0B-27-06 SUPERVISOR
%8 Room Maintenance - prirt
Room [215 | 2] Resolva
Reason [PLB | |
Rermarks
Plumbing to be checked - leakage around sink.| 1=
=
) New
Rermarks
7 - Edit
Guest says toilet ahways running, — =
il Dalate
Save Close ¥ Close

2. Select New.
The ROOM MAINTENANCE — NEW screen displays.

3. Click the drop down arrow next to the Room field and choose the room(s)
for the work order.

4. Click the drop down arrow next to the Reason field to select from a list of
pre-defined maintenance requests.

5. Enter any additional instructions or text for the work order in the Remarks
field and select Save.
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To print a report of all unresolved work orders, follow the steps below:

1. From the MAINTENANCE screen, select the Untesolve radio button at
the top of the screen and select Search to display unresolved work orders
in the display grid.

2. Select Print.

To resolve maintenance requests once completed, follow the steps below:

1. From the MAINTENANCE screen, search for and highlight the room
with a work order to resolve.

2. Select Resolve.

3. Answer “Yes” to resolve the record.

w q
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Chapter 7 — Accounts
Receivable
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AR Overview

AR Pre- There are four pre-requisites for direct bills to propetly post to the AR Ledger.

Requisites e A valid AR number must exist on the Company, Group or Source profile.
This indicates that Accounting validated the company’s credit and
approves them for direct billing.

e The charges that the company agrees to pay for must route to folio
window “2” on the guest folio “owned” by the AR Profile.

e The charges routed to the second folio window must have CL (City
Ledger) or DB (Direct Bill) as the form of payment and settled to the
appropriate transaction code.

e A Night Audit must complete on the business date the direct bill checkout
occurs moving the folio balance to an invoice on the AR account.

©2006 MICROS® Systems Inc.
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Transfer Transfer F/O Data is a process that allows the user to view, edit and print all

invoices before transferring them to the AR account. All invoices in the transfer
F/ O Data bin total on the AR Ledger as accruals, but are not actual invoices until they
transfer. This feature enables Accounting to check the accuracy of the companies
billed for the invoices before they show up in the account.

NOTE: This feature is only available if the AR application setting “Auto
Transfer Folios” is NOT active. If this setting is active, the Transfer F/O Data
bin does not exist and invoices transfer to their appropriate AR accounts in the
AR ledger during the audit following the guests’ checkout date.

Follow the steps below to transfer outstanding invoices from the Transfer F/O
Data bin to the AR Ledger:

1. From the main menu, select AR.
2. Select Transfer F/O Data.

The TRANSFER ACCRUALS TO AR screen displays.

"m RESLU - Transfer accruals to AR

Fompate | Foiona [ | ascountiame | | |[searen
ToDate |11-01-08 Iwaice o [ Hame [ | Al

Mone

| X |A\:cnumNamB ‘AccnuntNu EName |Date !Amnum |Fn\in R Irvoice Mo l;

X Applebees |Black, Darren [1o01-06 | 665,00 308 3
¥ [Universal Hotel 11 [Flanagan, Patricia  [10-01-06 150,00

Ealia

Transfer

Details:

Edit

<]

Selected -816.00 Remaiting 0.00 Close
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The Transfer accruals to AR screen displays all folios from the previous business
day checked out to the DB transaction code. Check Outs for today do not display
in the bin until a Night Audit runs.

3. To search for transactions for a specific date, enter the date in the From Date
and To Date fields.

4. Verify that each folio invoice belongs to the correct AR account.

5. If an invoice needs adjusting to belong to another account, highlight the
invoice in question and select Edit.

6. When the PROFILE SEARCH screen displays, use the search criteria to
locate the appropriate company responsible for that invoice

7. Highlight the desired company and select OK to save.

8. To see folio detail on the invoice, highlight the desired invoice and select
Details.

: You cannot make adjustments from this screen. Adjustments are on
NOTE: Y t make adjustments from th Adjustment ly
possible on folios once the invoice exists on the AR account.

9. If necessary, print a copy of the folio by selecting Folio. Print individual
folios for each invoice by placing an “X” next to each invoice before selecting
Folio. To print all folios for all invoices, select the All option before selecting
Folio.

10. After printing, choose Transfer send all selected invoices to their
corresponding account in the AR ledger. This options transfer only those
invoices marked with an “X”. There is also All, which marks all invoices to
transfer to the AR ledger for that business date at the same time.
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Account Maintenance

New AR
Account

Creating a new AR account may happen in several places. Since most AR
accounts are for companies, it is most natural to create a new account from within
the Company profile. However, if creating multiple accounts at one time, we
suggest using the AR module.

Follow the steps below to create a new AR account:

1. From the main menu, select AR.
2. Select Account Maintenance
3. Enter your Password in the CASHIER LOGIN screen and select Login.

The AR ACCOUNT SEARCH screen displays.

Account Mame il
Fromaceounthe. [ |
Toaeounitio [ ]

g Ogen Balance

s ’—|£| " WoBalance
¥ |Account Mame |accountbo.  |Balance [Contact [Tvpe Cify =
A 5 ) \315.00 Buddy Haoliday CP Masan
Kings Travel 1223455677 0.00[Terry King TA Lutan
Marriott International 1244MARR -181.00/Marnie Gautsch CP Bethesda
Universal Hotel 111222333 1460.00 CF
Cptions
Delete
e
Select
=1 Close
Wormal Permanent Account

4. Enter either the Account Name or Account Number and select Search to
display specific accounts.

5. If no account exists for the company, select New.

6. Use the PROFILE SEARCH screen to locate an existing profile or create a
New one.
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The SETUP ACCOUNT screen displays.

Account Type Corporate Accounts:
Account Number [HOAT234 | - Status
Cradit Lirit | qoo00.00] | [ Flagged

Contact [John Smith

Phone {FAY [2138374235 | |
Etnail |jsmith@bank0famerica.com

AR Address |Seni0r Sales Training Officer
555 5 Flower 5t
ity [Loz Angeles
Postal Code (30007 |

Countryf State [US E3IE |
Refarence Currency * Last Reminder Sent to |

LastReminderSent | Last Staternent Sent |
Last Reminder Text |:| Last Statement Sentto |

Include in Batch Stmt Permanent Account M

| Created by Opera Superisor Oh | Ok | Close |

7. Click the drop down arrow next to Account Type to select the hotel defined
account type (i.e. Corporate Accounts). Account types usually differ from
hotel to hotel and are setup for varying reminder letter cycles.

8. Enter the Account Number. Account numbers are defined your hotel.
Usually, they follow some pattern and the Accounting office sets that pattern
for all accounts. Depending on your hotel’s application settings, this number
may auto-generate or you may enter the number manually.

9. Enter the Credit Limit to define how much the Accounting department
approves for use on this account. This does not limit the account from use,
but rather flags the account on reports if there are outstanding balances that
exceed the account’s credit limit. Depending on your hotel’s application
settings, you may have a default credit limit assigned for accounts.

10. Select Flagged for the account only if the account has a “Restricted” status
to deactivate the account for direct billing.

11. Enter the Contact and AR address, phone, or fax information. If the
account contact or communication information differs from that on the
profile, be certain to change those details here. Changing these details will not
change the information on the existing profile.

12. Leave the Include in Batch Stmt. and Permanent Account check boxes
marked to include this account when printing batch statements of invoices and
to prevent the account from deletion during purging.

13. Select OK to save.
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View AR
Accounts

Follow the steps below to access and view an AR Account and invoice details:

From the main menu, select AR.
Select Account Maintenance.

Enter your Password at the CASHIER LOGIN screen and select Login.
Use the Account Name or From Account No. fields to search for the
account and select Search.

5. Highlight the account and choose Select.

e

ersal Hotel - 111
e [FE Folioho.[ | © Al nices |_seann
imice o [ & Open Invaices Details
I Payments Only
|Universal Hotel - 111222333 Account Batance 150.00 |
X |+ [Date [hame [Falio Mo Invaice Mo [Amount [Open =
10-01-06 Flanagan, Patricia 3948| 4 15000
[y
Edit
Invice
Payment
Compress
v
dl | i
-'v| < | Universal | | | | > |,;, e
=

The Account Name and number display in the upper left corner. The Account
Balance displays in the upper right corner for all open invoices.

In the center screen, invoices display. Displayed is the invoice Date, Name of the
guest, the original Folio No. and the new Invoice No., the original Amount of
the invoice and the Open balance on the invoice (usually on different if a partial
payment exists on the invoice).

Along the top of the screen is a search area. It is possible to locate an invoice by
Folio No., Invoice No. or transfer Date.

To view only payments posted to the account, mark Payments Only. To view
only invoices with open balances, select Open Invoices. To view all invoices
(both paid and outstanding) select All Invoices.

L] 55
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Listed below are the features within the ACCOUNT MAINTENANCE screen:

e New - creates a new AR invoice for that account directly in the AR Ledger

e Edit - edits the invoice history for the selected invoice

e Invoice - displays folio details on the selected invoice

e Payment - applies a payment to the selected invoice

e Compress - combines multiple invoices selected into one invoice (for
more details on compressing invoices, see the “Compress Invoices”
section of this chapter.

e Options - displays the AR invoice options menu (i.e. Notes, Traces, Post
History)

View and
Modify AR
Invoice
Details

When viewing invoices, the folio details from the original guest stay display on the
screen. This allows you to investigate the details of a particular invoice and make
adjustments or post new charges to the invoice.

Follow the steps below to view the folio details of an invoice:

1. From the ACCOUNT MAINTENANCE screen, highlight the invoice you
wish to see details and select Invoice.

The INVOICE DETAILS screen displays.

Beoount Mame [Universal Hotel Folio Mo Arrival |08-01-08

Wame [Flanagan, Patricia | Invgice Mo. I:l Departure [10-01-06
Group | | Armount 150,00
Company [Uniersal Hotel | Rate Code [10REGE
AccountMa, [111232333 | Rate 250.00
Date [Code Descriptioh {Amount [Supplement Reference Excharige =
s 4000
09-01 150200Access Call 100.00
Post
Adjust
Ealio
~ Edit
4 I » :
Profile
|| panagan, | | | | | I B v

Along the top of the screen is stay information on the invoice including Arrival
dates, Departure dates, and guest Name.

Individual charges appear in the center of the screen very much like a folio in the
BILLING screen.
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2. To apply a charge to the existing invoice directly in the AR account, select
Post. The same posting screen you see in the Cashiering module appears.

3. To post an adjustment to an existing charge on an invoice, highlight the
existing charge and select Adjust. See the “Adjusting Charges on an AR
Invoice” section of this chapter for more details.

4. To print the folio, select Folio.

5. To modify transaction details, such as a reference or supplement line, on a
particular charge, highlight that charge and select Edit.

6. To view or modify the individual guest profile that belongs to that invoice,
select Profile.

7. To close the AR INVOICE DETAILS screen and return to the
ACCOUNT MAINTENANCE screen, select Close.

Create a
New AR
Invoice

In some instances, it is necessary to create an invoice directly in the AR account.
Follow the steps below to create a new invoice directly in the AR ledger:
1. From the ACCOUNT MAINTENANCE screen, select New.

The NEW INVOICE screen displays.

¥ RESLL - Mew Irvoice

Guest |Universal Hotel | +|

Market (AR & | Accounts Receivable
Source |AR & | R Accounts
Room Class [FSEL & | Pseuda Room

Invoice Supplement [Lunch Bangust |

Invoice Reference |Cnnferen|:e Roam A |

ok Cloge |

2. Enter the Market, Source, Room Class, and any Invoice Supplement or
Invoice Reference details desired. Typically, the hotel predefines these for a
new invoice in AR configuration.

3. Select OK to continue.

The POSTING screen displays.
Enter the charges to post (as explained in the Cashiering chapter) and select Post.

4. A message displays asking if you would like to print a folio for the invoice.
Answer Yes to print the invoice or No to decline.
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Adjust an
AR Invoice

It is possible to adjust charges on an invoice after the invoice reaches the AR
account. Any adjustments made to an invoice in AR will not reflect in Folio
History on that folio in the Cashiering module.

Follow the steps below to adjust a charge on an invoice:
1. Highlight the desired invoice in the ACCOUNT MAINTENANCE screen
and select Invoice.

2. Select Adjust.

The ADJUST TRN. CODES POSTINGS screen displays.

’15_‘3 Adjust Trn, Codes Postings

Trn. Code 50200 | 2]
Begin Diate {08-01-06 =
End Diate |09-01-06 =

& Amaount
i 10,00

(™ Percentage

Reason Code

oM éI_GuEStCnmplain
Reason Text
Guest charged $10.00 more than expected for =
Access Call.
(618 Close

»

Enter the Trn. Code to adjust on the invoice.

4. 'To adjust multiple dates for the same transaction code, enter a Begin Date
and End Date.

5. Enter an Amount or Percentage to adjust. Be certain to enter a
when reducing a charge on the folio.

6. Enter the Reason Code for the adjustment and any additional Reason Text.

7. Select OK to save.

€C <

sign
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Apply an
Unallocated
Payment

Sometimes, you receive a payment on an account that does not directly apply to
specific invoices. An unallocated payment applies a credit to the total account
balance and not a specific invoice. Even though an unallocated payment applies
to the total account balance, individual invoices continue to age (even if the
account balance is zero). Therefore, in every situation possible, apply payments
on accounts directly to invoices.

Follow the steps below to apply an unallocated payment to an AR account:

1. From the ACCOUNT MAINTENANCE screen, select Payment without
marking or highlighting any invoices.

%8 SHELL - Payment MIC ystemns, Inc ]

Payment Code |9002 *| Check

currency *| US Dollar

Amount 200.00| UsD

Supplement [Check #1234 |

Reference | |

 Spnly Favment

{* Unallocated payment

£ Apply paymentto oldest charges
C fpply paymentto marked charges
© fnnly pavment selectively

Post | Close |

2. Enter the Payment Code and Amount as well as any Supplement or
Reference information (i.e. check numbers).

3. Select the Unallocated Payment option.

4. Select OK.

NOTE: Applying a credit has reduced the account balance, but the invoices still
age and continue to age until paid in full. To close an invoice and stop it from
aging, a payment must apply directly to the invoice.
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Applyi ng When you .receive a payment on an invoice, correct p@cedure is to apply the
payment directly to that invoice. However, there are instances where invoices

Payments to have aged seriously and you choose to apply a payment to the oldest invoices. IN

Oldest addition, there are also times when a check arrives from a company that includes

Invoices or payment for multlple invoices.
Selectively

Follow the steps below to apply a payment to the oldest invoices:

1. From the ACCOUNT MAINTENANCE screen, place an “X” next to the
invoice(s) you wish to pay and select Payment.

Payment Code (92100 *| AR-Chegue
Currency *| Eurs Currency

Amount 200.00] EUR

Supplement| |

Reference | |

" &pply Payment

" Unallocated payment

& Apply paymentto oldest charges
" Apply pavmentto rmarked charyes

" Apply payment selectively

Post | Close |

2. Enter the Payment Code and Amount as well as any Supplement or
Reference information (i.e. check numbers).

Select the Apply payment to oldest charges option.
4. Select OK.

W

This applies the credit in order of age of the invoice.
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Follow the steps below to apply a payment selectively to several invoices:

1. From the ACCOUTN MAINTENANCE screen, place and “X” next to the
invoice(s) you wish to pay and select Payment.

2. Enter the Payment Code and Amount as well as any Supplement or
Reference information (i.e. check numbers).

3. Select the Apply payment selectively option.

The APPLY CREDIT SELECTIVELY screen displays.

%a RESLL - Apply Credit Selactivaly
Post Date Mame Folio Ma, Irvoice Mo, Faid Balance Apnly =
10-01-06 Flanagan, Patricig 398 4 000 14000 100.00

Universal Hotel | 0,00

=

Payment 20000
Total Selected 100.00
Remaining 100.00 F'a\.fEulll Post | Cloze |

All invoices selected list with the Balance and Post Date of the invoice.

4. Highlight the invoice to apply credit and use either the Pay Full option or
type the amount to pay in the Apply field.

NOTE: Note the Remaining balances at the bottom of the screen. This is
useful when applying payments selectively to indicate how much remains on the
payment.

5. Apply the total credit available in the payment and select Post.
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Apply Another way of making payments on AR accounts is paying an invoice directly.
Use the Payment option when posting collected payments on specific invoices

Payment individually intended to close the invoice.

and Close

an Invoice Follow the steps below to post a payment and close an invoice:

1. Search for the invoice to pay on the ACCOUNT MAINTENANCE screen.
2. Highlight the desired invoice to pay, place an “X” next to the invoice, and
select Payment.

Payment Code [92100 *| AR-Chegue
currency m Eurd Currancy

Amount A00.00) EUR

Supplement| |

Refarence | |

" Apply Payment

& Unallocated payrrment

€ fpply paymentio oldestcharmes
= Apply paymentts marked charges

€ Aoply payment selectively

Fost | Close |

3. Select the Payment Code and enter the Amount. The amount defaults to the
invoice balance.

4. Choose to Apply payment to marked charges.

Enter any Supplement or Reference information needed.

6. Select Post.

vt

The invoice is now fully paid and closed.
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Unapply
Payment -
Write Off

There are times when we need to reverse a credit or payment (usually when posted

in error). For this situation, use the Unapply credit feature. Unapplying a
payment does not reverse the payment from the account. Usually, after a credit
unapplies from an invoice, we write the balance of the invoice off by making an

invoice adjustment.

Follow the steps below to Unapply a credit or payment:

1. Locate the invoice on the ACCOUNT MAINTENANCE screen.
2. Highlight the invoice and right-click to choose Unapply.

Falioho [ | Al Invaices ‘ Search
Invoice Mo & Open Imvaices Dtails
™ Payments Only
‘ Universal Hotel - 111222333 Account Batance 39000 |
h‘.-‘ + |Date ‘Name Faolio Mo Ircoice ho }Ammunt |OpEﬂ |L
Flananan, Patricia 399 | 140.00
New
Last Edit
Invaice
FPayment
Compress
v
4 | o
.-<| = | Universal | | | | 2 | 2 Optians
e

The payment originally applied to that invoice now appears as a separate line item.

The invoice returns to an “Open” status as well.
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Reverse
Payment

After unapplying a payment or credit on an invoice, the credit either remains
unallocated on the account or is reversed and taken completely off the account.

Follow the steps below to Reverse a payment made in error:

1. Locate the payment in the ACCOUNT MAINTENANCE screen.
2. Highlight the payment and right-click to select Reverse Payment.

NOTE: You cannot reverse a payment if it still applies to an invoice. To
unapply the payment from the invoice first, refer to the “Unapply Payment”
section of this chapter.

g8 RESLU - Account Maintenance (Universal Hotel - 1112

T I | Folioho [ | ‘  Allnvoices

‘ Search

invaiee i ]

% Open Invoices: Details

I Payments Qnly

|Universal Hotel - 111222333 Account Balance 540,00 |

X |+ Date Narme Folio No Invoice Mo, Amount Opan b
10-01-06 Flanagan, Patricia 3499 4 14000 140.00
12-01-08 Universal Hotel HE & 500.00 500.00

120106  [*4R- Chegue -100.00
Edit

ew
Edit

[riaice’

Payment

Compress

4| | »
|| universal | | | 0
| | COptions
BloE

NOTE: After reversing a payment, the total account balance increases by that
amount and there is no line item in the account for the payment.

Compress
Invoices

Multiple invoices on an AR account can be difficult to manage. There are times
when your accounts will prefer to have a group of invoices compressed into one
invoice. For example, if an airline crew stays at your hotel, the airline typically
prefers one invoice for the flight number, instead of individual invoices for each
crew guest. In this event, the Compress feature is the solution.

To compress invoices, follow the steps below:

1. From the ACCOUNT MAINTENANCE screen, place and “X” next to
each invoice to compress and select Compress.
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All Rights Reserved. Proprietary and Confidential.

255




—— Opera PMS Reference Manual

The COMPRESS INVOICES screen displays.

7 SHELL - AccountMaintenance (Independant Hotais - INDFa6)

Bearch
Details

I Printed
I HotPrinted

Folio Mo,
Invoice No,

C I |
~ Cpen
™ Payments Only

© ‘

Account Balance 2,685.66 |

Cloged Invoice

| INDS29 - Independent Hotels

X[+ |Date Name |Falio Mo. [lrwoice Mo, jAmaount [Bpen =
X 04-12-06 Independent Hotels 16 SUD.UU‘ SDU.UD|
b 05-12-06 Ind m
B oo-i200 ind
Account Hame [Independent Hotels Amount [ 268566
Refere'nce‘|
Pew
Al invnices fram same event. Company refquested compression into ong invoice Edit
Supplerment =
Invoice
Paymert
nmpress
4 | 2|
—.».l < | Independen | | | | - | 2 Options
Close

Traces

2. Enter any Reference or Supplement information regarding the compression
and select OK.

The invoices wrap into one invoice and new invoice number assigns.

To view details of the compressed invoices, click the “+” sign next to the

compressed invoice.

pae[ @A FolioNo. Al I~ Printed | seann
Inaice Ma, & Open ™ ot Printed Details
" Payments Only
| IND998 - Independent Hotels #Account Balanice |
[Falio Mo. [Invoice o JAmount |pen =
Mewy
Edit
[pvaite
‘Payment
Compress
1 | i
< = | Independen | | | | | ~ |» Sptions
Close

Traces
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In the event that you mistakenly compressed invoices and need to reverse the

action, highlight the compressed invoice and right-click the mouse to choose
Uncompress.

This action returns all compressed invoices back to individual invoices.

originally compressed.

pate |FE Foliohe [ | [ca I Printed | seant
i JAvdice Mo & Dpen ™ Mot Prifited Details
i I Payments Only
‘ INDS98 - Independent Hotels Account Balance 753500 ‘
[FE] [Faliono.  fimwoiceNo. [amount =]
! Edit
Unapply o =
Reverse Bayrment ‘1})5 gﬂf}ﬂ : mﬂﬂl
First
i Last ey
| Edit
[l
Payment
Compress
=
1] | 1l
<-:| < | Independen | | | | e Options
Glose

NOTE: You may only uncompress invoices on the same business date they
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Accounting Options

To view, update and maintain account information from the AR account from
both the AR ACCOUNT SEARCH screen and the ACCOUNT
MAINTENANCE screen, use any of the options below:

Select Options from the AR ACCOUNT SEARCH screen to display the
ACCOUNT POSTING OPTIONS screen.

’;;_El Account Fosting Options

Account Setup Aging Close Invoice Fired Charges
Future Resy, Motes Post History Profile
Reminders Etatement Traces Year View

Select Options from the ACCOUNT MAINTENANCE screen to display the

Close |

ACCOUNT POSTING OPTIONS screen.

»

E__EI Account Fosting Options

Account Setup Ading Close hyoioe Fixed Charges
Falic-History Future Resy. Motes Fay History
Post Histary Erofile Reminders Statement

Traces Transfar ear Wiew

Zlose |

Account
Setup

The Account Setup feature displays the SETUP ACCOUNT screen view earlier
in this chapter. If you need to make modifications to the AR account information,
select this option.
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Aging

Aging shows a view of outstanding or “open” balances or credits on an account
for all aging periods.

Follow the steps below to view the aging of an account:

1. Select Options from the AR ACCOUNT SEARCH screen.
2. Select Aging.
rm RESLL - Aging Info for UNIVERSAL HOTEL

pto 30 B40.0 I:I. -250.00
31 - B0 0.00 0.00
B1-40 0.00 0.00
91 -120 0.00 0.00
121-140 0.a0 0.00
1461 and over 0.00 0.00

Total | 640,00 -250.00]

Close |

This screen displays the aging Levels (buckets) and any Open balances or Credits
in each bucket.

3. Select Close to exit.

Close
Invoice

For hotels that allow invoices to remain open until a manual selection to close it,
the Close Invoice option closes paid invoices. This option is only available once
you pay the invoice in full. If your hotel does not choose to close invoices
manually, the process of applying a full payment to the invoice closes the invoice.

Fixed
Charges

The Fixed Charges option exists for setting up a fixed charge to post
automatically to an AR account. For example, if a company next door to the hotel
rents a parking space from the hotel and you bill them on a monthly basis, setup a
Fixed Charge on the account to post to an invoice nightly with the End of Day
postings.

For more details on created Fixed Charges, refer to the “Reservations” chapter of
this manual.

Future
Resv.

Selecting the Future Resv. option displays any future reservations for the account
highlighted. This is particularly useful if you have approved a company’s credit for
Direct Bill at your hotel and wish to access each future reservation and authorize
billing for the guests.
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AR Notes AR Notes log text information or keep notes about an account. Use it to record
notes during telephone conversations, to record past history of issues, or just to
log general information regarding the account.

Follow the steps below to add Notes to an account:

1. Select Options from the AR ACCOUNT SEARCH screen.
2. Select Notes

|

Contact has requested increase in credit limit for good payment history, i

1]

Moy | Edit Delete: Cloge.

Previously entered notes appear on the screen.

3. Select New to enter a2 new note.
4. Add a Title for the note and enter any note Text.
5. Select OK to save.
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Post History

Post History displays detailed information regarding postings (both payments and
revenue postings) applied to an AR account.

Follow the steps below to view Post History on an account:

1. Select Options from the AR ACCOUNT SEARCH screen.
2. Select Post History.

All postings to the AR account display.

AL HOTEL
ction Reason Date Time Liser ;I
Reverse Fosting for Account 111222333 - 82100 - AR - Che 12-01-06 17:34 Cpera Supervisor
FPost - 92100 - A/R - Chegue- 140 EUR 12-01-06 17:34 Cpera Supervisor
Adjustment by amount-10 on Invoice 4, Invoice Amount-= 15/ COW 12-01-06  |17:32 Opera Superdsaor
Adjustment by amount-10 on'Invoice 4, [nvoice Amount= 15/ GO 10-01-06  [17:32 Opera Superdsor
[New Invoice Creation for Account - 111222333 and guest_ns [12-01-08  [17:28 |opera Supenvisor
[Tranfer of Invaice 2 Fram UNVERSAL HOTEL To APFLEBEE log-01-06  [oa1s |steven Zhong =
Terrminal [m33398.us.Micros.int. 166626206

fitachine [m33398.us.Micros.int. 166628206 Details Close |

3. Select Details to access more information about an individual charge
including adjustments.

Details list the original posting on the left and any changed or adjusted
transactions on the right.

Pay History

Payment History displays detailed information about payments made on an AR
account.

Follow the steps below to view Payment History on an account:

1. Select Options from the ACCOUNT MAINTENANCE screen.
2. Select Pay History.

The PAYMENT HISTORY screen displays any payments made on invoices, the
applied Amount to each invoice, and the Post Date of the payment.

Type [Trn.Code |Description Referance |

5000

4] | |
From Date | = Iroice Mo, [TO037. Close |
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Profile

This feature accesses the profile for the account. For more details on modifying
and updating profiles, refer to the “Profiles” chapter of this manual.

Reminders -
Individual

Most commonly, AR departments generate Reminder letters for accounts with
invoices past due or seriously delinquent in batches. From time to time, you may
desire to print an individual reminder letter.

Follow the steps below to generate a Reminder for an individual account with
invoices that have passed an aging cycle:

1. From the AR ACCOUNT SEARCH screen, select Options.
2. Select Reminders.

The REMINDERS screen displays.

'Z_E Reminders for FISH FOOD FINE DIMIMNG

X AR Atcount Reminder Letter !C’ycle Fax Ernail
Fish Food Fine Dinihg |shell_reminder

>

Al

[one

Freview:

Brint
Eile

Fay

E-mail

Close

K ]~

NOTE: Reminders only display on this screen if an invoice has passed a
Reminder cycle and you need to deliver a letter.

3. Place an “X” next to the letter you would like to send. Select All to mark all
letters.

4. FEither Preview the letter to your screen, Print the letter to your local
workstation printer, File the letter on your computer, Fax the letter, or Email
the letter.

NOTE: You must have the appropriate software and setup to Fax or Email
Reminder letters.
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Statements
- Individual

The Statement option prints a statement of invoices for one account at a time.
There is a review of Batch Statements later in this chapter.

Follow the steps below to print a Statement for a single account:

1.

Select Options from the ACCOUNT MAINTENANCE screen.

2. Select Statement.

The STATEMENTS screen displays.

X |Account Name [Aceo Balance Contact Type WP ity ||
X |Universal Hote| 11 640.00)
Praview
Print
Eile
=] Fax
[ Print Zero Balance Balancs Fomward From | @ To | m E-malil
[ Print Full Staternent Copies Last Pastad From [ 15 7o |E | | EslioStes
I” PrintFolios Actd Test
Close

Place an “X” next to the Account Name to print statements.

3.

If printing a customize statement, to print a statement only displaying invoices
balanced forward to the AR ledger before a certain date, enter the date range
in the Balance Forward From/To fields.

To print a statement only displaying invoices applied to the account after a
certain date; enter the date range in the Last Posted From/To fields.

NOTE: These fields customize the statement to print only the invoices selected.

5.

To print a customized line of text on any statement, select the Add Text
option.

Choose either the Print Full Statement or Print Folios to print applicable
folios for invoices on the statement, and enter the number of Copies to print.
Select Print to print statements, File to file statements local on the PC, or Fax
or Email to fax or email the statements to an account.
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Traces

To place a Trace on an account directly for an action to happen on the account,
follow the steps below:

1. From the Options menus, select Traces.
2. The TRACES screen appears.
3. Select New.

SHELL - Traces for INDERENDENT HOTELS

Date [06-26-06 fi| * All Traces
Resalya Al
Reslie
Tlai:g On  [DB-28-06
Trace Text permember t call the contact and askfornew .
address information. —
eSS i
_— x Ok —
w
Close [y
Exit
Celete
= Close

4. Enter any instructions in the Trace Text ficld and select OK.

Trace information now exists on the AR account and a red lamp displays in the
AR ACCOUNT SEARCH screen if you highlight the account.
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1.

From the main menu, select AR and Traces.

To view and manage all traces for individual or all accounts, follow the steps
below:

The TRACES screen displays for all accounts. The radio buttons in the search
criteria allow you to change views for All Traces, Resolved Traces, or
Unresolved Traces.

[Drate |06-28-06 E Accaunt Namme |

& Al Traces

" Resolved Traces:

" Unresolved Traces

-

X Mame: Trace On |Resoled On Resolved By Created By Created On
InterCantinental Hotels Group 06-28-06 Unresolved SUPERWISOR 06-28-06
Cendant Hotels and Resarts 0B-28-06 Unresalved SUPERVISOR (06-28-08

Unresolved SUPERYISOR 06-28-06

Independent Hotels 0B6-28-08

Resolve All

Resolve

|

B

Rerermberto send Reminder letters ahead oftime.

G

4

Newy

Edit

Eelete

Eal

Close

To resolve an individual trace for an account, place and “X” next to the trace

and select Resolve.

To resolve all traces for all accounts, select Resolve All

To modify or view an existing trace, select Edit.

Select Close to exit.

ml W
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Transfer

If a direct bill accidentally posted to the wrong company, you can transfer the
invoice to another account using the Transfer option.

NOTE: If the invoice was paid, the payment must be unapplied before the
invoices can transfer.

Follow the steps below to Transfer invoices from one account to another:

1. Place an “X” next to the desired invoice in the ACCOUNT
MAINTENANCE screen and select Options.
2. Select Transfer.

The TRANSFER screen displays.

SLL - Transfar
Account Mame
Al Amount [ 500.00]
Fromaccountha [ |
" Open Balance Text |<- Universal Hotel |
Tosccountio. [ ]
Mo Balance Supplement | |
Account Type !J
Account Mame Acount Bo, Balance Contact Tyne Ciity 1
Applehees SETAFFL 1,315.00(Buddy Holiday CP Mason
BAMK. OF AMERICA HOAT234 John Smith CP Los Angeles
i]

Kings Travel 1223455677 0.

0(Terry King TA Lutan

Marriott International [LET Bethesda

(9]¢

= Close

Marenal Permanent Account

3. Using the search fields, locate the AR account to transfer the invoice to and
highlight the account.

The Amount field is the total amount of the invoice to transfer.

4. Enter any additional text in the Supplement field.

Select OK to continue.

0. A message appears asking if you would like to transfer the invoice. Answer
Yes to complete the transfer or No to cancel the transfer.

N

NOTE: The original AR account now has both a “+”” and a “-” invoice
indicating the debit and credit transfer to another account. This will not print on
the statement.
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Year View

Year View displays summary totals of all debits and credits on an AR account for
an entire year. This view provides the best indication of how often accounts have
been tardy with payments

Follow the steps below to access the Year View:

1. Select Options from the ACCOUNT MAINTENANCE screen.
2. Select Year View.

The YEAR VIEW screen displays.

Period Dehits Credits Balarnce

MAR 2002 0.00] 0.00 0o0
APR 2002 0.00) .00 000
MY 2002 0.00 0.00 0o0
lJUn 2002 0.00 0.00 0.00
UL 2002 0.00 0.00 n.oo
i 0.00 0.00 000
SEP 2002 0.00) .00 000
0CT 2002 -110.00 0.00 -110.00
NOY 2002 0.00] 0.00 000
DEC 2002 0.00 0.00 0.00
lJan 2003 10,00,000.00 0.00 10,00,000.00
FEB 2003, 1,832.50 -1,05,238.50 1,07,070.00

Cloge

This screen displays the history of Debits and Credits on a monthly basis for the
past year. This is helpful information when giving credit references or responding
to inquiries on a company’s account trends. In addition, this feature helps to
evaluate renegotiating a company’s authorization for direct billing at your hotel.
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Additional AR Features

Research

Clients commonly request the status of an invoice or ask for more information.
Invoices remain in history after closing before the system purges the invoice. The
system purges old records by way of an application setting that’s defined
specifically at each and every hotel. Research provides a way to view invoice
information with ease.

Follow the steps below to access the AR Research option:

1. From the main menu, select AR.
2. Select Research.
3. Enter your Password in the CASHIER LOGIN screen and select Login.

The TRANSACTION SEARCH screen displays a list of all invoices.

oiceNo: [ ] Accountio.| | [iate | Searth I
FolioMo.| | AsountName] | smountFram| ]
Name | | mmowntte ]

Date (Opan rioice Mo, Foliopn, L=
07 0.00

Kings Travel 1223455677 AR - Visa Card 07-11-05 0.00

Kings Travel 1223455677 [*AIR - Yisa Card 07-11-05 0.00

MariottIntemational  |1244MARR  {Universal Hatel 12-01-08 500.00 5 418 Aregunt
Marriott Intemational — |1284MARR &R - isa Card 07-11-05 -100,00 Pay
Marriott Internatianal 1244MARR AR - Visa Card 07-11-05 -100.00 Tr&_nsfew
MarioftIntemational  [1244MARR "R - Visa Card 07-11-08 19.00 :
Aoplehees 3TAPPL  |Resh AR 09-01-06 77500 1 392 distaty
Applehees G8TAPPL  [*AIR- Cash 10-01-06 0.00 Yy
Applehees 987APPL  |ResB, AR 09-01-08 a7s.00 2 394|+] Edit
! | 2 Clnse

All invoices (both paid and unpaid) are available from this screen.

4. Use the search criteria fields to search for an invoice by Date, Invoice No.,
Account Name, or Account No.
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The following options are also available for use from this screen:

Account — displays the ACCOUNT MAINTENANCE for the selected account
and all invoices that belong to that account

Edit — displays invoice details such as posting date and original amounts.
History — displays the posting history for the selected invoice

Pay — allows payments to post directly to a selected invoice

Transfer — allows the transfer of a selected invoice to another account

View — displays folio details for the selected invoice for adjusting or reprinting of
the folio
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AR Credit
Cards

AR Credit Cards allows all credit card transactions on a given business date to
create an invoice in the AR ledger awaiting payment. This feature compresses all
credit transactions by credit card type into one invoice per day and transfers to the
AR ledger until the hotel receives confirmation that a payment deposits in the
bank for a batch. This feature requires the Accounting department or Night Audit
to transfer the credit cards by type to the corresponding AR account.

Follow the steps below to transfer credit cards to the AR ledger:

1. From the main menu, select AR.
2. Select Credit Cards.
3. Enter your Password in the CASHIER LOGIN screen and select Login.

The CREDIT CARDS screen displays.

%RRESLU - Credit Cards

Search
¥ |Date [darme |Foligho. Amount Credit Card | Reference 21

X [1z0-08 R 417 1,508.00

Al

Mone

Transfer

T All
L) Erint

4 I _>|r Printall
[riaice Supplement| | Balanee  1,50000] Close

4. Select the first Credit Card type from the search box and select Search.

All credit card closures for that card type for the previous business date appear on
the screen.

5. Select Print All to print a detailed list of all transactions for that credit card
type before transferring to the AR ledger. Once cards transfer, each
transaction compresses into one invoice but detail is not lost.

6. To transfer one card at a time, place an “X” next to the record and select
Transfer.
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7. To transfer all cards of the select card type, choose All to select all credit card
records and then select Tfr. All button.

NOTE: To view transferred credit cards, access any card type AR account via
Account Maintenance, and choose Select to open the account. Select View to
displays individual transaction details on the compressed invoice. Once the wire-
transfer information arrives from the bank, you should Pay the account invoice as
normal.

Batch
Processing
Statements

Batch Statements prints statements in one-step for all accounts with either open
invoice balances or all accounts in general.

Follow the steps below to print Batch Statements:

1. From the main menu, select AR.
2. Select Batch Processing and Statements.

& OPERA PMS [3.7.00.00/13] RESLU - Martiott Hotels & Resorts Dema-Lab 12-01-06

Lo mecouttMame [ | Fromaceeuntbo |

C Open Balance mecourntType [ | #|  Tomcesuntho [ |
€ HoBajance Minimum Balance | SoMailing by [ccourtiame x|
|
X [Actount Narm |ccount Ho |Balance |Contact [Type [P lcity [] Mane.
erica CCAMEX P
Applebees 987APPL 1,315.00/Buddy Holiday |CP Mason
BANK OF AMERICA BOAT234 Jahn Smith CF Los Angeles
Kings Travel 1223455677 0.00(Terry King TA Lutan
harriatt Ir i 1244MARR 318.00 Marnie Gautsch |CP Bethesda
Universal Hotel 111222333 140.00 CP
Preview
Erint
Eile
& Fax
¥ Prnt zera Belanse Balance FowardFrom | |Ed o[ |md E-mall
. PrintFull Statement Capies LastPostedFrom [ |z to[ | | | Eokosies
™ printFalins Add Text
Close

3. Use the search criteria at the top of the screen to minimize the list of accounts
if necessary. Leave blank for all accounts.

NOTE: For this example, we run Batch Statements for all open balances with an
account balance of $1.00 or higher.

4. Select Open Balances and enter $1.00 in the Minimum Balance field and
select Search.

5. To print a statement for an individual account, place an “X” next to the
account name and select Print.

6. To enter promotional text and customize the statement, select Add Text and
enter a free text line.

7. To print statements for all selected accounts, select All and then Print.

8. A message displays asking if you would like to generate statements for the
selected accounts. Answer Yes to print or No to cancel the request.
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Additional options from within the STATEMENTS screen are as follows:

e DPrint Invoices check box allows you to print individual invoices along
with the statements.

e DPreviously Printed allows you to sort and print statements and invoices
previously printed.

e Not Printed allows you to sort and print statements and invoices not
previously printed.

e Copies allows you to enter the number of copies of statements to print.

e Balance Forward From/To allows you to sort just those accounts to
print statements with a balance from or to a certain date.

e Last Posted From/To allows you to sort just those accounts to print
statements that last had posting activity from or to a certain date.

e Sort Mailing by allows you to sort the order in which the statements print
for select accounts (i.e. by Account Name or Account No.).

e DPreview, File, Fax and Email allow options for previewing statements to
your screen, filing statements local to your PC, faxing statements and
emailing statements.

NOTE: To fax or email statements, you must have the applicable software and
setup for faxing and printing.
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Batch
Reminders

Reminder Letters send notices based on aging periods for accounts with overdue
invoice balances. You may print reminders individually for an account or in batch
for all accounts that have reminders due.

NOTE: It is important to remember that once you print an AR account’s
reminder letter, the system does not allow reprinting from this area. A reminder
letter for an account only displays again in this screen once it passes a new
reminder letter cycle.

To reprint past Reminder Letters, follow the steps below:

1. From the main menu, select AR and Batch Processing.
2. Select Reminders.

The PRINT REMINDER LETTERS screen displays.

- Reminder Letters
pecountMame [ | -
Al
Fomaccountbin. [ ]
) ) * Dpen Balance
TosccomtMo [ ]
" Mo Balance 4l
Accaunt Type t] None
X |Account Mame [Account Mo, Balance [contact Type City e
AL 5 1 3 10 Buddy Holiday
Marriott International 1244MARR 318.00|Marnie Gautsch CP Bethesda
Universal Hotel 111232333 140.00 R
Generate
= Close
Iormal Permanent Accourt

3. Locate any account(s) using the search criteria and place an X’ next to each
account to select individual accounts. To select all accounts, select All
4. Select Generate.

If reminders exist for printing, those reminders display in the GENERATE
REMINDER LETTERS screen.
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eminder Leters

X AR Account
sh Food Fine Dining

|»

MICROS Systems, Inc. shell_reminder 1 All

Hone

Preview

Brint
Eile
Faix

E-rrail

Close

4] [*]~

5. Place an “X” next to an individual account to print the generated reminders
and select Print. To print all generated reminders for all accounts, select AllL

6. You may also choose to deliver or view reminder letters with the Preview,
File, Fax or Email options.

NOTE: To file or fax reminder letters, you must have the applicable email or fax
software setup.
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Statement
and
Reminder
History

Statement and Reminder History is useful for one or more of the following
reasons:

e To reprint statements with balances from the past
e To reprint reminder letters generated in the past
e To verify that statements or reminder letters generated in the past

Follow the steps below to access Statement and Reminder history:
1. From the main menu, select AR and Statement History.

The STATEMENT HISTORY screen displays.

7 RESLL - Statarnent Histary
Gégtatement% " Reminder
® |AccountMo,  |AccountMame Letter Mame Drate Type =
\HETAPPL Applebees sarmple_staterment 12-01-06
1223455677 |Kings Travel sample_statement 12-01-06 TA
1244MARR |Marriott International  |sample-statement 12-01-06 P
111222333 |Universal Hotel sample_statement 12-01-06 P
4| » .
Accountbame | Date =)
Account Mo, I:l Letter Mame iJ
sccountType [ | 3]
Freview | Erint | Cloze |

2. Select Statement or Reminder history in the search criteria at the top of the
screen.

3. Locate the desired account using the search criteria at the bottom of the
screen and either Preview or Print the statement or reminder letter.

AR Batch
Posting

The AR Batch Posting feature allows you to post a charge to all AR accounts at
one time. An example of when you might perform this is when charging all
accounts for a “late fee” or “service fee”. Whatever the reason, this feature within
AR, much like the Batch Posting feature of the Cashiering module, gives you the
ability to create multiple postings of the same type in one simple step.

NOTE: AR Batch Postings must be of the same transaction type and price. In
addition, when performing postings, a new invoice creates on each account.
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Follow the steps below to perform AR Batch Postings:

1. From the main menu, select AR and Batch Postings.
2. Enter your Password in the CASHIER LOGIN screen and select Login.

The AR BATCH POSTINGS screen displays.

%m SHELL - AR Batch Postings

T, Code |F001 # | AR Late Interest Fee
mtete [ ]
Amount 50.00

Account Type | | +
Account [EXFE56 FFDB44MZ1046 | &

Supplement |Fast Due Invoice |

Reference |Late Fee |

¥ icverride Cradit Limit

Frogress Bar oK

| Close

3. Click the drop down arrow next to the Trn. Code field and select the
transaction code to post.

4. Enter the Amount of the posting.

5. To select all accounts of a specific type (i.e. all airline accounts), click the drop
down arrow next to the Account Type field.

6. Place and “X” next to the type of account and select OK.

7. To select individual accounts, click the drop down arrow next to the Account
field.

8. Search for and place an “X” next to each account to charge.

9. Select OK to return to the AR BATCH POSTINGS screen.

10. Enter any Supplement or Reference information.

11. Check the Override Credit Limit box if you wish to post the charges to the
accounts regardless off their credit limitations.

12. Select OK to complete the postings.

The Progress Bar indicates success for batch postings. A message displays after

100% posted successfully.

13. Answer “Yes” to view Posting Details or “No” to exit the screen.

The POSTING DETAILS screen lists all postings generated to accounts.

14. Select OK and Close to exit the screen.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

276




—— Opera PMS Reference Manual

AR Detailed
Aging
Report

The AR Detailed Aging report displays all detail of accounts by Account Name
and lists with account balances in their appropriate aging periods. Totals calculate
for each Account Name, Account Type, as well as for the AR Ledger as a whole
by aging period. Accounts also group by type for easy filtering of specific types of
AR accounts (i.e. Group vs. Company vs. Airlines Crews).

To print or preview Detailed Aging report, follow the steps below:

1. From the main menu, select Miscellaneous and Reports.
2. Select the Report Group of Accounts Receivable.

3. Highlight the AR Detailed Aging report and select OK.

—Filter

Account Types |CDmpan\,r il

Business Date |02-DS-DE ﬁ
At < ccount Har RS

Previewl Print | Eile | Close |

4. Enter the desired Account Type, Business Date, and Sort Order (i.c. by
Account Name).
5. Select to Preview, Print or File.

micros TR Opera Demo Hofel, Small 020805
ﬂm 15:53
Detailed Aging
Account Mame Account No.
Guast Name Infeoiee No, Folks Ho. Pt Cate Uplo2o 31-60 G1-80 a1-120 121-150 151 and over Tolal
Account Type: ca
Johns Salvage Yard 04231964
"Check 121804 [+ ]x1) - 2500 0.m 0.00 Qoo 000 - 35.00
Tuotal [+1€1] - 2600 0. 0.00 000 000 -0
Total &R Ledger - 18100 Qoo 150.00 0.0 Qoo 000 -1.00
Accruals
Account Type:  CO
Viza VISA
Sample company ar 21500 Qoo 0.m 0.00 Qoo 000 315,00
Taslt2, Tesl 0000 Qoo 0.0 0.0 Qoo 000 100.00
Total 500 Qoo 0.0 0.0 Qoo 000 415.00
Total Accruals 500 Qoo 0.m 0.00 000 000 415,00
Grand Total 400 Qoo 150.00 0.0 Qoo 000 40400

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

277




—— Opera PMS Reference Manual

AR Daily
Checklist

Print the AR Aging Summary and AR Ledger reports and balance totals with
the Trial Balance.

Balance all Direct Bill folios for the business date with the totals in the F/O
Transfer Bin to the totals on the Trial Balance.

Print all invoices and transfer all Direct Bill folios from the FO Transfer Bin
to the AR ledger.

Print Statements for all accounts with open balances. NOTE: Aging begins
on invoices from the date they transferred into the AR ledger.

Post any collected Payments on accounts. Use Apply Credit for unallocated
payments invoices.

Post any adjustments on invoices or create new invoices with postings as
necessary.

Close your Cashier at the end of the day using Journal by Cashier and
Transaction Code report.

Optional Accounting/AR Functions

1.

»

Print all reservations for tomorrow requiring direct bills and set up Routing
instructions.

Check in any Posting Masters arriving today; check out or extend non-POS
PM’s with balances.

Print all AR Traces and resolve them, if possible.

Post rent on retail outlets/office space and bill it by printing a Statement from
AR or by printing a guest folio from Cashiering if posted on a Posting Master.
Balance Credit Cards in AR. Use the Night Audit’s Credit Cards Posted Today
report and verify the total of each card type to the total transferred to the AR
account.,
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1.

1.

»

5.

General Cashier

Obtain or reprint a copy of the Trial Balance report and the Cashier Summary
report from the night before.

Using the Cashier Summary report, verify the drops for each Cashier that
posted Cash, Checks, or Foreign Currency.

Balance the total Cash, Checks, and Foreign Currency on the Cashier
Summary report to the totals on the Trial Balance.

Income Audit

The following reports must balance with each other for Opera to be in balance
with itself:

Trial Balance Report — Guest Ledger Detail Report; Financial Revenue and
Payments Report

Trial Balance Report — Deposit Cutover Report; Deposit Ledger Details

Trial Balance Report — AR Aging Detail Report and AR Aging Summary
Report

Trial Balance Report — Package Ledger Detail and the Package Allowance
Guest INH

Please refer to your property specific Accounts Receivable checklist. This is only a
suggested example of daily tasks to perform for proper Account Maintenance.
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Chapter 8 - Miscellaneous
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Quick Keys

Show Quick
Keys

OPERA has several Quick Key options for viewing hotel activity and
performing various tasks in the system. These quick key options make it simple
and easy to use the keyboard at any point in the system to access certain
functions without having to navigate through the menus.

To view all options and Show Quick Keys, follow the steps below:

1. From the main menu, select Miscellaneous.
2. Select Show Quick Keys.

F4 F5 F& F7 Fa Fa
F Key | %;I @ ﬂ
Opera Help Fate Query Hew Resw, Laogout
| i =
shift ﬁ i G =EE
Occ Graph Ctrl Fanel  House Status IRquiry: Floor Plan Phome Book IFC Menu
=
Cantrol | L?%
Opera Help Dit: £ ail Room Plan Dazhboard Dparatar hudax Azl
Cloze |

To access a function within Quick Keys, you may either click the icon on the
menu or press the corresponding shortcut key on the keyboard listed for that
function.

The top row of the menu lists the designated function key for each column (i.e.
F1, F2, F3, etc.). In addition, the left column of the screen lists the designated
command key for each row (i.e. Shift, Control). Using these shortcut keys
allow you to quickly access various functions from any screen in OPERA.
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F1 - Opera
Help

The OPERA Online Help screens are an online resource for obtaining quick
information on a particular screen. Much of the information found in the help
menus mirrors the information found in this manual.

A popular key feature of OPERA’s help function, pressing F1 from any screen
in the system will automatically direct you to help on the current task, such as

when you need a definition of a field or further description of a topic.

To navigate Opera Help at any time, follow the steps below:

1. From anywhere in the system, press the F1 function key.

- Search - L ! RoboHelp &

o visicomeo Opera Horel i Welcome to Opera Hotel Edition
(o2 Getting Started with Opera

(2 wislcome ta Opeta Proparty Managemert
5] PMS Configuration
& PMS Operations
53 PMS Tips s Tricks
T PMS S&C QMS
5 OMS Configurstion
5 oMS Operstions
o2 Wiglcome 1o Opeta Sales & Catering
5 SaC Contieuretion o ns oc | s o x I
& S6C Operstions

< wileoime to the Dpera Reservation Syste
{5 ORSIOCIS Configuietion

The Industry Standard in Property Management Integrated Softwarem

SF ORSIOCIS Operations Property Management System Sales & Caterin uality Manogement System
G Wisicome to the Ogera Kehange Interface Reservation System Central Information System Kchange Interface

& 0xl_HUB

S om

@ OH] Troubleshooting Guides
53 0% Tips and Tricks

G Custamized Helpy

© Copyright 2005, MICROS Systems, Inc. Al rights reserved,

Al | vl

2. Select a topic from the menu on the left (i.e. PMS Operations - Cashiering).
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aeizome 0 opera Hoel Eaton, ] Welcome to Opera Hotel Edition
& Getting Started with Cpera

R Weleome to Opera Property Managem:
P Configuration
& P Operations
& Login Scresn

S PMS S&C QMS
ront Desl
L7 Bboitt Cashisring

i ORS 0OCIS 0XlI

5 Biling Options

5 cashier Functions
$piose Cashisr
&pross Property Postings
&pPasasr By

&p Credt Card Settlsmerts
&pFinancial Handing
&p Track2 Cradit Card Infarmation”
&p uiick Cheek Out
&2 Branguet Posting
5 credt Carite

5 comp Accounting
{3 Rooims Maragemert
5 decounts Receivable
ﬁ Back Office Interface
ﬁ Enclof Day Sequence
ﬁ Commissions

B Misealaneous @ Copyright 2005, MICROS Systems, Inc, All rights reserved,
ﬁ Setup :
ﬁ Multi-Property Reservation Flaw

5 Utitties
1

The Industry Standard in Property Management Integrated Softearem

Property Management System Sales & Cater Management System

n System Xchange Interfac

Reservation System Central Informa

»

3. Select a function from the topic list (i.e. Passerby).

< Getiing Started with Opera .|| Passer By
OWe\come 1o Opera Property Managem:
& S Canfigurstion The Passer By fasturs is primarily used to handls transactions for non-gussts when a printed falio is requestsd, For instancs, a
& P15 Cparetions. businessman comes ta the front desk and wants to send a fax to his office. He will pay for the fax charge on the spat, and wonts a
G i S printed falio, Similarly, you can use the Passer By feature to handle transactions for in-house guests who wish to pay for services
ain that they do not want posted on their falios, The Passer By feature can also be used when issuing refunds to guests who have
£ Ressrvations stayed in the past; the passer by transactions can be linked to existing guest profiles.
@From Desk
& Cashiering When you select Cashiering=Passerby and enter your Cashiering password, the Passer By Today screen appears. This screen
2 About Cashisring shows all of the passer by transactions you have posted today. It also sllows you to add new passer by transactions,
< Billiny Search
£ Guest Bilng Viewing Today’s Passer By Transactions
£ Billng Optionis
@Cashler Functions
£ Close Cashier
2 Crozs Property Postings
2Passer By
<2 Credit Card Settiements
Financial Handing
<2 Tracka Credit Card Irformation | Carson Joz
3 Glulck Check Out E (Carson Joe
& Banouet Posting | Carson Jos
ﬁcredn Cards I
5 Comp Aecounting Doria Kent
£ Rucms Marmgemert i INylaquest -
@f-\ccourﬁs Receivable
£ Back Offics Intertace
@End of Day Sequence
£F Commissions -
5 Mizceliansous 1
Setup T
@Mum-ﬁ'openy Reservation Flow L

£ Ltilties = ! |
& System o _|j i
1T I i3 S = E (e |

Information regarding that topic displays on the right side of the screen. For
further information on a particular field, select any hyperlinks underlined in
blue to navigate to the help menu for that field.

When you open the Passer By function, the Passer By Today sereen displays..,

NOTE: If you press F1 while in any screen in OPERA, the system
automatically navigates you to the help menu and topic for that field.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

283




—— Opera PMS Reference Manual

Shift F1 - The Occupancy Graph is a nice feature for a visual display of the hotel’s
o occupancy by date or week. This graph shows your hotels occupancy in terms
ccupancy of reservations and blocks, with several options to sort the display.

Graph

To view and use the Occupancy Graph, follow the steps below:

1. From anywhere in the system, select Shift and F1.

The OCCUPANCY GRAPH screen displays.

st oate |ETEEE RoamTwe 8| EarDispley fa e ||
o = Ercentage
Murmber of |Days = |8 = IV Won Deducted
All Rooms Daify

Rooms

156

10-06 10-08 10-10
== | = W Deduct 2] hon Dieduct ==

Print.

Clnse

2. Use the search criteria at the top of the screen to sort by Start Date or

Room Type and select Search.

To alter the Bar Display, click the drop down arrow next to the field.

You may also add Grid Lines and Percentages for casier viewing.

5. To switch to a week view, select the drop down arrow next to the Number
of field.

6. To move the display forward or backwards by week or days, select the
arrows at the bottom of the graph.

7. To print the current display, select Print.

Bl
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Control F1 -
Keyboard
Shortcuts

The Control F1 function key displays a list of available keyboard shortcuts.
These shortcuts include quick key options found in this chapter as well as
additional keyboard navigation tips.

To display the KEYS screen, follow the steps below:

1. From anywhere in the system, select Control F1.

Function Key =

Change User Fa

Clear Field Ctrl+L)

Caomimit F10

Control Panel Shift+F 2

Cashboard Ctrl+F 4

Detailed Availability Cirl+F2

Display Error Shift+Ctrl+F1

Floor Flan Shift+F 4

Farm Help Shift+ Ctrl+PageDown -

4| | LlJ
]18

2. Select OK to close.
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Shift F2 -
Control Panel

The CONTROL PANEL screen displays a weekly view of hotel arrival
activity, occupancy, and availability. The CONTROL PANEL screen is
invaluable to managers as a scheduling and forecasting tool. In addition to the
items noted above, this feature displays group activity and overbooking levels.

To view the Control Panel, follow the steps below:
1. From anywhere in the system, select Shift F2.

The CONTROL PANEL screen displays.

. 0PERA PMS [3.7.00.00/13] RESLU - Marriott Hotels & Resorts Demo-Lab 12-01-06 =S|

Wiridaw
ntral Panel
Search
Start Date m Room Class l:lil
Thu [ Fri Sat Sun Wan Tue Wed |
| 12-01-08 13-01-06 14-01-08 16-01-06 16-01-06 17-01-06 18-01-06 |
Total Physical Rooms 165 1465 145 154 155 165 a
Out of Order = 1} 0 0 0 0 1] 1]
Inventary Rooms 155 155 155 1585 155 155 155
Qverbooking b 1} 1] 0 0 0 0 0
Sell Limits 3 155 145 1465 155! 1565 1565 155
Deducted Blk Roomns Mot FiU 108 27 28 29 28 28 26
Deducted Block Rooms PILU 2z 2z 1 0 1 1 3
Total Deducted Rooms 1449 449 52 47 47 39 a9
Mon Deducted Blk Rms Not Pl 0 0 0 i 0 0 1]
Mon Deducted Blk. Rooms PiU 1] 1] 1] 1] 1] 1] 0
[Total Mon Deducted Rooms: 0 0 0 0 0 0 0
QutoT Service i 1] 1] 0 0 0 1] 1]
#wallable Physical Rooms 3} 106! 103 108! 108 116 116
MaximurmAyvaliahility 4 1086 103 108 108 116 116
fintmurm Avallgbiliy B 106 103 108! 10g] 116! 118
in. Occupancy % 96.13 3161 33.55 30.32] 30.32] 2516 2516
Mak. Ceocupancy % 96.13 3161 33.55 30.32 30.32 2516 2816
[Total Rooms Reserved 41 22 24 18 19 1 13
Event £ |
Adults In-House 47 24 24 20 il 11 13
(Children In-House 1] 1] 1] 1] 1] 1] 0
People In-House 42 24 24 20 il i 13
Arrival Rooms 38 ] 14 5 3 3 G Blocks
Atrival Fersons a4 10 14 7 3 3 G
Daparture Rooms 11 28 13 11 2 11 §+| | Details
‘| | _’J Close

2. Use the search criteria at the top of the screen to modify the Start Date if
necessary and select Search.

Down the left side of the screen, explanations of values within the grid display
(i.e. Available Physical Rooms, Adults in House, etc.)

The following are also options from this screen:

e The Blocks option displays all Group Blocks for the date selected in
the grid.

e The Details option displays how many rooms sold by room type and
reservation type.

e If your hotel uses the Turnaway feature, the Turnaway option allows
you to log turnaway details for the selected date.
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Control F2 - The DETAILED AVAILABILITY screen displays available rooms in
Detailed fourteen-day increments. In addition, this screen has functionality to toggle

from occupancy to availability by room types.
Availability

To display Detailed Availability, follow the steps below:
1. From anywhere in the system, select Control F2.

The DETAILED AVAILABILITY screen displays.

&DPER‘I PMS [3.7.00.00/13] RESLU - Marriott Hotels & Resorts Demo-Lab 12-01-06 =[] 1*
Window

Start Date [12-01-08 = ™ |nelude Non Dedusted T

Roomolass [ | ¢] 7 Inelude Overbooking
¥ Ineludg 000
Date [Total  [RCTotal [ROH _|[DNK _ [DSK__ [DND _ [DBD  [HAK _ [BNK__[ENK _ [EBK |4
| 1z-01-00 |G 5 0 36 a0 14 3 i 13 & 4
Fi | 13-01-08 106] 108, 0 g 3 e 9 0 14) 8 4
sat | 140108 103 103 0 10 ] 18 10 0 14 g 4
Sun | 15-01-08 07 107, 0 10 ] 18 10 0 14 8 5
Vion | 16-01-08 07 07 0 10 3 18 10 0 13 8 5
Tue | 17-01-06 15 115 0 1 9 18 10 0 13 8 5
WWed | 18-01-08 15 115 0 ] E] 19 10 0 14 8 5
[Thu | 15-01-08 g 118 0 10 1 18 10 0 14 8 5
Fii | 20-00-08 110, 110 i 5 7 19 I 0 14 8 5 Blacks
Sal | 21-01-08 06 108 0 5 7 [E il El 14) 8 5 Details
Sun | 22:01-08 o) 110 0 7 7 19 1 E] 14 g 5 o
Man | 23-01-08 110, 110 o g g 19 11 0 14 8 4 =
Tue | 24-01-08 115! 115 0 3 3 19 11 0 14 g &) LG
ied | 25-01-06 1200 120 0 11 10 18 1 0 14 8 5| | Close
w| < - | o

2. Enter the Start Date in the search criteria at the top of the screen and
choose to Include Non-Deduct, Include Overbooking, or Include
00O rooms and select Search.
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The following are also options from this screen:

The Blocks option display a list of Business Blocks in house for the
date selected.

The Details option display availability information for the date.
Selecting the Occupancy option within this screen changes the
information displayed from availability to sold statistics.

Availability |
Artivals Day Type |:|__J Tatal Hotel Avail. %
Departures Bent[ ]| Ma. Avail %
Adults Day Use Rooms ___J Fersaons hin. Avail. %
Children Waitlist Rooms ___J Persons House Overbooking ljl %
Q00 Rooms ljl__]
Q0S5 Rooms ljl__]
Cver Bkgy | Occupancyl Close I
[ ]

The Zoom option displays how many rooms sold by room type and
reservation type.

The Occupancy option changes the main grid view from available
room counts to sold room counts and toggles back to Availability.
If your hotel uses the Turnaway feature, the Turnaway option
allows you to log turnaway details for the selected date.

&l W
®
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F3 - Available The AVAILABLE BOOMS SEARCH screen allows you to easily search for
Room Search a room number that is available, clean or inspected.

To access the Available Rooms Search, follow the steps below:

1. From anywhere in the system, select F3.

The AVAILABLE ROOMS SEARCH screen displays.

F\uar': +| (FO&tatus Room Statu Search
‘Srnoking +| | Dueout [ ¢lean [ Pickup
RoomTyee [ | #|Festwes[ | e | CheckedOut | T piry [ fnspecten

[ outoforder [ outof Senice

I Incl. Pseudo Rooms [~ Copnecting Rooms

Diescription |Two Daoubles Executive Mon-Smaking |

Close

The default search criterion for this screen is the available status at your hotel
(i.e. Clean or Inspected).

2. Use any of the search criteria to modify the viewable results and select
Search.

= g
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Shift F3 - The HOUSE STATUS screen displays today’s in-house activity such as

arrivals, departures, occupancy, and overall availability. This screen provides
House Status detailed information on today’s hotel activity in one concise screen, making it
quite helpful for all front office personnel.

To access this screen, follow the steps below:
1. From anywhere in the system, select Shift F3.

The HOUSE STATUS screen displays.

£ oPERA PMS [3.7.00.00/13] RESLU - Marriott Hotels & Resorts Demo-Lab 3 I ] 555
Window
— Room Summary — Complimentary and House Use
_ ; Room Fersons  YIP
Total Physical Raams Complimentary Arrivals S| o[ 9
outoforder [ Bl #| Stayavers | o+ | o | il
Total Rooms to Sell Departires 0 '!| i 0
outorsenice [ 8] %] House Use Arrivals | 2N g | g
. Stayavers 0 & 0 0
— Atiity Depatures o] +| a a
Room  Persins WP —End of Day Projection
StaYOvers| '2_| il | 2| | D| htin. Available Tun'lght
Departures Expected | 13_| +] 14] | ol Wax Occupied Tonight| 150 | 43| | ]
Departures Actual | 2] #] | 2] [ il Max % Occupied Tonight
Attials Expected | 31_| 2l 37 | o Blocks not Picked Up
Arrivals Actual | 9_| | g [ ol individuals | 40] [ 41] | il
Extended Stays | 2 ] 2] | [ Groups & Blocks | FI 2 i
Eatly Depantures | o s i | g Room Revanue | 9.100.00] avy. [ 60.67]
DayUse Rooms | U_| Sl q | 0 —Housekeeping Room Status
Walk Ing | 9] #] | B [l ‘iacant Deeupied
Inspected hida] ﬂil
cean [0 [
oy [NE  EEE |
Pikup [ 0] [ o[ #]
it OutafOrder | 5 ¢ 1.+
: i 2 %
Date [12-01-06 m o e out of Service T _| 3
\_l—l Queus
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The default date for this screen is today’s business date. There are five main
sections to this screen:

e Room Summary — displays the Total Physical Rooms in the hotel,
minus any Out of Order rooms, for a Total Rooms to Sell figure.

e Activity — displays the business date’s activity in terms of arrivals and
departures while differentiating expected versus departures.

e Complimentary and House Use — displays any expected
Complimentary Arrivals as well as House Use Arrivals including
Stayovers and Departures for both.

¢ End of Day Projection — displays occupancy totals and percentages
for the business date along with any group rooms in the Blocks not
Picked Up field.

¢ Housekeeping Room Status — displays actual counts of rooms by
housekeeping status (i.e. Clean, Dirty, Inspected, or Pickup).

2. To view more information about a status field, click the drop down arrow
next to the field.

3. To alter the business date, modify the Date field in the search criteria and
select Search.

NOTE: If you modify the search date to a future date, the Housekeeping
Room Status section removes and the Activity section reduces (see the
screenshot example below).

— Roarm Summary —Complimentary and House Use
Room Parsons  VIP
Total Physical Roams cormplimentary Arrivals | o +f | 0] | |
outoforder [ [ | Stavovers | I o | o]
Tatal Rooms to Sell Depanites | & | o] | ]
outofgenice [ 0] 2] House Use Ariials | & | g | |
Stayovers | o #f | o | o
—Activity Depattutes | 3N o] | o
o R i —End of Day Projection
Stayavers 4 i| 9 1] Min. Awailable Tonight
Depattites Expectad 7 #| 3 0 Max. Occupied Tanight | 5 | 9 | 1]
ArvalsEnpected [ A&l [ [ 1] Mz % Oceupied Tonight
Day Use Rooms oel[ 9 [ 9 Blocks niot Picked Up Ijl
Individuals | g | g | 1]
Graups & Blocks | o | o | |
Room Revenue | B09.50| avy, | B0.84]
Room Class l:li‘
Date = Close
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Control F3 -
Room Plan

The ROOM PLAN screen displays for a visual layout of guests occupying or
reserved for each room number in the hotel. This feature is most useful for
pre-assigning groups of rooms at a time as well as for room moves.

To display this screen, follow the steps below:

1. From anywhere in the system, select Control F3.

The ROOM PLAN screen displays.

Dats [1201-05 |53 Room Type | 2| Rooms | | Features [ =] I vetical Zoam Search
Advanced

Roomelass[ |&]  poor[ e smoWna[  [e] T Honzonta Zoom

Thu Fri Sat Sun man Tue ed Thy Fri Sat
Room Status [Rr. Type| 12-01-08 | 13-01-06 | 14-01-D6 | 15-01-08 | 16-01-06 | 17-01-06 | 18-01-06 | 13-01-06 | 20-01-06 | 21-01-06

Foom
101
102

bl

Veer, Akshaya

Blew
Rm Block
WalK In

aptinns

000 {008

Calendar

Close

The left side of the screen displays Room numbers and housekeeping Room
Status. Within the grid are actual reservations occupying certain room
numbers whether in-house or pre-blocked for arrival. Each date along the top
spans a ten-day period with the hotels designated weekend highlighted in
yellow.

2. To modify the viewable date, select a new Date in the search criteria and
select Search.

3. To increase the number of rooms that display vertically, select Vertical
Zoom.

4. To increase the number of dates that display horizontally, select
Horizontal Zoom.

5. To move an in-house or pre-assigned room from one room to another,
simply highlight the room in the grid and using your mouse, drag and drop
the room to another cell in the grid.

NOTE: If this process causes a room change to a different room type, a
message prompts asking you to verify that room type change or to authorize
any accommodation or rate changes.

Some additional features from this screen are as follows:
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e New/Edit: creates a new or edits an existing reservation for the room
and date selected in the grid.

e Advanced: displays advanced search options

¢ Rm. Block: after selecting a room number and a date, this option takes
the user to the ROOM ASSIGNMENT screen and displays only
reservations that meet the room type and date requirements. If no
rooms exist, a message displays indicating so.

e Walk In: allows the user to create a walk in guest reservation from this
screen. Refer to the Front Desk chapter of this manual for details on
this process.

e Options: displays the Reservation Options for the guest selected in the
main grid of the screen.

e 000/0O0S: displays the OUT OF ORDER scteen, and is useful for
placing a room out of order or out of service quickly.

e C(Calendar: displays the CALENDAR screen; for more information,
refer to the Reservations chapter of this manual.

Shift F4 - The INQUIRY screen is a useful tool for the Sales department and
. Reservation departments to request availability for group contracts. For more
Inqu"y details on this option, refer to the “Business Blocks — Groups” chapter of this
manual.
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Control F4 -
Dashboard

The Dashboard is an all-inclusive screen for the Front Desk staff to perform

most functions of their job role. Using the Dashboard an agent can create

reservations, check in guests, print reports, make changes to guest information,

walk in guests, view and make posting to the guest bill, as well as begin the
check out process.

To access this screen, follow the steps below:
1. From anywhere in the system, select Control F4.

The DASHBOARD screen displays.

[Seach | Resenaton

Name [Johnson, Michael | Res. Type [CHECKEDIN _|
Marne Carnpany [MICROS Systems, Inc | P | |
(REDi UGALET Q Arrival |06-27-06 Tuesday Confirmation |10901
Canfirmation Mights j Rate Code
Departure |16-29-06 Thursday Rate 89.00) UsD
T Room[(5 ] 8| wwon
Search Advanced -
Room Status
[FEREIB (BRI Change Beservation

Abrahamsen, Kyra DB
Bennel, Melissa 105 |DUE oUT Name [Johnson, Michael |
Clarke, Robert 107 |DUE OUT Address | |
Cook, MacKenzie 318 |CHECKED IN Home | |
Cooper, Jonathan 47 |CC ‘ |
|

Cristiansen, Arlanah 33 GHECKED IN Ciw‘

Cristiangen, Arlanah CANCELLED
Country/State U3 Al ﬁ Postal

Cristiansen, Arlanah CANGELLED

Daniels, Trevar 311 |CHECKED IN Comnm. [HOME I | R

Deposit, Test oP i Change Profile Reservation Opfions

ot Lot s [ [Casher
Interface, Lost 8500 |CHECKED IN a3hering

Johnson, Mackeon (302 |CHECKED IN 2| < June 2006 N Balance 97.80| USD
LJohi el 126 KED M

Kizemien, Richard 1128 |CHECKED IN SRR 1! | Sat | kindowd 97.80
Matthews, Mark 116 |DUE OUT m 02 03

MICROS Training Dept (6002 |CHECKED IN Moo or s 0 10

Mintan, Zachary co " 12 13 14 15 16 17

Mews Channgl 3 8001 |[CHECKEDIN  =| L I R ]

- 5 8 7 m | 2w | @ et
e iew Charges

Show Quick Keys Hew Reseration | Wwialkin | Clnse

The dashboard contains several display areas: Search, Reservation, Profile,
Additional Information, and Cashiering.

SEARCH:

2. To search for reservations or in-house guests, enter the Name or
Confirmation number in the search criteria and select Search. For
additional search options, select Advanced.

3. To display the shortcut key menu from this chapter, select Show Quick
Keys.

4. 'To access the users defined report menu select Reports.

5. To access the main housekeeping screen, select Housekeeping.
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RESERVATION:

6. To view basic reservations details, highlight a record in the search results
window — the basic accommodation details display in this section. Options
vary depending on the reservation status select in this window.

7. To view full reservation details, select View Reservation or Change
Reservation.

8. To check in an arriving guest for today, select Check-In Guest.

9. To reinstate a cancelled reservation, select Reinstate.

10. To reverse a mistaken check in, select Cancel Check-In.

PROFILE — ADDITIONAL INFORMATION:

11. Profile information for the selected guest displays. To alter profile
information for the individual guest, select Change Profile.

12. Lamps for reservation options such as deposit and cancellation rules,
messages, and notes display as well. To access any of the reservation
options for the select guest, select Reservation Options.

13. To begin a new reservation at any time, select New Reservation.

14. To perform a walk-in reservation and check in the guest at the same time
select Walk-In.

b

CASHIERING:

15. The room Balance displays along with the Payment type and balance of
Window 1 (typically owned by the guest). To check out an expected
departure, select Check Out.

16. To view a folio for an in-house guest, select View Charges.

17. Select Close to exit this screen.
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F5 - Rate
Query

To check availability and perform rate queries, selecting this quick key accesses
several options.

To access each of these rate options for information, follow the steps below:

1. From anywhere in the system, select F5.

The RATE INFORMATION screen displays.

?!;':E SHELL - Rate Information

Rate‘guenr

Rate- Lookup

Package Elements

Rate Availability Grid

ltermn Inventory

Cloze |

2. To perform a query on rate availability, select Rate Query. For more
information on the RATE QUERY screen, refer to the “Reservations”
chapter of this manual.

3. To perform a lookup of rates that fall within a defined price range, select
Rate Lookup.

The RATE LOOKUP screen displays.

SHELL - Rate Lookup

Date EEFENE [

Rate Class | |£|
Rate Category | | =]
Fate Code | | =]
Room Type | | =]
Price Ranoe | 200.00] +£ q0%
Search I Close I
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Enter a Date and Price Range and select Search for a list of rates.

To view a list of items available for sell within packages, select Package
Elements. The PACKAGE CODES screen displays.

To view a graphic display of rate restrictions and house level inventory
controls, select Rate Availability Grid. The RATE AVAILABILITY
screen displays.

If your hotel has listed inventory for items such as cribs or rollaway beds,
select Item Inventory. The ITEM INVENTORY AVAILABILITY

screen displays.
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Shift F5 -
Floor Plan

The Floor Plan is a visual display of the actual facility and room layout of your
hotel. Though this screen is typically for user informational purposes, there are
several useful functions for locating a desired guest room.

To access this screen, follow the steps below:

1. From anywhere in the system, select Shift F5.
The FLOORS screen displays.

2. Highlight the desired floor and select View.

The FLOOR PLAN screen displays.

%8 RESLU - Floot Plan

4 | of

[l clean [ Dirty [ inspected ] Pickup
[]outafOrder [ OutafService 4 Occupied 4t Expected arrival Close

Displayed in the screen is a visual layout of this floor at your hotel. The legend
at the bottom of the screen indicates the housekeeping statuses that correspond
to the colors in the room blocks. In addition, any other symbols used in the
plan display in the legend.

3. To view the reservation for a room with an expected arrival, either double-
click the room number with your mouse or highlight the room number and
select Resv.

4. To create a new reservation pre-assigned for a specific room number,
highlight the room number in the plan and select New.

5. To check in an expected arrival, highlight the room number and select
Check-In.

6. To exit from this screen, select Close.

w q
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Shift F6 - The Quick Book feature accesses the QUICK BUSINESS BLOCK screen.
. For more information on this feature, refer to the “Business Blocks — Groups”
Quick Book

chapter of this manual.
F7 - New This feature accesses the RATE QUERY screen to begin booking a new
reservation. For more information on new reservations, refer to the

Reservation “Reservations” chapter of this manual.
Shift F7 - The Telephone Book is useful for retrieving local telephone numbers (i.e.
Telephone taxis, restaurants, etc.) for guests. Once you enter data, this screen can serve as

your automated “Concierge,” allowing you to serve your guests with greater
Book information. You can then offer this information to your guests and even print
the information for them.

To view this feature, follow the steps below:

1. From anywhere in the system, select Shift F7.

The TELEPHONE BOOK screen displays.

£ opera PMS [3.7.00.00/13] RESLU - Marriott Hotels & Resorts Demo-Lab 12-01-06 -|o] x|

Window
% RESLU - Telaphone Book
Categary Search Search I
Partial Mame Search |:|
Al |MName Telephone &)
REST 8 Brewhouse a01-2 7
HOTELS Mario's Trattoria 301-333 45967
EMFPLOYEES
DEPARTMENTS
=4
Remarks B
Brews its own heet, =1 [ew
Open every day fram 18:00 - 24:00 Edil
Laocal specialities. 1
- Deleta
=] Wb Addregs s brewhouse org | +] Close

This screen has three major display areas. The left side of the screen contains
Category information to group telephone entries such as restaurants or taxis.
The right side of the screen actually houses the telephone entries from within
each category. The lower portion of the screen displays any Remarks or Web
Address information. Use any of the search criteria at the top of the screen to
locate information.
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2. To add a new category, highlight the Category section of the screen and
select New. Enter the Category name and Description and select OK.

3. To add a new telephone entry within a category, first select the Category
and then highlight the right side of the screen before selecting New.

4. Enter the Name of the telephone entry, a Telephone number, any
Remarks and a Web Address if applicable. Select OK to save.

5. To print a report of a specific telephone category, select Report.

6. To open an internet window and direct to the website for the telephone
entry (i.e. www.hotels.com) highlight the telephone entry and click once
with your mouse in the Web Address field.

7. To remove a telephone entry or category altogether from the database,
highlight the entries and select Delete.

8. Select Close to exit.
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Control F7 -
Telephone
Operator

The Telephone Operator function is primarily for the PBX operator to locate
guests, search for profiles, and manage guest messages, yet any Front Office
user can access this feature.

To view the operator screen, follow the steps below:
From anywhere in the system, select Control F7.

The T. OPERATOR screen displays.

£ OPERA PMS [3.7.00.00/13]

RESLU - Marriott Hotels & Resorts Demo-Lab 12 =10 x!

Wind o

‘78 RESLU -T. Operator

Ml Guests | search
Mame[ | Fisthame ] « rrivals advanced
Room No |:| ¥ Include Check Outs  Stay overs =
Room Type l:lil ¥ Include Mo Shows " Departures
Date E = Dperator
Campany [ Group |
Source | Agent [
GBS hame Room Type Status Arrival Ceparure =
Aazcarporate, Travel DSk MO SHOW 09-01-06 10-01-06
Aazawesterncentral, Travel DMD MO SHOW 09-01-06 10-01-08
Adams, John DD 1 14-01-06 18-01-08
Ahmedelsaw, Ahmed Mohamed DK MO SHOW 08-01-06 10-01-06
Alanis, Share 222 Dso 1 12--08 27-01-08
Alba, Jessica Dk O SHOW 10-01-06 14-01-08
Alcon, David ROH MO SHOW 10-01-06 11-01-06
Alexander, Susan ROH 1 14-01-06 18-01-08 —
Allen, Rick ROH 1 12-01-06 13-01-08 el
Jdon 0g Trace
|| |angerson, Bruce T100 TEST MO SHOW 10-01-06  11-0108 x| | Lecator
4] | _'l Resw.
|__Member | Close

Use the search criteria (including Advanced search options) to locate a guest.

In the results grid, guest Name, Room number, and reservation Status
display. The follow options are also available from this screen:

e The Message option navigates the user to the MESSAGES screen for
the selected guest.

e The Profile option navigates the user to the profile of the selected
guest.

e The Trace option navigates the user to the TRACES screen for the
selected guest.

e The Locator option navigates the user to the NEW LOCATOR
screen for the selected guest.

e The Resv. option navigates the user into the RESERVATION EDIT
screen allowing the user to make modifications to the guest reservation.
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F8 - Log Out

This feature logs the user out of the system without closing the application.
When pressing F8 from anywhere within the system, an OPERA LOGIN
screen displays.

%3 Opera Login

Lser || |

Paszword | |

Lagin E:it

Another user may enter their login credentials, perform a task and press F8 to
log the user out again. When you select F'8 to log out and then log back in, the
system returns you to the same function you were working in before logging
out. This is mostly useful for situations where the user does not have
permission to perform a function and needs to rely on a manager or supervisor
to perform the action.

To log back into the system, enter a User name and Password and select
Login.

NOTE: Logging out of the system using this feature only temporarily logs the
user out. Without completing exiting the system, the main login screen (single
sign-on) still has your user credentials. To completely log out of the system so
no other user can mistakenly open another module, you must select to log off
from the main OPERA webpage.

Shift F8 -
Interfaces
Submenu

This feature accesses the INTERFACE MENU screen for managing the
property’s interfaces, such as movies, PBX, and key card systems. For more
information on interfaces, refer to the “Interfaces” section of this chapter.
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Control F8 -
Maximum
Availability

The Maximum Availability feature displays the hotel’s availability by room
type for a single date including overbooking or sell limits.

To view availability, follow the steps below:

1. From anywhere in the system, select Control F8.

The MAXIMUM AVAILABILITY screen displays.

’%}l RESLL - Maximum Avallability

StartDate [1201-06 |G Days 1ﬂ

Room Class :lil ¥ Include Overbaoking

Hotal IMaxitnum  (Minimurm |~
Room Type avallability vailability |(Tentatie)
Db =36 -36/ -36
DSk -30 -30| -30
DD 14 14 14
LsD 3 = ]
HAK i} 0 i]
SMK 13 13 13
ERlk ] 8 8
ESK 4 4 4
END a q 3|
R Total: -1 -1 A
Total: A1 =1 A

Seatch I Close |

2. To modify the date viewed, enter a new date in the Start Date field and
select Search.

General Hotel Availability, Maximum Availability, and Minimum
(Tentative) availability display in the results depending on the number of
individual and group reservations sold, deducted, and blocked. In addition, RC
Totals (rooms committed totals) display at the bottom of the window.

Shift F9 -
Function
Diary

The Function Diary is a displayable feature for hotels with convention and
meeting space. If your hotel uses OPERA Sales and Catering or the Function
Space features within the Property Management System, this screen displays
reservations for meeting and convention space. Access this feature to view
events and meetings plan in specific function rooms at your hotel.

For more information on this feature, refer to the OPERA Version 4.0 — Sales
and Catering Reference Manual.
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Additional Miscellaneous Features

Reports

OPERA has a vast and robust report capability. The Reports option is the
feature to access and print any report in the system.

To print a report, follow the steps below:

1. From the main menu, select Miscellaneous and Reports.

The REPORTS screen displays.

Search |

Report |

Repart Group IAII Reparts ;'
Fepaort Mame REF Mame
AR Activity - All Types aractivity
AR Ledger arledger
Account Types ci_accounttypes
Actual Business Black Roams rep_acthh
Adjustment Reason Codes cf_reasoncodes
Aging By Type Cnly aragetype
Aging Summary by Types araging
Aging Summary far All Types arallagetype
Aging Summary of All Accounts aragingsum
Alerts of_alers
Alerts alers

Application Settings

cf_parameter

[~ FaxiE-mail [~ Printto File

Copies

Current Printer |11DELL21FAKEPRINTER

2. To search for a specific report by name, enter the report name in the
Report field and select Search.

3. All reports categorize into groups based on the information the reports
contains. To view only reports within a specific category, click the drop
down arrow next to the Report Group field to choose the function area
(i.e. Departure, Financial, and Housekeeping).

4. Once you locate the report, highlight the report and select OK.

5. You may also select to Fax/Email or Print to File explained later in this
section. Additionally, you may alter the number of Copies to print or the
Current Printer designated for that workstation.

ml W
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In most cases, the next screen that displays is a “filter” screen for modifying the
view of the generated report. These screens differ based on the report selected.
Filters are specific for each report, and some reports do not contain any filters
and therefore customization of the report cannot occur.

From Date MIE @ Arrival Dates
ToDate [06-26-06 |  Stay Dates
Search Criteria
’7 Reservations [41 Reservations | |
—Filter
Room Class ’ALL—‘AI Market Code ’ALL—|;|
Room Type ’ALL—‘_!I Source Code
MembershipType [ALL ] 8] Raecome [ALL |3
ETA [00:00 | [2359 |
I~ wiP only Iwentaryltems [ALL | #]
Include
’7|_ Checked-In Today [~ Cancellations I” Pseudo Rooms [~ Zero Rates Only
- Display
I” Fixed Charges [~ Routing Instructions ™ Traces
I” Packages ™ complirmentandHouse I” Preferences
I Pavrnent Methods [~ Share Names I Motes
I Frint Rate [~ Accompanying Mames
I colars
I Irnwentory Items [ Extensions
\ sortOrder [Foom e, | 3 |
Presiem | Erint | Eilz | Clase |

6. Select any applicable filter criteria, parameters, check boxes, and radio
buttons to customize the report to your liking.
7. Select an option at the bottom of the filter screen to continue.

Located at the bottom of the filter and parameter screens are the 3 options:

e Preview allows the user to view the report on screen without sending
the report to any printer. The user can choose to print the report after
selecting the preview option. When previewing reportts, the report
displays as a Portable Document Format (PDF) file in Adobe Acrobat
Reader.

e Print sends the report directly to the defined workstation printer. The
report does not display on screen for any type of preview.

e File option allows the user to save the report (in PDF file format) to a
designated file or directory on the local workstation. This is ideal for
emailing reports.

e Close exits the reports filter without generating the report.

For more information on the available reports, how to filter or customize a
report, and general report details, refer to the OPERA PMS Version 4.0 — Top

Reports Guide.
L] ]
MICros
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Reports
Scheduler

The Report Scheduler allows the hotel to set standard time for reports to
generate and automatically print or save to a file location.

To schedule and manage reports in the scheduler, follow the steps below:
1. From the main menu, select Miscellaneous and Reports Scheduler.

The SCHEDULES screen displays.

S — P ey N e

ver[ 4 1] I |
Reports
Scheduled Reports
¥ |[Report Mama Start Date/Timea Repeat Irterval End Data/Time 1] Refrash
> SelectAll
Alers 11-09-06 16:32 Every 3 Hour(s)
Noria
Delete
Edit
[l ey
1 | Bun Mow
4 I |
& Distribution List " Parameters IV Diates Qnly
|Comrmunication Type Address =
= Close

Search criteria at the top of the screen yields actual Scheduled Reports in the
center of the screen. The methods and parameters used for the scheduled
reports display at the bottom of the screen (i.e. report communicating to
printer, report communicating to email, report sending to file, etc.).
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2. Within the SCHEDULES screen, select New to add a new report
schedule.

The REPORTS screen appears.

Report | s |

Report Group |AII Reports |

Repor Mame
AR Activity - All Types

AR Ledger atledger
Account Types cf_accounttypes
Actual Business Block Rooms rep_acthh
Adjustrment Reason Codes cf_reasoncodes
Aging By Type Only aragetype
Aging Surnrmary by Types araging
Aging Surnrnary for All Types arallagetype
Aging Surntmary of All Accounts aragingsurn
alerts ef_alens
alerts alerts
Application Settings cf_pararneter |
I~ Eax/E-mail ¥ Frintto File File Format PoF =]
Copies
Current Printer | | +]

QK Close

3. Highlight the report you wish to scheduled and select OK.

The SCHEDULE screen appears.

Date [EEEE  |5§

Tirme |16:54
—Repeat
% Once Only " Hours IV sunday
 Days IV monday
 Wieeks IV Tuesday
" Months V wWednesday
¥ Thursday
¥ Friday
¥ Saturday
—Repeat Until
= [ndefinite

c pael
Tme[ ]

Server

Server [OTT403 *

Ok Close
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b

7.
8.
9.

Enter the Date and Time the report is to begin printing.

In the Repeat area select the frequency for the report to print.

The Repeat Until area defines the end Date and Time for the report to
print. Choose the option Indefinite if the report is to remain on the
schedule.

Select OK to finalize the schedule.

If the report has parameters, select all applicable filters for the report.
Select how to generate the report (Preview, Print, or File).

Any reports scheduled to print now display in the list. At the designated date
and time, the reports automatically generate to the listed output.

Some additional options from the SCHEDULES screen are as follows:

e To toggle between reports listed for a scheduled time, and the actual
scheduled print outs that took place, select the Reports option. To go
back to viewing schedules, select Schedules.

e To delete or edit any existing report schedules, select Delete or Edit.

e To view a report already submitted for printing, highlight the report and
select View.

e To run a schedule report listing now instead of waiting for the
scheduled time, select Run Now.

e To refresh the display at any given time and update the latest reports
printed, select Refresh.
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Interfaces

"E:E RESLL - nterface Options

Interface Sub Menu

Close |

Every hotel has different charge interfaces that connect with OPERA. Most
hotels, by standard have a telephone or PBX interface, a key-card interface
(such as VingCard or TESA), a voice mail interface, and a movie interface (such
as Lodgenet). Full service hotels with Food and Beverage outlets have F&B
interfaces (such as MICROS POS). The Interface option has the option
available for all users to access each installed interface.

The Interface Sub Menu displays all installed interfaces and their connection
status. If an interface is not functioning, access this feature to check for the
status of the interface.

Alternately, this menu allows some additional options like generating a
duplicate key for a guest or deactivating long distance calls and in-room movies.
For each of these features to operate, the interface installed must allow the
functionality control from this menu.
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Change
Password

Each user has the ability to change his or her login password at any time. Most
user names are set to expire on a regular basis requiring frequent password
changes for security purposes.

To change your login password at any time for your user login or cashier login,
follow the steps below:

1. From the main menu, select Miscellaneous and Change Password.

The CHANGE USER PASSWORD screen displays:

ser [TRAIN

Old Password [~

Hew Passworc |

Confirrm New Password |**********

| L] oot I Zlose

2. Enter your Old Password.

3. Enter a New Password. Passwords must be at least six characters in
length with one number.

4. Re-enter the same password to Confirm New Password and select OK

NOTE: The next time you log into OPERA from the main sign-on screen,
the new password takes effect.

Track It -
Dashboard

The Track It! option allows to track the intake and delivery of items including
luggage, parcels, laundry and lost and found items. In addition, this feature
includes a possible tracking module for valet parking.

To view and use the main Track It feature, follow the steps below:

1. From the main menu, select Miscellaneous and Track It.

8 SHELL - Track It Menu

Dashhoard Walet

2. Select Dashboard
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The TRACK IT DASHBOARD screen displays.

"8 GHELL - Track It Dashhoard

Log Book and Events
Tokethumper ] pae e Do .
L
‘ ¥ Parcel [ valet ¥ Baggage ™ Lost ‘
we[ s
Locaon ]3] -
aon[ ]3] 08:31
- oo Baok:
Search | Advanced |
Phone Bock | Repori | Events [ | | _ Bropery Calendar

Ticket Action Date Track It Details Reservation Details

08-11 11:26
08-17 030 Track It Group | PARCEL - Name| 1]
08-17 0831
Ticket Murnber |19962625521340
Tye * amal [
sston s O
Location £ Dopartre [ |
Quantty wl ]
Description = Roorn I:l
Follow Up |06-25-06 i
Histary | Save | Detach | Options |
= Cance| | New | Attach | Close |

This screen consists of five main areas:

e Search — search criteria for locating parcels, valet, baggage or
lost/found items by Ticket Number. Also includes ability to access
the hotel’s Phone Book and to print a Track It report. Search results
display in the grid below.

¢ Log Book and Events — any items in the LLog Book for the user’s
department or Sales and Catering Events list in this display area for the
bellman’s interest.

e Track It Details — area to input new tickets for a parcel, valet, baggage
or lost/found item.

e Reservation Details — are to select the guest to attach or detach a
tracked item
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9.

10.

11.

To create a2 new Track It ticket, select New from the Track It Details
section.

Click the drop down arrow next to Track It Group and choose the
appropriate group. Use “Parcel” to track packages and deliveries; use
“Valet” to track parked cars via the valet service — your hotel may also use
this to track laundry/valet; use “Baggage” to track luggage stored for
arriving and departing guests; use “Lost” to track lost and found items.
Enter a Ticket Number if applicable.

Click the drop down arrow next to Type to select the type of item from the
Track It Group.

Click the drop down arrow next to Action to choose the activity on the
item (storing, delivering, etc.)

Click the drop down arrow next to the Location field to select the location
of a stored item (i.e. behind front desk, bellman closet, etc.)

Enter the Quantity of the item(s) (i.e. 2 bags) and a Description if
applicable.

Choose a Follow Up Date for a reminder on reports to follow up with the
guest.

Select Save to store the item in the Track It database.

NOTE: You may also view history on a Track It item by searching for the
item and selecting History. In addition, you may remove an unwanted Track It
item without deleting by selecting Cancel.

i o e

AN

7.

To attach a Track It item to an existing guest reservation or in-house guest
record, follow the steps below:

From the main menu, select Miscellaneous, and then Track It.

Select Dashboard.

Search for an existing ticket or create a new one.

Once you locate the ticket or complete a new one, highlight the item in the
left hand side of the screen.

In the lower right hand corner of the screen, select Attach

Locate the desired reservation from the RESERVATIONS search screen.
Highlight the desired record and select OK.

The Track It item now displays the reservation details in connection with the
ticket.

To detach a Track It item from an existing guest record, highlight the ticket in
the search results window and select Detach.
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Track It -
Valet

The Track It! Valet Dashboard is useful for valet parking department for
tracking vehicles, processing vehicle locations, and other pertinent owner
information.

To view and use the valet feature, follow the steps below:

1. From the main menu, select Miscellaneous and Track It.
2. Select Valet.

The VALET screen appeats.

Y8 SHELL - valet

Tikot ] tocatn|  [s] e |s] geart |
Reference [ ] acon[ s

Ticket Tvpe Action Location Reference Description

I

I

Repart

House Stat

ey

Edit

Delete

Clase

4]

Events ‘_J

3. To add a newly parked car, select New.

The VALET — NEW screen displays.

Ticket Number [55723458305 ]

Type [CAR |_Ii
Action [PRK L=
Location [FPRK L=

Reference [backlot space 41 |

Description white Honda Civic S =

Save I Close I

4. Enter a Ticket Number given to the guest when the car dropped off.

5. Click the drop down arrows next to Type, Action, and Location to
identify each.

6. Enter any addition Reference or Description information and select Save.
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The following options are also available from the VALET screen for managing
parking services:

e To print a report of all cars valet parked, select Report.
e To view a display of all incoming house activity, select House Stat.

e To edit an existing valet entry, search for and highlight the record, then
select Edit.

e To delete an existing valet entry, search for and highlight the record,
then select Delete.

= g
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Log Book

The Log Book is a feature to enhance communications between shifts. As
guest activity constantly requires shift associates to make notes of specific
requests and to log each request to pass on from shift to shift, the Log Book
replaces the manual need to write such requests. Use the Log Book to give
specific instructions from one shift to the next on guest activity.

To leave a note in the Log Book for the next shift or for another associate,
follow the steps below:

1. From the main menu, select Miscellaneous and Log Book.

The LOG BOOK screen displays.

HRESLL- Loy Book

Log Date [12:01-06 |3 Depariment || |_Seann |

[Gent [GEE 7= RESLU - Log Boak- New D;
o
Date |12-01-06 B Thursday |

Time [14:02 -

Details |Please be certain to remind each guest of construction going on A1
inthe restaurant]

4
|

Repaort

Iew

Ok Close —
—1 Edit

Celsta

- Close

2. To view Log Book entries for your department, select the Log Date and
Department at the top of the screen and select Search.

3. To create a new entry in the Log Book, select New.

4. Choose the Department to view the log entry and today’s Date and Time.

NOTE: Any Log Book entries for future dates and times do not display unless
that log date is either active or you have directly searched for it.

5. Enter any Details for the log entry and select OK.

The following options are also available from within this screen:

e To print logged details for your department, select Report.
e To edit an existing logged entry, highlight the entry and select Edit.
e To delete an existing logged entry, highlight the entry and select Delete.
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Registration
Cards daily basis.
To print batch Registration Cards,

1.

The Registration Cards option prints batch registration cards for arriving
guests. If your hotel pre-registers guests, this is a common feature to use on a

follow the steps below:

From the main menu, select Miscellaneous and Registration Cards.

The PRINT REGISTRATION FORMS screen displays.

Registration Forrm [Ei

05-30-08

Arrival Diate

ETA From | |

—Reservation Types

I+ Individuals
I Blocks

—Filter

¥ Print if City is Ormitted

From Mame | |
Rooim Class |—|£l
membership Type |—|£!
ViPcode| | %]

I” only Resemvations Made Today

To Mame | |

Rate Code ;I

—Include

I In-House Guests

[T Pseudno Rooms

Sort Order |Alphabetical

| &}

Wiew | Erint | Close |

The hotel’s default Registration Card populates the Registration Form
Select to print batch registration cards for either reservations for
Check the filter to Print if City is Omitted, if these guests are to be

To print registration cards for a particular Room Class (i.e. Executive

click on the drop down arrow next to the
value.

prefer the cards to print (i.e. Alphabetical).

2.

field, as does today’s Arrival Date.
3.

Individuals or Blocks or both.
4.

included.
5.

Level) or Membership Type,

field and select the appropriate
6. Select the Sort Order that you
7.

Choose any other filters as necessary and select Print.

NOTE: Registration cards for arriving reservations not pre-assigned to a
room number print with the Room No. field blank. You may elect to reprint
the registration card at any time during check in or once the guest is in house.
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Advanced Miscellaneous Features

Data Extraction | Data Extraction offers your hotel the flexibility to pull data from the main
database and export it to another tool. Most commonly, Sales departments
use this utility to extract profile data on guests, companies and groups for use
in other system. Data Extraction offers multiple options to extract data
directly from database tables into other programs.

To perform a Data Extraction, follow the steps below:

1. From the main menu, select Miscellaneous.
2. Select Data Extraction.
3. Select Data Extraction Query.

The DATA EXTRACTION QUERY SEARCH screen displays.

| |_seann

Process

Delate

New
Edit

- Close

Created by an Upirlated by an

4. Select New to create a new quety.
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The DATA EXTRACTION QUERY screen displays.

SHELL - Data Extraction Guery
Query Hame |[Company Profiles in US with AR Erocess
Step 1 [al1 Accounts | 2]

Selecta Data Source

Step 2 {Accounts-=AR Numier | #]
Selecta Field for Filter Condition

Step 3 fl= Mot Empty =
Specify-a Filter Condition

ANDIOR AN
AE

Step 4
. . Add | Update | Deleta |

Anply the Filter Condition

Accaunts-=Country |5 Equal To US la

[AND Accounts-=AR Mumber Is Mot Empty Save hs
Save
Mew

a Close

Enter a Query Name for the extraction (i.e. Company Profiles in US
with AR Accounts)

Click the drop down arrow next to the Step 1 Select a Data Source field
to select a data source.

Click the drop down arrow next to the Step 2 Select a Field for Filter
Condition field to select a filter field. The DATA SOURCE FIELDS
screen lists all available fields in the data source. For example, if the data
source is Profiles, then the filters available are those fields on a profile
screen.

Click the drop down arrow next to the Step 3 Specify a Filter
Condition field to apply a filter condition. For filter conditions with
values, enter the value(s) in the white text box.

NOTE: The AND/OR and () buttons allow you to write advanced filters.

9.

10.

11.

Select Add next to the Step 4 Apply the Filter Condition field to insert
the chosen filter and its condition.

Repeat the fields for Step 2 and Step 3 until all applicable filters are
added to the white display window at the bottom of the screen.

Select Save to save the query and Process to process the query.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

318




—— Opera PMS Reference Manual

The EXTRACT RESULTS screen displays.

B }Address Bt Al

X Zo hia 031 Colu 3 ;

X Chicago 293 State Street Hone

X |InterContinental Hotels Group Atlanta 3 Ravinia Drive Ljgtinet

K |Catlson Hotels Worldwide 123 Main Street

X |Cendant Hotels and Resorts Mew York 123 Main Street

¥ |Independent Hotels Laos Angeles 123 Solo Way

K |Four Seasons Hotels e York 123 ath Avenue

X {Marriott International Wiashington 123 Main Street

X |Ritz Carlton Hatel Company, The Washington 123 Main Street

X |Hyatt Hotels Corporation Chicago 123 Main Strest

X |Expedia.com Los Angeles 123 Main Street

X |Priceline Arvada 123 Main Street
Details
Tagged

X Urtzagged

Greate Mailing [From Tempiate (V) 2] I” Create Activities [V Save Quen Results Delete.

Close

12. Place an “X” next to each query result you wish to extract or select All to
choose all results. The None feature also allows you to deselect all
chosen results.

13. Click the drop down arrow next to the Create Mailing field to select the
file format to send the query results (i.e. merge into CSV or HTML file
format).

14. Check the box for Save Query Results and select the Tagged option to
proceed. Tagged is the terminology for query extraction records marked
with an “X”. If you only had several of the results tagged and wished to
extract those not tagged, you may select the Untagged feature to
proceed.
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The MERGE FIELD LIST screen displays.

HELL - Merge Field List

Description | | Search I

Desctiption Data Saurca Craated by |Craatioh Date| =]
e
Edit
Delete
oK
iy Close

15. Select New to create a field list of columns to pull into your extractions.
In other words, the list you are creating allows you to define the actual
data columns that merge into the file (while separating unwanted data
out). If a field list for this type of extraction already exists, you may
highlight it and select OK.
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The FIELD LIST screen displays.

e Field List

Field List Name [AR Company Mailings

| Search |

Data Source [*ll Acoounts

Field Narme |

Avallable Fields

Accounts-=Account Type

Accounts-=Action Code

Accounts-=Active Flag

Accounts-=Addresst

Accounts-=Address2

Selected Fields

Accoupts-=AR Number

Account Formatted Address

Accounts-=IATAICORP Mumber

Accounts-=Name

Accounts-=Mame 2

Accounts-=Addrass3

Accounts-=Address4

Accounts-=Autoenroll Member Flag

Accounts-=Business Segment

Accounts-=City

Accounts-=City Extention

Accounts-=Commission Code

1] | »

Remove:

Accounts-=Name 3

timary Phone Mo

Save As

Save

Ilewy

oK

41

| |

Close

16. Enter the Field List Name to define the type of mailing you intend to

send (i.e. AR Company Mailing).

17. Highlight any Available Fields in the data column and select Add to
move them to the Selected Fields column. To undo a selection,
highlight the selected field and choose Remove.

18. Select OK to return to the MERGE FIELD list screen.

19. Highlight the saved list (i.e. AR Company Mailing) and select OK.

The data extracts into either a Microsoft Excel file (CSV) or into a web file
(HTML) for manipulating and viewing.

ml W
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Print Tasks

To print

directly from an OPERA workstation, Print Tasks must exist.

Print Tasks identify the default printer for any system related print jobs. For

example,

all registration cards from the workstation can go to the Front Desk

printer, while directing AR statements to a different printer in the Back

Office.

To setup new print tasks for the workstation you currently are working on,
follow the steps below:

1. From the main menu, select Miscellaneous and Print Tasks.

The PRINT TASKS screen displays any current print tasks for your
workstation. The Physical Device is the printer listed for each task.

Printer Description | |

Print Task | | Physical Device | Search I

Frint Task

FPhysical Device

{DELLZ
4R RECEIPT eLearning Printer {DELLZIFAKEPRINTER

CASHIER CLOSE REF eLeaming Printer {DELLZIFAKEPRINTER

CHECK PRINTER Imp Office WUSVENGT_CS

CHEGK XANGE eLeaming Printer \DELLZ\FAKEPRINTER

CONF LETTER eLeaming Printer {DELLZ\FAKEPRINTER —
CONF LETTER EMAIL eLeaming Printer {DELLZ\FAKEPRINTER i
CONF LETTER FAX eLearming Printer {DELLZ\FAKEPRINTER =
DATA CARD eLearning Printer {DELL2\F AKEPRINTER Dl
DEFAULT EMAIL eLeaming Printer {DELLZIFAKEPRINTER | |__Glose

2. To add a new print task, select New.

The PRINT TASK — NEW screen displays.

Print Tz

2701 8 e @ AT A CARD GET FOLIO LIST RERP MA REPORTS: MAILIMNG

Printer [usveniQ?_CS | |
NUSWENIGT_C8
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3. Click the drop down arrow next to the Printer field to select the printer.
4. Click the drop down arrow next to the Print Task field and choose the
individual print tasks to send to the chosen printer.

NOTE: If all print tasks should go to this printer, select All from the task
list.

5. Select OK to save changes.
6. To modify an existing printer for a print task, highlight the task and select
Edit.

User Activity The Usgr Act1v1ty Logisa valugb}e resource for investigating history and
L researching a particular uset’s activity on any given business date. Use this

og screen to view the date and times actual system transactions took place and
print the results if necessary.

To access the User Activity Log, follow the steps below:
1. From the main menu, select Miscellaneous and User Activity Log.

The USER ACTIVITY LOG screen displays.

-

FHRESLU-U
LUser [TRAIN SUPERVISOR | #] © Regewaton  C Corfigutation  C Prafie Search |
Date [19-02-06 B8 1o [1e-02-08 |E © Fosting  Craditcards Block
Type [NEW | #| ¢ Housekeeping © EndafDay
Text| | O Commission € Accts Rec.

Action Tepe:

ONFIRMATION I

REeport
1 | ﬂ Details

Cloze

|
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2. Click on the drop down arrow next to the User field and select the
desired user to research.

3. Choose a radio button to the right to indicate the module for the activity
(i.e. Reservations, Housekeeping, etc.)

4. Enter the Date/To date range and select one of the radio buttons to the
right to search for activity in a particular module of the system.

5. Select the Type of activity within that module (i.e. New Reservation).

6. You may also further refine your search by entering details in the Text
search field.

7. Select Search.

The user’s activity displays in the results window of the USER ACTIVITY

LOG screen.

8. To view the Description on a particular activity, double-click the activity

with the mouse to open a description window or highlight the line item
and select Details.
To print the results from a user activity search, select Report.
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Mem berships The Memberships feature gives you the flexibility to add membership
numbers to existing or past reservations to award guest points. In addition,
you are able to use this feature to apply one membership number as a host
for several reservations (i.e. one membership number for five rooms all
awarded to the same number).

To add a membership record to a reservation for points, follow the steps
below:

1. From the main menu, select Miscellaneous and Memberships.

The ATTACH MEMBERSHIPS TO RESERVATIONS screen displays.

8 RESLU - Attach Mernberships to Resenvations

Guest [Flanagan, Patricia

Member Tyne @ +] Level Y

Member Mo |0014458576

Arrival |09-01-08 Departure [10-01-06 |

Calculate Close

2. Click the drop down arrow next to the Guest field and search for the
Checked Out reservation.

3. Click the drop down arrow next to the Member Type field to select
from an existing membership on the guest profile.

4. Place an “X” next to the membership to add and select OK.

If a membership does not exist, select New from within the

MEMBERSHIPS screen to add a new one.

v

NOTE: For more information on adding memberships to a guest profile,
refer to the “Profiles” chapter of this manual.

6. Select Calculate.
7. Answer “Yes” to add the membership and calculate points.
8. Select OK to the confirmation message.
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File Export The File Export feature is a manual way to generate file exports and view
exported data. At most hotels, the End of Day procedures may generate
guest information exports or even financial exports and deliver them to the
corporate office. This feature allows you to manually generate any export
template for your hotel and view the data extracted in the export.

To generate a file export from an existing template, follow the steps below:
1. From the main menu, select Miscellaneous and File Export.

The EXPORT FILE LIST screen displays.

SHELL - Export File List

S — Mtownacte gaars |

File Type Description o

1]

Generate |\_fiewData| Copy | I ey | Edit Delete Close

2. Select New.
3. Answer “Yes” to add an export from template.

The SELECT TEMPLATE FILE TYPES screen displays.

elect Template File T

File Type | | Search
= All
Description [ |
Mone:
X [File Type Description ot
CURREMCY_EXCHANGE (Currency Exchanoe Export
TURKEY_EXPORT Turkey

SL_POLICE_EXPORT Folice Export
CR_POLICE_EXPORT Folice Export
CR_TOURIST_EXPORT  |Tourist Export
F & IJ.

TAX_EXPORT Tax Export

FPOLICE_EXPORT Monte Carlo Police Interface Export

MIS_EXPORT MIS Statistics =
NIS_EXPORT_DAY NIS Statistics By Day i
PROFILE_REQUESTS Profile Requests Export =1 Close

mIicros
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4. Place an “X” next to the file export template you desire and select OK.
The export file chosen lists in the display.
5. Select Generate.

The EXPORT FILE TYPES screen displays.

Main File Type: [FOLIOTAH SUMMARY |

Foliotax Surmmary Export

Senerate I Close I

6. Select Generate again.
7. Enter any parameters required for the export and select Start.
8. Answer “Yes” to view generated data.

The EXPORT DATA LIST screen displays.

T HELL - Expart Data List

File Type: (- CLICTAX SLMMARY

File Type File Deseription |Date Generated |Records [Generated File =

[ 0f 5

1] | b

QenerateFiIel Zip e | Wiew | Edit | Delete | Close |

9. To view the raw data collected in the export, select View.
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The EXPORT DATA screen displays.

1 SHELL - Export Crata

taz Surnrmary Export ]

FlleType |[FOLIOTA_SLIMN Description [Foli
Total Records File Generated [1L01
Property [SHELL File Location [© |

Date Generated |U5-259-U6

21(01L01 20061113

22121 MICROE Systems, Inc. Columbia T0321046 2 116.5 ™

F32 2 Kevin's Klothing Statesboro 39830458 1 170.00 ']

2412 3 Fish Food Fine Dining Chicago 89360611 Z Fr23 ™

25/2 4 Carlson Hotels Worldwide 12330001 1 10.00 %]

262 & Expedia.cam Los Angele 123230001 1 50.00 ™

27|399993011 0.00899999959 ]} 42375 OO &} -
o1L01 200611132 o =F
12006 Cpera Demo Hotel, Columbia 7031 Columbia Ga
21046443-285-8443-283-4 m] P

Eind I FindiEeplace I Belsia I sl I Edif I Close I

10. To generate the file and save it local to the server, select Generate File.

The EXPORT screen displays.

File MName (81K |

File Estr |

] | Zlose

11. Enter a File Name and File Extn. (i.e. taxexport.xls) and select OK.
12. To zip the generated file, select Zip File.
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File Download The File Download feature enables you to download saved export files from
the server to your local workstation. For example, if a membership export
was saved to your server, and you have reason to view the file locally, use this
option to accomplish this.

To download a file locally from a server location, follow the steps below:

1. From the main menu, select Miscellaneous and File Download.

The FILE DOWNLOAD screen displays.

R HDC - File Download
File Mame [krdeldl Ohik Search |
File Marme Folder ~

Dimicrosioperaiexporfideihdcl

Dawnload

Close

1]

2. Enter the desired file in the File Name field and select Search.
3. Highlight the file and select Download.
4. Select Save to download the file and save to your local workstation.

A directory dialogue box displays.

5. Choose the directory folder to save the file and select Save.
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Chapter 9 — End of Day
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Overview

Hotel properties use the End of Day sequence to close and balance each business
day's financial activities. Some of the processes the End of Day sequence
performs includes, reconciling guests' folios, processing credit card transactions,
generating fixed charges postings, calculate and print the daily statistics, provide a
cumulative balance of accounts receivable, and purge old data. The sequence
closes each business day and assures the financial accuracy of the following
business day. Through a vast reporting system, the End of Day sequence assists
management with interpreting operations, forecasting, and retrieving of statistical
information.

The End of Day sequence follows a prearranged routine designed to update the
guest folio, balance and close the property's records for that day, and prepare and
distribute a range of reports.

The business date in OPERA is not automatically changed when the real date
changes. The End of Day sequence is the trigger that moves the system date
forward by one date. Therefore, it is possible to run the End of Day sequence
prior to the real date change or the next morning.

There are three components to the audit process:

PRE-AUDIT WORK: This portion is completed prior to the running of the End
of Day. This work entails running reports and ensuring the hotel as a whole is in
balance. The procedures outlined in this guide are minimum suggested procedures
and these may change for each individual property.

RUNNING AUDIT: This portion is actually performing the End of Day
sequence. The system performs all of the date closure processes and functions
and prints reports.

POST AUDIT WORK: This portion is completed after the End of Day
sequence completes. The primary function of this component is preparing the
hotel for the new day. The procedures outlined in this guide are minimum
suggested procedures and these may change for each individual property.
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Pre-Audit
Work

This checklist is only a generic checklist to follow as an example for training
purposes. Please refer to your property specific End of Day or Night Audit
checklist for a complete list of audit tasks.

1.

3.

Review communication from the previous shift (Log Book).

Count and verify your bank prior to the previous shift’s departure.

Print your shift reports: Go to Miscellaneous, then Reports; change the
Report Group to “Shift Reports” and select the shift reports for the audit
shift which typically include:

e Guest In-House by Room (sorted alphabetically and by room)
e Arrivals Detailed (sorted alphabetically with notes/comments)
e Departures (sorted by room)

e Housekeeping Status

e Guest INH: Cash Payment Method

e Credit Limit (all payments)

e Guest INH: Reservation Traces

e Arrivals: VIP Report

NOTE: These reports may be scheduled to print automatically through the
Reports Scheduler.

4.

5.

o

Review daily arrivals. Check for duplicate reservations, block special requests,
and split reservations with multiple rooms.

Review the Credit Limit report for high balances and update approvals, if
needed through either manual or batch authorizations.

Review Trace report and communicate with appropriate departments.

Review VIP arrivals and communicate with Housekeeping and Room Service
to ensure the rooms are completely ready.

Throughout the evening, print DOWNTIME or emergency reports as
necessary.

NOTE: These reports may be scheduled to print automatically through the
Reports Scheduler.

9.

10.

11.
12.

Post all manual charges.

Check for Lost Interfaces postings (room # 9500); the PM account should
always have a zero balance. If there is a balance, determine which guest the
charges belong and transfer or adjust them.

Follow through and resolve any Discrepant Rooms in Housekeeping.

Print the Guests In-House Complimentary report and verify if the rooms
listed as complimentary are correct.
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13. Perform a bucket check. Look for and verify the following on each guest’s
registration card:

e Name — correct name on the room

e Room # - correct guest in the correct room number

e Rate — correct rate to charge the guest

e Rate Code & Market Code — correct rate/market code
e Departure Date — correct departure date for the guest
e Tax Exempt status — correct tax status

e Routing Instructions — setup if applicable

e Payment Type — check for credit card imprint

e Comp/House — ensure that these ate approved by management
e Signature — required on all registration cards

e Address — required on all profiles and registration cards

14. Perform the End of Day Sequence and the following list is of suggested End
of Day Reports:

e Trial Balance (trial_balance)

e Guest Ledger (guest_ledger)

e DPackage Ledger Detail (effpkgledgerdtl)

e Manager’s Report (manager_report)

e (Cashier Audit (finpayments)

e No Show Report (nanoshow)

e In House Guest List (gibyroom)

e TFinancial Payments and Revenue (findeptcodes)
e Open Balance All (finopbalall)

e Journal by Cashier and Transaction Report (finjrnlbytrans)
e Paid Outs (finpaidout)

e AR Ledger (arledger)

e Guests In House: Complimentary (gi_c_h)

e Group in House by Room (grpinhousebyroom)
e Group in House Summary (nagrpbussumm)

e A/R Ledger Aging Detail (aragingdet)

e A/R Ledger Aging Summary (aragingsum)

e Reservation Traces (gitraces)

e Rate Variance (gi_ratevariance)

e Credit Limit Report (gi_authlimit)

e Market Segment Totals (res_forecast2)

e Reservation Statistics (res_statistics2)

e Deposit Transfer at C/I (nadeptransci)
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15. Verify that all manual wake-up calls are entered into the phone system.

16. Balance your shift work, close your Cashier, and then at the end of your shift
print your Cashier Report. Count your drawer, and drop your deposit.

17. Communicate with the next shift any unusual activities and guest service items
to know for the following shift.
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Running the
Audit

After all pre-work is accomplished, follow the steps below to being the systematic
audit and roll the business date:

1. Check that all users in the Back Office, Front Desk, and PBX have logged
completely out of the application and closed their session.

NOTE: Closing open cashiers will not make a drop for them. Any unsettled or
un-dropped balances carry over to the next business date for each cashier.

2. To start the Night Audit, return to the main OPERA web page and select End
of Day. Alternately, from within the application, you may select End of Day
and Night Audit.

3. Enter your User Name and Password.

4. Select today’s Business Date and choose Login.

OPERA verifies there is enough disk space to proceed and displays the END OF
DAY screen.

End of Day-'DE-27-06

End of Day Routine

Country Check

Cepartures not Checked Cut
Weather and Motes

Rollthe Buziness Date
Posting Room and Tax

Run Additional Procedures
Print Final Repors

Furge Procadura

Start Setup Exit

5. Select Start to begin.

6. The first step in the routine is to perform a country and state check on all
reservations. This ensures that each record has a suitable address. If it
identifies records with missing information, the results display in a separate
window.

7. Next, the system automatically processes any arrivals yet to check in as a no
show and their reservation status changes. If your hotel uses the Rolling No
Show feature, those reservations with reservation types designated to roll
automatically roll the arrival date of the reservation to the next day.

8. Next, a check for any remaining Departures not Checked Out occurs and
remaining departures display. Either extend the guest stay or check out the
guest. Process all of the departure’s on the screen as the End of Day sequence
cannot continue with departures remaining. Select OK after clearing all
departures.
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10.

11.

12.

13.

14.

15.

16.

17.

The next procedure ensures the current user’s cashier is closed if it is not
closed then the system prompts, “Do you want to Close the Cashier?”
Answer “Yes” and close your Cashier.

Finally, the system automatically closes any cashiers that have not closed
themselves. Answer “Yes” to close all open cashiers. You can prevent this by
checking the Cashier Status screen in the Cashier Functions prior to
running End of Day.

Enter any weather and notes information. This is a perfect opportunity to
enter notes for the cover page of audit reports that you distribute to
management. An example of notes to enter here are if you have suggestions
for corrections and adjustment for day shifts.

Next, the business date rolls. A message appears on the screen, sending a
signal to all users indicating they are to log out of the system. After 1 minute,
the system automatically severs the uset’s connection, and the End of Day
sequence continues. The system date rolls forward to the next day.

As the actual audit begins, a window appears showing postings for Room, Tax,
Fixed Charges, Packages, and Package Profit and Loss followed by the
systematic End of Day procedures. To the right of this window, the status
displays as “RUNNING” (in Blue).

If any of the procedures display as “FAILED” (in red), you must exit the
Night Audit. For any failures during Room and Tax postings, exit the audit
and investigate the room number causing the failure. Most commonly, a
failure to post occurs when a Rate Code does not exist on the reservation.
Resolve the discrepancy and log back into the audit. Be careful to select the
last business date, as a new day now exists because the business date rolled.
Select Start to begin where you left off.

After additional procedures run, users may log back into the system and
continue working on the new business date.

In the final step, the system automatically prints Night Audit reports to the
printer. While not all reports that list actually print (some only file), you can
see the status of each report as it prints. If printing fails for any reason, you
may regenerate and reprint audit reports at any time in the application. Refer
to the “Reprint Night Audit Reports” section of this chapter for more details.
The Night Audit is now complete: Select OK.
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Post-Audit
Work

Vital to the hotel’s success, night auditors report to department heads each
business day’s financials, arrivals and departures, and statistics needed for hotel
operational decisions. To begin the new day, many auditors print reports for each
department and place them in their appropriate in-boxes. Auditors may assist
their hotels by:

Providing Housekeeping Status reports for in-coming Housekeeping staff
or possibly break out the hotel using the Rooms Management feature. For
more information on managing task assignment sheets, refer to the
“Rooms Management — Housekeeping” chapter of this manual.

Printing Batch Folios for express checkouts or early departure groups. For
more details on printing batch folios, refer to the “Cashiering” chapter of
this manual

Performing as many tasks as possible on the AM Front Desk Checklist to
assist the AM Front Desk staff in preparing for the arrivals and departures
for the day

Checking Posting Masters back into the system, if they rotate daily. To
check in house and/or posting master accounts. If your hotel’s policy is to
reset house accounts every day, follow the procedures outline in the
“Front Desk” chapter of this manual for walking in PM accounts.

Transfer any financials from OPERA PMS to your local or interfaced
accounting program. Use existing audit reports and financial reports for
figures and statistics.

Reprinting and distributing audit reports to all department heads. For
details on printing or reprinting audit reports, follow the steps in the
remaining sections of this chapter.
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Reprint
Night Audit
Reports

Every night the audit process generates a set of reports for the day. These reports
can be:

e Stored locally on the server as a .pdf file for later viewing
e Sent to printer as a hard copy

Most reports generate during the audit with both a printed and filed copy. When
reports file during the audit, they save in a local directory on the application server.

Occasionally, you may need reprint a copy of an audit report. To reprint an audit
report at any time, follow the steps below:

1. From the main menu, select End of Day and End of Day Reports.
2. Select the business Date for the desired report and select Search.

The END OF DAY REPORTS screen displays.

SLU- End Of Day Reports

Date [11-01-06 |5 status fer =]

Report | | All

™ Sgarch by Report Mame I Search by REP Name ™ Search by Spoal Name LSRG

X [Report Mafme REP Marme Spool Narme Status o
Complimentary Rooms gi_c_h spoolt Inactive
E106 Manager - Flash manager_report SPOOLT0E Filed
E100 Trial Balance trial_balance SPOOL100 Filed
E108 Cashier Surnmary nacashiersurnmary SPOOL10E Filed
E102 Guest Ledger Detail naguestieddetail SPOOL102 Filed
e Ledger Detail (¥ e SPOOL104

E114 Cancellation Report (M) mi_nacancel SPOOL114 Filed
E112 InHouse: Updrade (M) mi_upgrade SPOOL112 Filed i iaie
E110 Mo Show Report (RC) nanoshow SFOOL110 Filed =
E140 Graup In House Summary nagrpbuss UMM SPOOLT40 Filed el
E116 Revenue Summary Maingroup findeptcodes SPOOL11E Filed Erint
E118 Payments findeptcodes SPOOL118 Filed = Close

Selected:]

3. Place an “X” next to the desired Report Name. You may print one or
multiple reports at a time. To choose to reprint all reports, select All to mark
each report for that business day.

4. Select Print to send the report(s) to the printer. As with all other reports, you
also have the option to Preview the report prior to printing.

NOTE: The Recreate option is useful to regenerate the report. Typically, is not
necessary to recreate a report, but if the report parameters have changed or the
data has changed the option is available to regenerate the report based on the new
information.
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Chapter 10 — Business
Blocks - Groups
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Group Basics

Business
Block vs.
Quick
Business
Block

OPERA offers two versions of group functionality: Quick Business Block and
Business Block. Both versions share the same core functionality for groups,
but Business Block offers enhanced functionality typically not needed for
smaller operations. In addition, the design of the full Business Block module
works in conjunction with Sales and Catering functionality. Quick Business
Block is designed for hotels with simplified group contracts.

Hotels with OPERA Xpress PMS typically use Quick Business Blocks, yet
hotels with the OPERA PMS may also use this feature if their
group/convention business does not warrant a full block module. Alternately,
OPERA Xpress PMS hotels may also use the full Business Block module if
their operation calls for the full functionality of a group management system.

For either option, there are detailed explanations of the functionality for each
within this chapter.

Group Status
Codes

Status Codes indicate the current booking status for a group. The block status
determines several things:

e Whether the group rooms allotted deduct from house inventory or not
e Whether or not users and book or pickup reservations for the block

Below are examples of possible group statuses. These may vary from hotel to
hotel depending on your operation and sales requirements. Each status
happens in succession of each other causing a virtual “life-cycle” for the group.
Some statuses deduct inventory, while others only show the intent of the group.
Likewise, some statuses allow for pickup of reservations. All statuses differ
from hotel to hotel based on the configuration at time of installation.

Some examples of possible block statuses are:
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INQUIRY (INQ)

The inquiry process is a starting status for beginning the group contract
process. At this stage, the customer is simply inquiring about possible
availability. No rooms deduct from inventory in this status. You may move
forward with proposal or tentative status from here, or cancel the inquiry
altogether.

PROPOSAL (PRP)

This is the initial step in the group booking process. When a sales inquiry does
not immediately change to a firm booking, you can save it as a Proposal.
Creating and saving the proposal enable you to have better records of sales
leads and allows you to follow-up with them for future business. If the group
proposal is accepted, you may upgrade the status to Tentative or cancel at this
point. No rooms deduct from inventory in this status.

TENTATIVE (TEN)

This status is for a group booking pending the receipt of a signed contract.
Allocated rooms do not deduct from inventory. Non-deducted means the
allotments exists but the rooms still exist in the hotel’s general inventory. You
cannot create reservations for the group while it remains in a tentative status
At this state you may cancel the group or more forward to make it definite.

DEFINITE - (DEF)

The next status is for a group with a signed contract. Allocated group rooms
deduct from hotel’s general inventory in this status. You are also able to pickup
rooms and book reservations for blocks in the Definite status. You may only
cancel the group from this point.

CANCELLED - (CXL)

When a block cancels, any room inventory set aside for the group releases and
returns to the hotel general inventory. It is vital to notate detailed cancellation
reasons as well as group block destination. OPERA stores this information and
makes it available via reports for future analysis. This status helps you to track
and determine cancellation trends or to indicate destination cities/hotels where
business is going instead. In addition, groups will not cancel with active
reservations.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

342




—— Opera PMS Reference Manual

ACTUAL - (ACT)

This status refers to in-house or past groups and only changes once guests
begin arriving and check into the hotel. In particular, this status tracks the
actual revenue and inventory consumed by the group against the inventory
forecasted for the group.

NOTE: Additional group statuses you may see at your hotel include Lost and
Refused. If your hotel uses a Sales and Catering system, these statuses typically
identify business lost due to competition or refused due to price and
availability.
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Group Block
Search

The BUSINESS BLOCK SEARCH screen provides a wide variety of fields
to locate a business block, regardless of its group status.

To search for an existing block, follow the steps below:

1. From the main menu, select Reservations and Blocks.
2. Select Business Block.

The BUSINESS BLOCK SEARCH screen appears.

"%8 SHELL - Busir
BlockGode [ | staypate| ___ |EH T master el
mame ] mwekio[ ] osmws[  ]s] advanced
statpate [ JEH owner[ ] #lcatseus[ ] s
Account Contact
Agent Contact
Master T Source
+ |Start Date Block Marme Owener |Rim Mis|Status |(Cat Status|End Date Block ID Rims D |
0F 16 e hannel 3 Beminar ELT 25 DEF [ 06 10200
06-27-06 MICROS Systems 2006 CaonferenELT 28|DEF DEF 06-29-06 10450

Extract
Everits
Optiohs

(R

= Edit

1 | = Close

3. Enter search criteria, such as the block Name or Block Code, and select
the Search.

NOTE: You may also use the Advanced option to enhance your search
criteria.

Once you locate your block and highlight it in the results area, several columns
and fields of block information display. Above the results grid, the highlighted
group displays any profiles, accounts, or contacts attached to the group. In the
results grid, you see the group’s Start Date, Block Name, Owner, and Status.
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Inquiry

The Inquiry feature allows you to view availability to answer group contract
inquiries with initial sales contact calls. You may also use this feature to being
the booking process while quickly creating a Business Block utilizing the
information already entered.

Available options include:

e Review the client’s requested dates as well as alternate dates

e Assess availability during those periods

e Select the desired dates to view the revenue and occupancy impacts
e Close your sale while the client is still on the telephone

To access the Inquiry feature, follow the steps below:

1. From the main menu, select Reservations and Blocks.
2. Select Inquiry.

NOTE: You may also access this feature by using the Shift F4 quick keys.

The INQUIRY PROCESS screen displays.

%8 SHELL - Inguiry Process

AcctiComp [Fobinson Marketing, | || contact [Rabinsan, Cheryl, ] |
Agent| |_...J Cclmacl| L..J
Source | L..J
' Start Date [11-06-06 E  Range Reguired Meeting Space Capacity
#nights 4] From [ &
End Date [11-10-06 et To[ ] EE | |Min mesting Space Siza [ | ea.Fest =]
Alt Start Dates 1 [11-20-06 m # Mights I:l Concurrent Meeting Spaces Setup Style
2 [12-04-08 == Arrival Day

And & _or

Rooms per day Room Types [KMGN | & %I

3|:|E S M T W T F 8 l:'Space(s)fUr Aftendees il
LI DU R U Y I

|

I

|

Rate code [ |L| [sDBEM |i| 14] | [ | spacers) for | Attendees |L|
[xsBM =] 4]
Inguiry Grid |
Dray Total KRGH|SDBEMN | KSBERN [KNGS | KSBS | 515K | S155 |SOMP -
Day 1 30 12 14 4 . .
Day 2 ao| 1z 14 4 | Sy
Day 3 30 12 14 4 Bus. Block
Day 4 30 12 14 4 Eeset
= _gose |
== = = == i

3. Click the ellipsis button at the top of the screen next to any of the profile

tields to attach the inquiring company or accounts profile and contact
information. Attaching profiles enables you to track group business by not
only the group block and company, but also track by contact for that
company. In this example, doing this links the company “Robinson
Marketing” and contact “Cheryl Robinson” for tracking purposes for this

group inquiry.
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6.
7.

10.

11.
12.

Enter the Start Date and # Nights and any Alt. Start Dates for three

additional alternate dates. This is helpful if the group is flexible on dates.
Alternately, you may enter a date Range with the From and To dates, #
Nights and check the boxes for the days of week within that date range.

NOTE: The Required Meeting Space Capacity section is only applicable to
hotels using the Sales and Catering system.

Enter the number of Rooms per day the group requests.

Rate Code allows you to enter a specific rate code for a group. Rate Codes
are not required as each group can have a specially contracted rate; but if
there is a rate already established for the account; this option gives you the
flexibility to use the existing Rate Code.

Enter the requested number of rooms for each Room Types. You can
enter the actual number of rooms requested or you can check the box next
to the percentage sign and enter the percentage of rooms for each room
type (i.e. 50% king beds and 50% double beds).

Select Inquiry Grid to populate the grid below with the results of the
availability search for the first start date or first range of dates.

Select Bus. Block if there is availability and you wish to move forward with
the contract.

Select Reset to reset the data on the screen to re-enter new requirements.
Select Availability to view detailed results on the inquiry for each alternate
date.

The RESULTS screen appeats.

'8 SHELL - Resul

Aceticamp [Robinson Marketing, || Cantact [Rabinzon, Chen, ||
Agent [ || Contact | |
Source | L..J
Periods Available Curtent Met Iauiry
Date Min. Max. House |Rooms | House
: _ Cttl Panel
Oce % | Occ % | Avall | Req. | Avail -
11-06-06 11-10-06 11-06-06 a0 124 w
11-20-06 11-24-06 11-07-06 0.00 0.00 165 a0 125
12-04-06 12-08-06 11-08-06 0.00 0.00 1449 a0 1149
11-09-06 0.00 0.00 1449 a0 1149 Bus. Block
Reset
B v Close
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13.

14.

15.

16.

17.

18.

In the lower-left portion of this screen, the range of dates and alternate dates
display. In the lower-right portion of this screen, the following columns display
availability:

e Min Occ % = hotel occupancy based on 100%

e Max Occ % = hotel occupancy including overbooking numbers

¢ House Avail (Current)= hotel availability before the group block

e Rooms Req. = # of rooms requested by group block

e House Avail (Net) = Hotel availability if you accept the group block

Select the Periods Available date range on the left side of the screen and
the details of each day’s availability appear to the right.

Select the Ctrl Panel option to display the CONTROL PANEL screen
for the highlighted group dates.

Select the Det. Avail option to display the DETAILED AVAILABILITY
screen for the highlighted group dates. This enables you to ensure that the
number of rooms by room types requested are available, not merely the
total number of requested rooms. From this screen, you can also select
Blocks to go to the BLOCKS screen.

Select Inquiry to go back to the original INQUIRY screen and restart the
inquiry process.

Select Reset to clear the screen and return to the INQUIRY PROCESS
screen.

When the client decides on a date, highlight the date select Bus Block.
This saves the information and takes the user to the QUICK BUSINESS
BLOCK creation screen, allowing you to save the block information while
the contact is on the telephone. You can then re-open the block as a
Business Block and proceed with completing all fields as needed.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

347




—— Opera PMS Reference Manual

New Block T
Header

T

1.
2.

3.

he alternative to creating a group via the Inquiry is to create a group directly

from the Business Block. The Block Header contains information that applies
to every reservation attached to the group.

o create a new block, follow the steps below:

From main menu, select Reservations and Blocks.
Select Business Block.

The BUSINESS BLOCK SEARCH screen appears.

Select New.

The BUSINESS BLOCK screen appears.

k- 10450
AcctiCom |MICROS Systemns, Ine., Columbia, |_“_J Cnntact| |_...J
Agent| |___J Contact| |___J
Sourc | [ Patential | ]|
Group [MICROS Training Dept ]|

Block 1D 10450

Name [MICROS Systems 2006 Confarence |;| Status |DEF * Origin :AI
StartDate 62706 |gH Tuz  ShoulderStart 062708 |E  Market [WET 3 Twe | #|
Mights j Source |1 *
End Date [06-29-06 Thu  ShoulderEnd [06-30-06  |GEH  Owner [ELT

Rooms |Catering| Detai\sl More | Cancell

4.

Block Code [DE0EMICROS Rate Code +| UsD CutoffDate [0627-06 | cutofiDays 0]
Res. Type + Packages Follow up Date =
Shaulder Start * Decision Date ﬁ
¥ Print Rate Shoulder End K3 Trace Code ;I
[~ Suppress Rate Owner |ELT J
Iny. Cantral | Elastic 'I
Rooms Revenue {in USCH T - ot Reav
Calc |Ellocked Picked-Up Hwailable Grid
Room Nights 28 9 0 Events
ket Revenue 273200 801.00
Net Rate 97,47 89.00 Ontions
Ok
Gtatistics —
Save
Created By TRAIN on O7-21-06 1414 Updated By SUPERVISOR on 08140 14:01 Lliee

This screen displays in four different sections; the first section is for storing
profiles, the second section for group name and dates, the third section for
room’s information, and the last section for revenue statistics.

Attach any pertinent Company, Travel Agent, Contact or Source profiles at
the top of the screen. The Group Profile automatically creates after you
save the block.
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10.
11.

Enter the Name of the group. This should be the call to action for the
group since the group name is what agents search for when booking group
reservations.

Enter the contracted Start Date, number of Nights and End Date.
Enter the Shoulder Start and Shoulder End dates if this group is elastic
with shoulder dates. For more information on elastic blocks, refer to the
Rooms tab portion of this chapter.

Status is the current phase this block is in regarding reservation pickup.
Beginning status for a group may differ at your hotel. Refer to Group Key
Concepts at the beginning of this module for a detailed explanation of
group statuses. Typically, the starting status of the group is either TEN
(Tentative), PRO (Prospect), or INQ (Inquiry).

Select a Market code. Remember to use the appropriate group marketing
code for tracking purposes.

Select the appropriate Source code for the group.

Enter the Sales or Reservations Manager that owns the block in the Owner
field. This is necessary in order to track sales productivity by Manager.
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ROOMS TAB:

1. Enter the Block Code. You may reuse block codes, depending on
application settings chosen by your hotel.

2. Seclect a Res. Type as a form of guarantee for the group. The reservation
type defaults to every reservation made for the group.

3. Typically, Rate Code is not used with groups, as the sales department
usually contracts a negotiated rate for the group. Rates enter separately for
groups using the Business Block Rate Grid. For example, IBM is holding a
training meeting at your hotel and their negotiated rate is the G-IBM16 Rate
Code. You would then apply this Rate Code to the block. All rate details
from the Rate Code copy into the Rate Grid for this block.

4. Click the drop down arrow next to the Inv. Control field to choose
Elastic. This feature allows reservations to book even if the group has no
availability (as long as there is general hotel availability). By checking this
option, agents may book rooms beyond the contracted number of rooms for
the group dates. If you do not wish to sell beyond the original contracted
allotment, select Non-Elastic.

5. Packages adds a package component to a group. The price for the
package element adds to or combines to the rates negotiated for the group.

6. Enter either a Cutoff Date or Cutoff Days for the group. For the cutoff
date, any used rooms for all dates of the group return to general inventory.
For the cutoff days, however many days ahead of the group start date, unused
rooms return to general inventory one day at a time (i.e. rolling cutoff).

7. Follow-up Date is the date to follow-up with the group contact for a
decision.

8. Decision Date is the date that there must be a signed group contract or a
definite confirmation that the group intends to book.

9. Owner refers to the Sales or Reservations Manager that owns the room
portion of the block. This field is necessary in order to track sales productivity
by Manager. Owner names (typically their 3-character initials) are created in
User Configuration. Each Manager who can potentially be involved with
Sales/Catering should have Owner designation in their User profile.

10. Select Save to complete the block header and move onto the remaining
tabs.
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DETAILS TAB:

Rooms | Catering  Details | Mare | Cancel |

Resy. Method ﬂ Payment ﬂ Comm%% |:|
RoomingListoue | | [ Poteragelncl  price| |
prvalTme [ ] [ Breakfastincl.  price |
Departure Time : Breakfast Desc. |:|

This tab offers you a variety of fields for managing group contracts at an
advanced level. Use any of the fields described below if they apply to this
group contract:

¢ Resv. Method indicates how reservations book into the group block
(i.e. rooming list, reservation cards, etc.)

¢ Rooming List Due indicates when you expect a rooming list back
from the group contact

e Arrival Time/Departure Time are fields to enter the arrival and
departure times of a tour group, if known

e Payment — If a method of payment exists here, it transfers to the PM
reservation and to all reservations within the group. This is extremely
helpful for those groups in which charges route to one credit card.
Entering the credit card information here eliminates the need to enter it
on reservations individually

e Comm% — Enter a commission here if you contract a commission
different that the hotel’s default commission for that travel agent.
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CANCEL TAB:

Rooms | Cateringl Details | Maore

[Rooms Cancellation | [catering Cancellation
el ] Y
Reason |—|£| Reason |—|£|
Comments | | Comments | \
Destination ﬂ

This tab contains information used for statistical tracking in the event the
Business Block cancels.

e Rooms Cancellation No. displays the cancellation number for the
room portion of the block

¢ Rooms Cancellation Reason displays when a group status changes to
Cancelled or Lost. Choose the appropriate reason why this Business
Block was lost or cancelled.

¢ Rooms Cancellation Comments is the description for the
cancellation reason selected. You can add additional comments in this
field as necessary.

¢ Rooms Cancellation Destination is the destination or venue to which
this piece of business was lost.

e Catering Cancellation No. displays the cancellation number for the
catering portion of the block

e Catering Reason displays when a catering block status changes to
Cancelled or Lost. Choose the appropriate reason why this Catering
block was lost or cancelled.

e Catering Comments is the description for the cancellation reason
selected. Additional catering cancellation comments maybe added.
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CATERING TAB:

Detailsl More | Cancell

Attendees El ™ Guaranteed Contract Mo. |:|

Info-Board Onsite Mame | |
Follow-up Date m
Decision Date :lm Owner [ELT __J

Iterm Discount %

This tab contains options fields that enable you to enter data pertinent to the
catering components of the block. Enter any of the fields below if this block
has a catering portion:

e Attendee is a field to indicate the number of expected persons
attending the function.

¢ Guaranteed indicates the attendee count is finalized.

e Info-Board lists the exact title used for the group while on-site.

e Follow-up Date is the date to follow-up with the group catering
contact

e Decision date is the group’s decision date on the catering portion of
the block or the date that the group contract is due.

e Contract No is a field to insert your internal contract number (if
applicable).

¢ Onsite Name refers to the group’s onsite contact. This could be the
same person listed as the contact under the group profile.

e  Owner refers to the sales person responsible for the catering events for
this group

e Item Discount applies a discount percentage to resource items
associated with this catering event. This discount applies to all resource
items that are discountable and do not have a separate discount
assigned to them.

NOTE: Selecting the Catering Only option on the Business Block header
indicates the group will not need sleeping rooms.
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Quick
Business
Block

The alternative to creating a group via the Inquiry is to create a group directly
from the Quick Business Block. To create a new block using the quick
feature, follow the steps below:

1. From main menu, select Reservations and Blocks.
2. Select Quick Business Block.

The QUICK BUSINESS BLOCK SEARCH screen appears.

3. Select New.

The QUICK BUSINESS BLOCK screen appears.

" SHELL - Guick Bus
AtciiComp [Quick Block ™ gyne Contact
Agernt Caontact
Group ‘Source
™ Master
Rooms |Catering|
Name |2Quick Block Group | 1] Elastic | Elmstic g Cutaff Days Ij|
Start Date [19-01-06 B Friday Cutaf Diata [08-15-06 EH  Resv Method 2]
Mights 3
End Date [03-06-08 B Wiednesday weBEE ]3] Diary
Block Code [1709GUICKD I Supniess Rate Tracecode| | 8] —
Status [PRP * RateCode[ | #] —
Res. Type [GPM * Fackages 2re
Market [£50 :
Source |CVB * Cipfions
TRecLos[ ]
Owner [ALL * = oK
Sava
Crasted By on Upidated By i Llose

This screen displays in two different sections; the first section is for storing
profiles, the second section for group name, dates and rooms information.

4. Attach any pertinent Company, Travel Agent, Contact or Source profiles at
the top of the screen. The Group Profile automatically creates after you
save the block.

ml W
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5.

10.

11.

12.
13.

14.

15.

16.

17.

18.

ROOMS TAB:

Enter the Name of the group. This should be the call to action for the
group since the group name is what agents search for when booking group
reservations.

Enter the contracted Start Date, number of Nights and End Date.
Enter the Shoulder Start and Shoulder End dates if this group is elastic
with shoulder dates.

Enter the Block Code for the group. Depending on your hotels
configuration, this code may auto-populate or have a format to follow (i.e.
alphanumeric combination of characters).

Status is the current phase this block is in regarding reservation pickup.
Beginning status for a group may differ at your hotel. Refer to Group Key
Concepts at the beginning of this module for a detailed explanation of
group statuses. Typically, the starting status of the group is TEN
(Tentative).

Select a Res. Type as a form of guarantee for the group. The reservation
type defaults to every reservation made for the group.

Select a Market code. Remember to use the appropriate group marketing
code for tracking purposes.

Select the appropriate Source code for the group.

Enter the Sales or Reservations Manager that owns the block in the Owner
field. This is necessary in order to track sales productivity by Manager.
Click the drop down arrow next to the Elastic field to choose Elastic.
This feature allows reservations to book even if the group has no
availability (as long as there is general hotel availability). By checking this
option, agents may book rooms beyond the contracted number of rooms
for the group dates. If you do not wish to sell beyond the original
contracted allotment, select Non-Elastic. If you wish to allow the hotel to
sell into the group to the definite overbooking limits, select Sell Limit.
Enter either a Cutoff Date or Cutoff Days for the group. For the cutoff
date, any used rooms for all dates of the group return to general inventory.
For the cutoff days, however many days ahead of the group start date,
unused rooms return to general inventory one day at a time (i.e. rolling
cutoff).

Resv. Method indicates how reservations book into the group block (i.e.
rooming list, reservation cards, etc.)

Type indicates the type of booking this group contract was sold as (i.e.
convention, tour, group, etc.).

Check the Suppress Rate box if you the rates for the group should not
display for any user or guest.
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20.

21.

19. Typically, Rate Code is not used with groups, as the sales department
usually contracts a negotiated rate for the group. Rates enter separately for
groups using the Business Block Rate Grid. For example, IBM is holding a
training meeting at your hotel and their negotiated rate is the G-IBM16
Rate Code. You would then apply this Rate Code to the block. All rate
details from the Rate Code copy into the Rate Grid for this block.
Packages adds a package component to a group. The price for the
package element adds to or combines to the rates negotiated for the group.
Trace Code is a field that you may select a departmental trace code to
apply to all bookings against this group.
22. Select Save to save the quick block.

The QUICK BUSINESS BLOCK screen displays again with a grid in the
lower portion of the screen.

Created By SUPERYISOR on 11-21-0811:53

Updated By SUPERVISOR

on 11-21-08 1248

AoctiCamp |Quick Black, | Contact
Agent Contact
Group |Quick Block Group Source
Block D 11201
Rooms |Caterlng|
Name |BIEI4 il Elastic |E|astic 'I Cutoff Days
Start Date CuloffDate [08-1506  |&=  Resv. Method .ﬂ
Nights 5 ShoulderStanbate | |@
EndDate [09-05-06 _|F Wednesdsy  shouderEnsDas| _ |G@ Twe[oRP | s]
Block Code |[7050UICKE I Buppress Rate Trace Code :lil
Status |DEF + Rate Cade *| Usk
Res.Type |GC + Packages
Market |A50 * Shoulder Start L
Source [CYB * Shoulder End -
Owner (ALL * TARec Loc I:l
Rooming List | Diaty
: Resy.
Diate RMGH KNGS SUEN SDEN KSEMN KSBS 5488 COmMP o ) ;
05-01-08 Fri 0 10 10 10 ' Chil
08-03-06 Sat 10 10 10 10
08-03-06 Sun 10 10 1n 10 Options
09-04-06 Man 10 10 10 10 Gk
05-05-06 Tue 10 10 10 10 = 'S_avia
m < I —I—I Cloge

Follow instructions in the Rooms Grid section of this chapter for ranging and
washing rooms in the block allotment. However, from the header screen, you
have many of the same view and sort options found in the full grid.
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Block Grid

Group Room Grids manage the number of rooms, group rates by room types,
and potential revenue. The grid becomes available after the group becomes a
status of Tentative. Any changes to the room counts while the grid is still in a
tentative status affect only the Original Grid. After the group status changes to
a status allowing pick up of rooms, the Original Grid locks and any changes to
room counts affect the Original grid.

Once you save your Block Header, follow the steps below to access the grid:
1. From within either the block header or quick block header, select Grid.

The CURRENT GRID screen displays.

’[_‘3 Current Grid for 0611ROBINS From 11-06-06 To 11-10-C us DEF Property SHELL
Date [(10506 |58 goaen |
Display |Current vl
+ |Date KMGM KNGS [KEBM KSBS S.JSM SDBM 5155 COMP =
11-04-06 Sat
Original
Current
Pickup 1] 1] 0 1] 1] 0 1] 1]
(Original
Current
Pickup 0 1] 1 0 1] 1 0 1]
Qriginal 30 12 4 14
+ [Current 30 12 4 14
+ [Pickup 0 1] 1] 0 1] 1] 0 1] 1]
-
Criginal 30 12 4 14
+ |Current 30 12 4 14
+ |Pickup 0 ] 1] 0 ] 1] 0 ] 1]
Crriginal 30 12 1 14
+ [Current 30 12 4 14
+ |Pickup 0 0 0 0 0 0 0 0 0
Original 30 12 4 14
+ |Current 30 12 4 14
+ |Pickup 0 1] 1] 0 1] 1] 0 1] 1]
Criginal -
== = = =
Currency ﬂ Rates | Wash | Range | Priorities | Res. | Details | Close |

To enter data directly on the grid there are two methods: either use the buttons
at the bottom of the screen, or click in a region of the grid and directly type the
information into the field. The suggested method for entering room allocations
and rates is to use the buttons at the bottom of the screen.

Dates and rows with a “+”” symbol displays sell limits and overbooking limits if
applicable.

Use the arrow keys at the bottom of the grid to move the grid right or left.
Yellow dates indicate the hotel’s defined weekend.
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The Display menu in the search criteria at the top of the screen offer a variety
of views:

e Original reflects the allocated room counts for the group block while it
is still in a tentative status. These allocated room counts have deducted
from hotel inventory.

e Available only after the group turns Definite, Current reflects the
current number of rooms reserved for the group.

e Available reflects how many rooms are still available for individual
reservations to be booked.

e Rates reflect the rates assigned for each date for each room type in the
grid.

e Contract, an optional entry, reflects the number of rooms the group
agreed to on the contract and appears on reports for comparison
purposes only.
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to Grid
1.

Range Rooms | When you are ready to allocate rooms into the block Grid, follow the steps
below:

From the group’s CURRENT GRID screen, select Range.

The BLOCK RANGE SETTING screen displays.

*25 Block Range Setting - Current for 0611ROBINS
—Date Range —Values
Frorn |11-06-06 ﬁMon ™ sun ™ IncreaseiDecrease Rooms
¥ Mon
g E Tue Mo, of Rooms
8 v ied
Ta [11-10-06 EF” ¥ Thu Occupaney 1 | | Ratet] |
& Core I” Fii
® ElmulEr I~ cat Qccupancy 2 | | Rate 2 | |
¢ Shoulder End Qccupancy 3 | | Rate 3 | |
—Foom Types
Qccupancy 4 | | Rate 4 | |
Exor ______H
KNGS Total Rooms | 0] Addl. Rate | |
KSBM
KSBS
SJ5M
SDBEM
gJ8E
cutofDate |
COMP ﬁ
| Cutaff Days I:l
All Mone QK | Save | Close |

Enter a Date Range by choosing a From, Nights and To date. You may
also indicate the days of week to range rooms into the grid.

Place and “X” next to each Room Type to allocate rooms. Keep in mind
that each room type chosen here gets the same values applied. For
example, if you select KNGN, KNGS, TDBN, and TDBS, each room type
gets the same number of rooms allocated (i.e. 5 in the above example to
total 20 rooms applied).

'The Increase/Decrease Rooms check box has several different functions.
If you do not check this box, any values you enter become the actual values
in the grid. For example, if you do not check this box and enter 10 rooms,
even if there are already 20 rooms allocated for these rooms’ types, 10
rooms becomes the final figure per room type. Checking the box increases
or decreases the values by that amount. For example, checking this box
and entering 5 rooms per room type (or -5 rooms per room type). If the
block already has 10 rooms allocated per room type, the final figure per
room type 1s 15.

NOTE: In the Occupancy 1-4 fields, you may enter the number of rooms to
allocate for each room type based on occupancy (i.e. two rooms with one
person, two rooms with two persons, three rooms with four persons, etc.)
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5. Alternately, you may enter a rate for Rate 1 and enter an Addl. Rate for
each additional person, depending on the terms of your contract. The
additional person rate defaults to the hotel’s extra person designator.

NOTE: Be aware that using the additional rate feature because during the
Rate Query process, unless the reservations agent correctly inputs the number
of persons, the rate does not calculate with the additional person charges until
displayed on the reservation screen. This may cause an incorrect rate quote at
the time of Rate Query.

6. Enter a Sell Limit if you desire to set a limit to the number of rooms to
oversell within this group.

NOTE: This feature only applies if the group is marked as an Elastic Block.
This control only applies to rooms sold against the block in OPERA.

7. Cutoff Date/Cutoff Days allows you to set an individual cutoff date or
numbers of days by room type.
8. Select OK to allocate the rooms to the grid.
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Wash Rooms
from Grid

To wash rooms from a group, or decrease the existing allocation, follow the
steps below:

1. From the CURRENT GRID, select Wash.

The BLOCK WASH FOR screen displays.

’:!;:__FI Bloc =h far HOC:
- Date Range - Room Types
I™ gun — -
From [01-01-07  |BBMon & pon X [TDBS £
Mights ¥ Tue KNG
To[o1-06-07  |Flsst M Wed X QEEN
W Thy KMGS
M Fri
I sat =
one
—iiash —N'
= By\alue ™ By Percentage
vas
sellLimit| |

édvancel (5] | Save | Clase |

2. Enter a Date Range by selecting the From, Nights, and To fields or
choosing the check boxes next to the days of the week. In addition, you
may define separate wash values by choosing the Advance button at the
bottom of the window.

3. Select either the By Value or By Percentage radio button and enter a
Value or Percentage.

4. Place an “X” next to each room type to wash, or select All for all room

types.
5. Select OK to save changes and apply the wash to the grid.
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Room Type
Priorities in
Grid

The Priorities option allows you to modify the display order for room types in
the grid. Using this feature makes it easier to see the room types applicable for
the group in the first columns of the grid. This display order dictates the room
type selling order for this specific block in the reservations query as well.

To change the priority of room types displayed, follow the steps below:

1. From the CURRENT GRID screen, select Priorities.
2. Answer Yes to see the minimum available rooms.

The ROOM GRID PRIORITIES screen displays.

'g8 OFERA - Room Grid Priorities

Frio Room Type flin e =
TiENGN 15 15
2 KNGS 16 16
KEBMN 20 20
3TDEN 27 b
OSMM 1 1
HETH 0 0
KBTS 0 0
OSME 0 0

KSBS 0 1=

Clear | aort | 8] Zlose |

3. Click in the Pr. No. (Priority Number) column to the left of the room type
that contains the largest number of group rooms, and a 1 auto-populates.
Then select the room type that has the second largest number of group
rooms and click in the same column; a 2 auto-populates next to that room.
Complete this for the balance of room types in descending order.

4. Select OK and the room types reorder themselves on the grid. This display
order is now visible on the Rate Query for this group.
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Group Block Group block reservations can book‘ from within .thé block header. Follow the
Reservations steps below to access the Reservations menu within a group block:

From the main menu, select Reservations and Blocks.

Select Business Block.

Search for and highlight the desired block, and choose Edit.

Select Resv. This option is only available if the group is in a Definite status
and available for pickup.

As the screen opens, a pop-up message displays advising you “A Post
Master will be created, would you like to continue?” Answer “Yes.”

Al o e

w

The RESERVATIONS LIST screen displays.

Sotaies | | . Advanced
01-06-07 [ 0.00 =

| >
S&C Room Type Praofile
Date KNGN [KNGS [TDEM [TDBS  [KSBW [OSWN  STM  [<8T8  [osns  [keps  |=| | Opfions
01-01-07 Man 16 5 5 3 3 1 i il 0 il i eheckin
01-02-07 Tue 16 5 £ 3 3 i i 0 a i 0 Cancel
01-03-07 Wed 16 g 5 3 3 0 a i ] i i
01-04-07 Thu 16 5 5 3 3 i [i il I il i raup Opt
01-05-07 Fri 16 5 5 3 3 n i il i i 0

B Mlew
j&ailable j <5 = = > Edit

Close

&l W
®
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group.

The top portion of the screen displays reservations that exist for the group and
pertinent information on each. There will at least be a PM reservation for the

The buttons to the t pertain to the reservations listed on the top of the screen,
with one exception — New. For all other functions, you may highlight the
desired reservation and perform one of the actions listed below.

New allows you to make a new reservation for the group. To begin
a new reservation, select an available room type in the lower portion
of the screen and select this option.

Edit allows you to modify the selected reservation.

Options allow you to view the Reservations Options for the
highlighted reservation.

Profile displays the profile for the selected reservation
Check-In displays if the guest is due to check-in that day. We
cover group check in a later point in this chapter.

Advanced displays an advanced RESERVATION SEARCH
screen to locate reservations within this group block.

Cancel allows you to cancel a highlighted reservation.

Reinstate appears in place of the Cancel button if you have
selected a reservation that already cancelled. Both of these
functions work as they would for any reservation in OPERA.

Close exits the RESERVATION LIST screen.

At the bottom of the screen, the group room grid displays. This allows you to
display any room grid view to obtain room counts or rate information. To
change the display, click the drop down arrow next to the field at the bottom of
the screen to alternate between Available or Rates views.
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Group Options

From the RESERVATION LIST screen, select Group Opt.

Two important considerations before accessing the Group Options menu:

¢ You should always have the group’s PM (Posting Master) highlighted
before you open the Group Options menu. Doing so ensures that all
pertinent information entered on the Posting Master carties over to
new reservations made.

e If you have set up the block to be “GTD Only,” be sure that there is a
form of payment entered in the Details Tab of the block header.

%m OPERA - Group Options

Roaming List EhEnk n Gralp
Room &ssigh Foom Status
Frint Registration Cards Mew Post Master
Cielete Cut Keys

Close |
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Rooming List

To enter a group rooming list, follow the steps below:

1.

From the Group Options menu, select Rooming List.

The GROUP ROOMING LIST screen displays.

" OPERA - Group roorming list for HOC,
X [Conf Mo Marne First Title |Arrival Rms. [Adult (Child, [Room =
Hotel Dwners Co 01-01-07 * 1 il o
*
+
£ Claar
5
3
id Trapes
= Megeages
*
aharg
*
ad Profile
2 asy,
= ke
Quick Split
. o p
i B Gtids:
4 3
e » S Block
[ Reservation —  Prafile - -
= pew Al ‘ I Saarch Guest Profile | Erint
Save
Ditailed House Avwailabiity 15 15 15 15 15 =
h ; Close

If you want to Search Guest Profile when creating the rooming list, check
the box at the bottom of the screen. If you choose to activate this feature,
the system prompts with a PROFILE SEARCH screen for each new
reservation entered in the rooming list.

NOTE: The cursor is not visible but it is sitting over the first space in the
Name column of the rooming list. The name of the group appears in this field
but you can merely type over it

3.

4.

Enter the guests last Name, First name, Arrival, Departure, and room
Type by tabbing from one field to the next.

If there is no method of payment on the posting master reservation, (i.e.
each individual provides their own form of guarantee), be certain to tab to
the Payment field to enter a form of guarantee.

After entering all reservation information for the first guest on the list, use
the down arrow on the keyboard to move to the next guest. Continue this
process to enter all reservations.

NOTE: When you have entered the name of the last guest, do NOT arrow
down to the next line, this will create an unneeded reservation. If you do this,
you will have to go back and cancel this reservation.

6.

Select Save when finished.
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Rooming List
with Shares

—_

If you are entering a Rooming List where all rooms are shares, follow the steps
above but do not Save.

Enter all guest names, dates and room types as in the instructions above.
2. After doing this, click in the far left column (marked with an X) for the 2nd
name, 4th name and so on. Doing this designates each person marked with
an “X” to share a room with the name above. The first name is the
Primary name in the Share.

1 roaming list for HOC

¥ |Conf Mo MNarma First Title | Artival Crepariure Type Rims, \Adult (Child. |Room
Smith John 01-01-07 * 1 1 o
X Gmith Jane. |01-01-07. H o
Conner Eric 01-01-07 ) 4 1 1 i}
% Eanner Gally 01-01-07 GN | & 11 1] 0 T |
Davidson Adam 01-01-07 * 1 1 a
bl Davidson Jennitar 01-01-07 * 1 il 1}
Lowell Marcus 01-01-07 * 1 1 o Traces
Ll Lowel [Teisha |01-01-07 | 1 o lessagEs
S I
Share
ke
+* Profile
B Rasy,
+
Guick Eplit
*
B2 Grids
4
I Block
Reservation Profile. —
& Do Al | I Search Guest Prafile Erint
Save
Detailect Holse Avallagiity 15 15 15 15 15 e

ml W

®
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3. Select Save to upload reservations.

The following pop-up displays asking how you would like to divide the rate.

hare Cptions

 iEntire Rate for Primary Sharer:
i SplitRate evenly:for all Sharers
T Full Reate for all Sharets

There are 3 options:

e Entire Rate for Primary Sharer indicates the primary guest pays
the full room rate. Other guests in room pay no portion of the
room rate.

e Split Rate evenly for all Sharers splits the rate equally between
guests sharing the room

e Full Rate for all Sharers indicates each person in room pays the
full rate. This feature is used least often as it only applies when
each guest in the room pays a per person rate.

4. Make your selection for the Rate Share Option and select OK.

When viewing the grid after saving the shares, an asterisk displays to the left of
the guest’s last name indicating a share. At the bottom of the screen, the names
of sharing guests displays along with their portion of the room rate.

NOTE: For further information on Shares, please refer to the Shares section
of the “Reservations” chapter in this manual.
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There are a number of available buttons on the ROOMING LIST screen:

Clear allows you to clear any entries in the rooming list and begin a
new list.

Traces enables you to place traces on a single group reservation or for
all group reservations.
Messages place a message for a single group guest or for all guests in
the group.
Share allows you to select two existing reservations in a rooming list
and create sharing reservations.
Profile accesses the individual profile of the highlighted reservation
Resv accesses the reservation information of the highlighted guest.
Quick Split is a feature to split remaining rooms in the block into
individual, generic reservations. Refer to the following section for
instructions on this feature.
Grids allow access to the ROOM GRID screen for an updated view of
the room’s grid.
Block displays the BUSINESS BLOCK screen for an updated view of
the block header.

Print opens and prints a rooming list report for this group

NOTE: It is also possible to access the Rooming List feature directly from
the block header in the Quick Business Block.
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Rooming List
Quick Split

To perform a Quick Split of reservations for all remaining rooms in a group
block, follow the steps below:

1. From the ROOMING LIST screen, select Quick Split.

The ROOMING LIST — SPLIT screen displays.

oominglist-

Enter the number of rooms to split éMaximum availability: 207,

Mumber of Rooms

Drefault Mame

E3

Split

| Cancel |

2. Enter the Number of Rooms to split. The default is the number of rooms

available for pickup in the group block. You may select this default or any
lower number in the block.
3. Click the drop down arrow next to the Default Name to choose a profile.

4. Select Split to begin.

The remaining rooms split into individual reservations using the same profile
name as displayed in the screenshot below:

SHELL - Group rooming
X |Conf, Mo MName First Title |Arrival Rms, [Adult [Child, [Room ﬂ
14656 Smith Wesley 10-13-06 * 1 o0
14657 Srnith Wesley 10-13-06 * 1 10
14658 Smith Wesley 10-13-08 * 1 1 0.
14658 Smith Wesley 10-13-06 3 1 10
14660 Smith Wesley 10-13-06 bo 1 10
14661 Smith Weslay 10-13-068 3 1 10 Import List
14662 Smiith \Wesley 10-13-06 o 1| 1| ol Traces
14663 Smith Wesley 10-12-08 ¥ 1 1 0. Messages
14664 Smith Wesley 10-13-06 s 1 oo, =
Share
14665 Smith Wesley 10-13-06 * 1 10
14666 Srriith Waglay 10-13-06 + 11 4] o Profile
14667 Srnith Wesley 10-13-06 ¥ 1 1 0 Roey
14668 Srrith Wesley 101306 + I — o
Gk Split
14669 Srith Wesley 111 3-06 * 1 1 o = 2
l14670) Smith Wesley 10-13-06 s 1] | oL - Grids
4
I e = Block
— Resenation [~ Profile
& New Al H IV Bearch Guest Prafile Erint
Save
Detailed House Avallshity 17 17 17
: Close

5. Once the actual rooming list with individual names arrives, simply access

the reservations and perform a profile name change to update.
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Rooming List
Import

If a group contact sends a rooming list to the hotel in a file format, it is possible
to import that list directly into the ROOMING LIST screen and avoid the
entry of each individual reservation. To import a rooming list, the exact XML
file found on the OPERA server must be used to input the rooming list. For
more the location of this file, select F1 for OPERA Help.

Room Assign

The Room Assign makes blocking your group rooms fast and easy! Take
advantage of this functionality to block your groups in designated areas of the
hotel. You can also ensure that you are meeting their specific room needs by
using the Features or Floor fields for filtering. For example, if a group wants
all of their rooms to be quiet rooms away from the elevator, you can enter the
desired features and the system blocks the rooms as such, as long as they are
not previously blocked or occupied. To pre-assign rooms to a block, follow the
steps below:

1. From the Group Options menu, select Room Assign.

The AUTOMATIC ROOM BLOCKING screen displays.

e OPERA - Autormatic Room . nment for iHG
—Ivpe
" Assign i Unassign
—Guests
Arrival Data |11-17-06 r All Dates
Roorm Tyvpe il ETAFram | | To |
~Rooms:

Features | | | ity Raams

O —T
Floor |:l—l I ifclude Due Out Roorms
Start from Room I:l_il I Include Dut of Service Rooms

M Use Associated Ereferences

—Status

Start

S Close

2. Choose to Assign rooms and enter any pertinent Guests or Rooms
information.

3. Select Start. The assignment status of each arriving reservation displays in
the Status window.

4. Select Close when finished.

For more information on room assignment, refer to the “Front Desk” chapter
of this manual.
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Room Status Use the Room Status to view the Housekeeping room status of your arrivals
for groups due in on the current date, prior to using the group Check In
feature. This is extremely helpful for managing those groups that pre-registered
and pre-assigned for rooms.

1. From the Group Options menu, select Room Status.

The GROUP ROOM STATUS screen displays.

8 OPERA - Group roorm status for IHG or 11-19-06

Marme First Roor | Type Status ||
ImterCantinental 4iHotelzGraup 1123 TDBR

InterContinental ajHotelsGroup 120 TDEM L
InterCantinental 6iHotelsGraup 124 TOEM zL
|nterContinental Y|HotelsGroup 122 TODEMN ZL
InterContinerntal H 4001 Pt cL
InterCaontinental HHotelsGroup 335 TDBEM L

Close

Note the Housekeeping status for all rooms in the Status column. Once all
rooms’ display as “Clean” or “Inspected”, you may proceed with a group
check-in.

2. Select Close to exit.
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Check In
Group

The Check-In Group option allows you to manage your group check-ins and
registration card needs. This easily allows you to pre-register your groups by
filtering through the room statuses noted. Based on your key card interfaces,
you may also print their keys.

To check in a group, follow the steps below:
1. From the Group Options menu, select Check-In Group.

The CHECK-IN GROUP screen displays.

8 Checkn Group IHG O 11-17-06

—Cheekin

|
i Etafom[ |

= Clean Roams Only ™ Al Rooms
To |

—CUt keys — hurmber of kKeys
" Cut Keys to all group guests +' Per Besenation
" Prompt far each group guest £ Fer Adult Per Reservatian
" Do notCut keys toany guestin this group

—Frint Registration Cards
* Print registration cards to all group guests
" Pramptfor each group guest
(" Do not print registration cards to any guest in this group

—3talus

InterContinental 4.- Checked In. Room 123, =
InterCantinental 5 - Checked In. Room 120,
InterCantinental B - Checked Ih. Room 124,
InterContinental 7 - Checked In. Room 122,
|rterCantinental Hotels Graup - Checked In. Roaom 80071,
InterCantinental Hotels Group 3 - Checked In, Roan 3358,

Checkln

Group check in completed suc

4]

Close

2. Select to Check In Clean Rooms Only.

If you would like to cut keys for the group, make a choice in the Cut Keys
section as well as the Number of Keys section.

3. Select a choice in the Print Registration Cards section and select Check
In.
4. Select Close when complete.

NOTE: The status of each check in displays in the Status window at the
bottom of the screen; if any reservations do not have a payment type on the
reservation, a window displays prompting you to input a payment type for the
check in.
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New Posting

New Post Master allows you to create an additional posting master for the
group. Keep in mind that a posting master automatically creates when you

Master make your first group reservation. Use this feature when you need to create a
2nd or 3rd master for accounting purposes.
Delete Delete is not typically an option for hotels. This option remains locked by

permission intentionally as we never want to delete blocks, rather you should
cancel a block if it no longer has a contract at your hotel. Deleting a block
eliminates the block entirely from the database as well as deletes the block
history from the system. This feature only exists for hotels newly installed with
OPERA to delete any block mistakenly entered in the system.

Cut Keys

Cut Keys gives you the capability of printing keys for your group in advance.
Note that this functionality is based on the available functionality of your key
card interface.

To cut keys for a group without checking the group in, follow the steps below:

1. From the Group Options menu, select Cut Keys.

The CUT KEYS screen displays.

Ut Eeys

i ,Cut Keys for Al Arriving Guestsé
" Prompt and Cut Keys for Each Arriving Guest

—Mumber of Keys

& Per Reservation

" Per Adult Per Resemvation

oK Close

2. Choose an option to Cut Keys and the Number of Keys and select OK.
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Print
Registration
Cards

You can selectively Print Registration Cards via the final option in Group
Options. This enables you to print registration cards for guests that are Due-
In, In-House or Reserved.

To pre-print batch registration cards for a group, follow the steps below:
1. From the Group Options menu, select Print Registration Cards.

The PRINT REG. CARDS screen displays.

’";_H Frint Beg, Cards for IHG
—Frint Options

& Due n Gueafsé
" Inhouse Guests

" Reserved Guests

_En'nt Close

2. Select a Print Option and choose to Print.

NOTE: Unless you pre-assign rooms for this group, the room number field
on the registration card prints blank.
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Block Options

The Block Options pertain to the overall management of the block. Access these
options on the right side of the BLOCK HEADER screen.

Add P Changes Copy Delete
Depositizsl Zutoff Motes [term Inventory
Shift Crate Statistics CIHEL TEur SEHRE Fefr. Rates

Wash Scheduls

Zlose |

Add PM

Add PM creates an additional Posting Master. A confirmation message appears.
In cases of complex billing to a posting account, it may be necessary to create a
second or third posting master for separating the group billing charges. The
posting master creates but a 9000 number does not automatically assign.

Changes

Changes display the history of changes to the block, listing every change made to
the block and by whom. These changes display similarly to reservations or profile
changes.

i gl G=11-1
SUPERVISOR |17:03 11-19-06 !UF'DATE BLOCK PICKUP  |Block- IHG KNG - 2008-11-20 -=1
SUPERVISOR |17:03 11-19-06 |JPDATE BLOCK PICKUP  |[Block- IHG KNGN - 2006-11-19 -1
SUPERVISOR |17:03 11-19-06 [UPDATE BLOCK PICKUP  [Block- IHG KGN - 2006-11-18 -=1
SUPERVISOR |17:03 11-19-06 [UPDATE BLOCK FICKUP  [Block- IHG KMGN- 2008-11-17 -=1
SUPERVISOR |17:03 11-19-06 [UPDATE BLOCK PICKUP  [Block- IHG KMNGN- 2008-11-21  Sell limit Picku
SUPERYISOR |17.03 11-19-06 [UPDATE BLOCK GRID Sell Limit- IHG KNG - 2006-11-21 -=
SUPERYISOR |17:03 11-19-06 |UPDATE BLOCK GRID Allotted Block- IHG KNGN - 2006-11-21 -=1
SURPERVISOR |17:03 11-19-06 [UPDATE BLOCK PICKUP  [Block- IHG KNGN-2006-11-20 Sell lirmit Picku
SUPERYISOR |17:03 11-19-06 [UPDATE BLOCK GRID Sell Limit- IHG KNGM- 2006-11-20 -=
SUPERVISOR [17:03 11-19-06 |UPDATE BLOCK GRID Allotted Block- IHG KNGN - 2006-11-20 -=1 ;I
‘I | _’_I Close |
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Copy

Copy allows you to make a duplicate copy of the block, which is very helpful with
groups that occur in series. You can create the original block, entering all pertinent
information and then copy it for each of the future dates needed.

To copy a block and all rooms details to another block, follow the steps below:
1. From the Block Options menu, select Copy.

The COPY BOOKING screen displays.

"5;'__5 CPERA- Copy Booking

¥ Boom Block ¥ Include Booking Mates

¥ keep same Group Profile

Mew Business Block Status
MNesw Start Data [11-17-06 =

Mew Block Code (A |

Ik Close

2. To copy grid details from the original block select Room Block.

3. To copy any notes with the same group profile, select Include Booking
Notes and Keep same Group Profile.

4. Enter the group’s New Start Date and New Block Code.

5. Select OK to save.

NOTE: When using the Copy option, only reuse Block Codes for groups in
future business weeks. Your hotel may also have an application setting requiring
that all block codes be unique.

NOTE: Blocks copy with the hotel’s default starting status of Tentative. To
make the group block and the rooms allocated in the grid deduct from inventory,
you must access the copied block and change the status to Definite.
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Cutoff Cutoff allows you to cutoff all rooms in the group. This is a “hard” cutoff as it
returns all unsold inventory to the house. This feature works similarly to the
Cutoff Date or Cutoff Days feature on the block header, but creates an
immediate return despite the actual business date.

NOTE: After you use this option, any room reservations cancelled within the
block return to house inventory, not back into the block inventory.

Deposit / Deposit/CXL allows the user to enter a deposit of any payment method accepted
CXL by the hotel. Group deposits generally apply to the posting master and charges by

group members route to the master. Through this feature, you are able to apply a
deposit rule for all reservations as well as a cancellation rule.

For detailed information on posting deposits, refer to the “Reservations” chapter
of this manual.
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Notes

Notes posts notes about the block as a whole and are typically internal notes.
Notes to guests or guest follow-up items should apply to reservations directly as
traces, messages, or alerts.

To apply a note to a block, follow the steps below:
1. From the Block Options menu, select Notes.
The BUSINESS BLOCK NOTES screen displays.
2. Select New to post a new note.

The BUSINESS BLOCK NOTES — NEW screen displays.

58 OPERA-

Date.|11-1Q-DE 1728 | Intarnal M Kote Tvpe |EIiIIing Instruction | 1|

Title |Grnup Billing Instructions |

Please route roorm and tax for all guests to the posting master, 12

-

ok | ciose |

3. To keep the note internal and prevent it from printing on any group
correspondence, select Internal.

4. Click the drop down arrow next to the Note Type ficld to choose a note type.

5. Enter a Title for the note and type any instructions in the white text box.

6. Select OK to save.

Item
Inventory

Use this feature to reserve item inventory for the group, such as rollaway beds,
cribs, or equipment. For more information on Item Inventory, refer to the
“Reservations” chapter of this manual.
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Shift Date

Shift Date allows you to move the date of the group. You merely enter the new
group start date and everything transfers to that new date.

The only stipulation is that you cannot shift a group if reservations exist for the
group. If reservations exist, copy the group for the new dates then change the
individual reservations to move them to the new group.

To shift the start dates for a group with no existing reservations, follow the steps
below:

1. From the Block Options menu, select Shift Date.

The SHIFT DATE screen displays.

a CPERA - Shift Date

New Starting Date ([EEERIE |78

Ol Close

2. Enter the New Starting Date of the block and select OK.
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Statistics Statistics displays a screen shown below offering a group room count and
revenue summary. Potential refers to the revenue to receive if the group
consumes all of their blocked rooms. Actual pertains to their consumed pickup.

n OPERA- Bu: ock Summrmany

Currency USD

Potential Actual
Rooms Sold | a0] | i | 0.00%]|
Roomm Revenue | 2,500.00] | n.o0] | 0.00%|
F&B Revenue | o.00] | n.o0] | 0.00%)|
Other Revenue | 0.00] | .00 | 0.00%]
Total Revenue | 250000 | 0.00] | 0.00%)|
Avo. Room Rate | g2.33 | o.o0] | 0.00%]|

E'rl:kuplnft:ll E!ocl-clnfol Daily | Close |

Selecting Block Info displays a very informative group resume report.

ra Demo Hotal, Medium 16-25-04
Opera Demo Hotel, Mediur
0934
%pﬂa Biock info
Block Nama Robinson Marketing Group Confrmation No. 11928
Company MName Robinson Marketing Block Code RMU
Travel Agent Name Rata Codg
Start Dat 10-03-05 ongh
End Date 10-06-05 Market Cade [+
Deposit pad 0.00 source Code GD
Informatian Aceommodations Notes
VPGroup - settrace to tripk sheet beds and turndow n
FoomType OConfract Original Current  Flckup Avall Ratel Falez Rate Rated RoomPRevenue Tolal Revenua
10-03-05Mon CSTN ] ] o o (1] 99.00 0.00 0.00 0.00 000 0.00
KNGN 18 12 18 0 18 90.00 0.00 0.00 0.00 0.00 0.00
OBNS ] ] o o 99.00 0.00 0.00 0.00 000 0.00
CWVCN (] Q 0 ] ] 99.00 0.00 0.00 0.00 0.00 0.00
OWCS ] ] o o 1] 90.00 0.00 0.00 0.00 000 0.00
TOEeN 18 12 18 £ ; 1 90.00 0.00 0.00 0.00 742.00 743.00
TOes ] o o o 1] 90.00 0.00 0.00 0.00 000 0.00
Subtotal 36 36 2% T 20 743.00 7432.00

Pickup Info displays group pickup statistics.

Daily offers a detailed daily breakdown of block information.
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Custom
Tour Series

The Custom Tour Series feature allows you to copy a block for a series of blocks
that span a range of dates. Often, hotels book tour groups that return on a
monthly basis for example. Using this feature allows you to create blocks for
many dates in the future using the same block header information on the original

block.

To create a custom tour series, follow the steps below:

1. From the Block Options menu, select Cust. Tour Series.

The CUSTOM TOUR SERIES screen displays.

Tour Code [A4BUS | MasterBlock Code |BUS |
Block Code Arrival Crate Booking Status  |Block Name _ﬂ
B 01-01-07 TEM * 1Bus TourJanuary

Bz 02-01-07 TEM #* |Bus Tour February

BLIZ 03-01-07 TEM # |Bus Tour March

B4 04-01-07 TEM * {Bus Tour April

|4

Qi Close

2. Enter a Tour Code and Master Block Code.

NOTE: Custom Tour Series essential creates a master and sub-block scenario. If
your hotel has the application setting for unique block codes active, you must
enter a unique block code for each tour in the series. If not, you may reenter the
same block code for each tour as long as their dates are unique.

Enter the first Block Code followed by the first Arrival Date.
Enter the first block’s Booking Status and Block Name.

Press the down arrow on your keyboard to move to the next line.
Continue entering blocks for each block in the tour series.

Once finished, select OK to save the blocks.

Answer Yes to create the tour seties.

Select OK from the COPY BOOKINGS screen.

e S I Al

NOTE: Booking Status for each block must start at “TEN” (starting status) and
eventually change to a “DEF” status.
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Refresh
Rates

This feature refreshes all rates on the grid if an alternate selection is made to add a
Rate Code to the block header. All rates refresh to the details found on the
selected Rate Code.

NOTE: Any existing reservations made for this group for the original contracted
rates do not update. They retain their quoted rate to prevent confusion with the

guest.

©2006 MICROS® Systems Inc.
All Rights Reserved. Proprietary and Confidential.

383




—— Opera PMS Reference Manual

Wash
Schedule

Wash Schedule is a feature that allows you to setup a designed schedule for
washing rooms prior to the group’s defined cutoff date. Rooms that wash from
blocks via this automatic schedule return to general inventory and are no longer
available to sell through the group.

To setup a schedule for automatically washing rooms, follow the steps below:
1. From the Block Options menu, select Wash Schedule.

The BLOCK WASH SCHEDULE screen displays.

m OPERA- Bloc

Buginess Block [Hotel Owners Confererice |

Wash Rooms by |

Fercentane ( %) gell Lim ] WashCode |

1 2-07-06

B

CutaffDate | 12-14-06]FH
RoomTyee [ | 3]
& Wash by % O Wyash by # ofrooms
* Bl
Delete
Save
Clase

Select a Cutoff Date to being and choose a Room Type to wash.
Enter cither a Wash by % or Wash by # of room:s.

Select Save to retain this schedule.

Select New to enter a schedule for another room type or another date.
Continue this process until the entire schedule exists.

Select a WashCode to identify the type of wash scheduled.

7. Select Close to exit.

AN

a

NOTE: You may establish any combination of wash schedules (i.e. different
values by room type for each date), but once the group’s established Cutoff Date
crosses, or once a manual Cutoff is performed, the wash schedule is no longer in
effect. In addition, the wash schedule triggers during the Endo of Day
procedures, just as a cutoff would.
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Additional Group Features

Block
Charge
Routing

The most common Reservation Option to use in the context of a group is routing
instructions. Follow the steps discussed in the “Cashiering” chapter of this
manual.

One feature of the Business Block module is that when you make changes to
reservations within a group (such as routing), OPERA allows you to copy those
changes to all group reservations. This is particularly useful when setting up
routing instructions or making overall changes to the accommodations of a group.
When in the RESERVATION LIST screen, if you edit a group reservation and
perform any change, this feature activates when you save and close the
reservation. Below is an example of the screen that displays allowing you to copy
your changes to all guests in the group.

e Changes To

@ iThis GuestOnly:

" Al Guests inthe Graup

" Selected Guests

i Only Guests with Same Arrival Date
™ Al Checked n Guests

C ouestsinHousebetween | [BE and|  |FH

2k | Close |

Make the applicable selection (i.e. All Guests in the Group) and select OK. If you
have setup charge routing for one reservation in the group, you can use this
feature to copy those routing instructions to each reservation in the group.
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Cancel a Canceling a booking is performed in the same manner as changing the status of a
booking. Canceling a group booking releases all rooms that are blocked back to
GrouP the main hotel inventory.

NOTE: You cannot cancel a group block if any reservations exist for the group.
Follow the steps below to cancel a Group booking:

1. From the BLOCK HEADER screen, click the drop down arrow next to the
Status field and select the cancelled status (CXL).
2. Select OK to save changes.

The CANCEL BLOCK screen displays.

‘:{5 DOFPERA- Cancel Block - CGancellation Mo -1 68551

Cancellation Mo, [16551 |

Reason |BKD | +

Group Booked Ot Lot

Destination | Al

Cancel Block?

ol | Cloge I

3. Click the drop down arrow next to the Reason field to select a block
cancellation reason code.

4. Enter any additional comments in the free text box.

5. Click the drop down arrow next to the Destination field if you lost the
business to another hotel or location. This may be another city or perhaps a
competing hotel.

6. If a Posting Master exists, a prompt displays asking you to enter the reason for
canceling the Posting Master.

7. Select OK to save.

8. If this group is part of master block, select any addition sub-blocks to cancel
or choose None to leave the sub-blocks active. Select Proceed.
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Family
Blocks

When the Family Block application parameter is active, OPERA automatically
assumes that the Quick Business Block is Elastic. This means that you may make
reservations without being limited to a room allotment. All that is required is to
create a block header using the Quick Business Block feature and the status of the
group header must be Definite. This is particularly useful for impromptu groups,
such as an airline’s distressed passenger groups, that do not formally contract an
allotment. In addition, with this feature abbreviated rooming list functionality
helps to simply the input of reservations.

Once you create a block header using the Quick Business Block feature and turn
the group status to Definite, a Rooming List button appears near the bottom of
the QUICK BUSINESS BLOCK screen.

AcctiComp [Quick Block, Contact
Agent Contact
Group [GQuick Block Group Source

Block D (11201

Rooms | Caterlngl

Name [ENECELR o) =] Elastic [Bastic ~ Gutoff Days
StartDate poor-0s | ey e o —
Mights 5 ShoulderStartDate [ |FEE
EndDate [0506 06 |f weonesday  shoulderendpate | |EE Type [GRF [ =]

I” Suppress Rate Tracecode | | =]

uso

Block Code |[070500U[CKE

Status [DEF
Res.Type [5C

14

Rate Code
Packages

4 [l& [l# [1& |4

Market [250 Shoulder Start s
Source |[CVB Shoulder End 3
Owner [ALL TaRecLoc | ]
Rooming List Diary
Resv.
Date KMGH KNGS [8JSN SDBM _ |KSBM  |KEBS 5J85 COMP  [Comd -
08-01-06 Fri 10 10 10 10 rid
09-02-08 Sat 10 10 10 in
09-03-06 Sun 10 10 10| 10 Options
09-04-06 MWon 10 10 10| 10 Ok
09-05-06 Tue 10 10 10 1o =
etk | Save
Chiriark H === e == 2
Clase
Crested By SUPERVISOR on 11-21-0611:53 Updsted By SUPERVISOR on 11-21-06 1249

1. Without having to enter an allotment of rooms, simply select Rooming List.

The ROOMING LIST screen displays in an abbreviated format.

Marne First Title |Arrival Depariure Type Rrms. Adult Child. |Raorm =
g : o 1 10 A Rl

i Heay
&
* GuickBpiit
* Erift
H Save
v 5 —

| w| S

2. Enter the list of reservations as learned earlier in this chapter and select Save.

NOTE: Because there are no rooms allotted for this block, each reservation is
borrowed from general house availability. A message displays prompting you to
borrow rooms from the house.
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Chapter 11 — Commission
Handling
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Commissions Overview

The Commissions module is a licensed feature that is optional at individual
hotels. Processing and handling commissionable reservations in OPERA may
vary from location to location. All reservations made by a travel agency require
a profile attached to the reservation with a valid agency IATA number and
bank account. In addition, the rates reserved for the guest must be
commissionable rates.

Once a guest with a commissionable reservation has stayed at the hotel, the
reservation record falls into the Commissions module for processing after the
audit on the guest departure date. Depending on your hotel’s setup, the
commissions may pay directly from OPERA via a check run, may process to
another system via a file export, or may pay centrally. Instruction in this
chapter covers most payment scenarios, but may vary for your hotel.

Typically, if your hotel pays commissions centrally, most steps in this chapter
are not necessary. Be certain to confirm with your hotel’s Systems Expert on
the exact steps for commission processing.

Travel Agent
Profile Setup

When creating a Travel Agent profile, a few steps are necessary to ensure that
commission records create in the Commission handling feature.

1. First, for an agency that you intend to pay commissions via a central system
or third-party interface, a valid agency IATA number is required on the
profile.

| Account [ Emans |

Mare Fields | Stats & Info | Sales Info

—Address Information rInternal Information —————————
Account [ABC Travel Agency | Owimer __J Opera Superisor
| | Territory AI
| |
Address [123 Main 5t | Keyword ]
Business Address Type |Travel Agent LI
AR Na. | |
IATA e[ sl
Gty [New vor Ref. Currency [WSD |
Postal CodefExt. [10004 | [ |
Country/ State [US |2] [nr | +]
Search Account | | Active 7 Return
Account Mame Communications Options
~| ||[pusinESS | #| [203-405-6873 | —
I Tl | 2] | | —
| = Save
[ d=L 1.
[ e
Artive Close

Created by SUPERVISOR  On 05-14-0611:33 At HDC Updated by SUPERWISOR  On 05-14-0611:33 At

2. Next, select the Stats & Info button.

&l W
®
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The STATISTICS & INFO screen displays.

Search |

Statistics This Year Last Year
Room Nights [ | |
Artival Rooms | | |
caneat oo | B | BankAcooun [ROTEL B AT |
Mo Show Rooms | | | | Cammission Code
Day Use Rooms | | || —status
Total Revenue | | | | I Restricled
Room Revenue | | | |
F&B Revenue | | |
Extra Revenue | | |
Nen Revenue | I | Language [ | #]
Res. Nights | | | | mrno [ s
Res. Artivals | | | |
Cancel Res. | | | |
— | 1 | | Potential Rm. Nats. 1
Day Use Res. | | || Potential Revenue I:l uUsD —

Close

3. Click the drop down arrow next to the Bank Account field.

The PROFILE COMMISSION DETAILS screen displays.

y?;E HDC - Profile Comimi n Details
Bank Account |HOTEL BAMK ACCOUNT |£|
Commission Code [10 | 2|

4. Click the drop down arrow next to the Bank Account field again and
select the account from which to pay commissions to this agency.

NOTE: Your hotel may have several accounts from which to pay
commissions. Some commissions may pay centrally while others are paid via a
local hotel bank account.

5. Click the drop down arrow next to the Commission Code field and select
the type of commission available for this agency (i.e. 10%, non-
commissionable, 5%, etc.)

NOTE: This code is the default commission paid for every reservation made
for through this agency on rates that qualify for commissions.

6. Select OK and Save the profile.
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Setup

travel agents, follow the steps below:

Classifications, and Rate Codes.

Rate Code [CORP EX

Rata Header! Rate Detail | Megotiated | More |

Rate Code |CORP

Description [Corporate Rate

| %

Rate Category |CORP _iJ Rate Class

Falio Texd |

| %

Begin Sell Date [06-26-06 ||
End Sell Date [06-26-16 |
market [ND_ | #|
source | %]

Display Sequence

Room Types ‘KNGN‘ KNGE, KEBN, KEBS, SDBN, SJEM, BJ58

Package |

Commission % cote [ | ¥

—Sell Contrals

Minimum Stay Through Magmum Stay Through | |
Minirnurn Advance Booking l:l Waximurn Advance Booking I:l
Multinlication l:l Addition I:l

Winimum Geeupanee | maximum oeeupancy [ |

The RATE SETUP — EDIT screen displays.

~Transaction Details

Rate Code Additionally, for a reservation to qualify for commissions, the rate reserved
must be a commissionable rate. To setup rates to allow commissions to pay to

1. From the System Configuration menu, select Rate Management, Rate

2. Highlight the rate you wish to make commissionable and select Edit.

Search
DepositiCxl

¥ Discount
I~ Membership

Ta Inel.
Transaction Code (1000 A‘ [
PhyTrancCede | #
Currency Code A‘
Shart Infa
Exchange Type il _
_Components Cat
T Package I DayUse Auailability
I Megotiated I Complimentary
™ Suppress Rate: I House s
. Changes
IV Print Rate ™ Day Type

Repeat

Delata

ey

Save:

Close

rate.
5. Select to Save the Rate Headetr.

3. Enter a percentage in the Commission % field. This is the default
commission percentage used by Global Distribution Systems when booking
this rate option. This has no value in the calculation of commissions.

4. Click the drop down arrow next to the Code field and select a commission
code (i.e. 10% commissionable). This value overrides any percentage or
amount defined in a travel agent profile attached to a reservation for this
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Commission
Research

If there is a need to research any reservation record that processed through the
Commissions module, use the Commission Research feature to locate and
research that record. Follow the steps below to investigate a commission
record:

1. From the main menu, select Commissions and Commission Research.

The RESERVATION SEARCH screen displays.

Search

Mame Firsthiame [ ]

™ Checked In

compary [ ] copmo [ ] I Checked out

Agemt ] wtamo [ ] I~ Resawvation

sowrca [ ] crsma [ ] ™ cancellation
e[ ] contmo. [ ] I Mo Show

Mame Room  |Rm Type |Arrival

Departure [Rms |Paid|Status Agent Source -
[ C i 1 Y |CHECKED OUT ABC Travel
Andrevws, Patricia 202 KNGS |08-27-06 |06-27-06 1| N |[CHECKED OUT

AR b ricia

1] I v Resv.

comim.

Profile

|»

4

Close

2. Depending on the available information, enter the guests’ last Name or the
travel Agent name in the search criteria and select Search.

3. Highlight the desired commissionable reservation and select Resv to view
reservation details.

4. Select Comm to view the actual commission percentages or amounts
processed for this reservation.

The COMMISSION DETAILS screen displays the check number and
payment along with the current status of the commission check.

ion Details |

FPayment Method [CHK

Batch Rumber | S1

Check Rurmber | 12360
Payment Date [06-28-06

Fayrnent Armount | 2.00

Status [Outstanding

FPayment 1D | 102

Close I

5. Select Close to return.
0. Select Profile to view the guest or travel agent profile associated with the

highlighted commission record.
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Payment Processing

Overview

Each new business day, a reservation with commission records from previous
guest stays display in the Payment Processing area. There are two ways to
pay commissions:

%_5 HOC - Payment Proc

By Account By Agent

¢ By Account processes and displays all commissions for a particular
bank account. This feature is particularly useful if your hotel pays
agency commissions local (by their own bank account); in addition, use
this feature to process a batch check run.

e By Agent processes and displays any commissions for a particular
travel agency, regardless of the account paying the commissions. This
is particularly useful if you receive invoices for your travel agencies and
need to pay all commissions for one particular agent.

NOTE: Depending on your selection, the system calculates all applicable
commissions before displaying the Accounts or Agents to pay.
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Holding Situations arise from time to time, where it is necessary to investigate
. reservation records before paying commissions. In the event that you need to
Commission place a hold on either an individual commission record or for an agency as
Records whole, follow the steps below:
1. From the main menu, select Commissions and Payment Processing.
2. Select By Account or By Agent.

3. Search for and highlight either the bank account containing the commission
record or the travel agent to pay the commission.
4. Select OK to view commission records.

The COMMISSION PROCESSING SCREEN displays.

Brofile

H [Travel Agentf Source City |ATA Mo TS |Comm. Code Commission =
a5 Release

X |Boulder Travel Boulder

Send Zero

—Details for Boulder Travel

H|A P Name i Departure |Status Code |Comm. Revenue (USD) |Commission =
Cooper, Jennifer 05-09-06 05-10-06 CHECKED QUT (10 a0
X Barrins, Dagny 08-09-06 |05-10-06 |CHECKED OUT (10 285.00 28.40
X Kingshurry, David, 08-09-06 |05-10-06 |CHECKED OUT (10 285.00 28.40
Pay
Edit
- Options
New
—Funds AR
Paotential AR Qn Hold To Be Paid
Reports
85.490 0.00 85.50 0.00
Close

5. If you selected By Agent, the processing screen displays all commission
records for that travel agency. Place and “X” next to the agency name in
the “H” column to place all outstanding commission records on hold.
Alternately, you may highlight the travel agent and select Hold.

NOTE: The commission records below now have an “X” in the “H” column
indicating the records are on hold.

6. If you selected By Account, search for and highlight the appropriate travel
agent in the top of the screen to display all commission records for that
agency.
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—Hatel Bank Account (US Dallar)
- = Profile
H |Travel Agenti Source City IATA Mo, TS |Comm, Code Commission ﬂ
Blasland, Bouck & Lee Inc Syracuse 33503470 T o 0.00 Hoid
Boeing Travel Management CompaHazelwood 26582183 T |10 23.50 Send Zeto
Bokoff Kaplan Travel Marwich 07575890 T |10 220,00
Boulder Travel Boulder 0 T
Brownell Travel Huntsville 01597956 T |10 0.00
BTl Canada Mantreal 69501320 T |10 0.00
BTIHog Rohingan Readgin 91279344 T |10 0.00 ~|
—Details for Boulder Travel
Departure |Status Comm. Revenue (USDY)  |Commission =
- 05-10-06 |[CHECKED OUT |10
X Bartios, Dagny 05-09-06 |05-10-06 |CHECKED QUT |10 285.00 2850
X Kingshurty, David, 05-09-06 |05-10-06 |CHECKED QUT |10 285.00 2850
Pay
Edit
~| Options
e
—Funds AR
Potential AR On Hold To Be Paid
Reports
1366816 490333 13,328.16 311.60
Close

7.

8.

9.

In the lower portion of the screen (Details for...), place an “X” next to
each record in the “H” column you wish to hold for general investigation
reasons. Alternately, you may highlight the record and select Hold.

In the lower portion of the screen, place an “X” next to each record in the
“A” column you wish to stop the commission while waiting on an AR
payment for the reservation. Alternately, you may highlight the record and
select AR.

In the lower portion of the screen, place and “X” next to each record in the
“P” column you wish to stop the commission for records that deducted
commissions on a prepayment. In this case, the payment made by the
travel agency already deducted the commission, so you do not need to
process another payment.

10. To remove a commission from hold, follow any of the steps above. Then,

remove the “X” from the “H”, “A”, or “P” columns. Alternately, you may
highlight the agent or individual record already on hold and select Release.

NOTE: When you place a commission on hold for any reason, the Funds
section at the bottom of the COMMISSION PROCESSING screen displays
a total of amounts on hold.

NOTE: Commission records that display highlighted in yellow indicate there
are multiple commissions that apply to one reservation. In addition, the T/S
column identifies whether the commissionable profile is a Travel Agent or
Source profile.
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Manual If the commission amount or percentage calculate on a reservation record
needs to be altered, followed the steps below to manually change a commission
Change to record:
Commission
1. From the main menu, select Commissions and Payment Processing.
2. Select By Account and let the system calculate all outstanding

commissions.

3. Search for, highlight the desired bank account, and select OK.
Outstanding commissions calculate for the chosen account.

NOTE: You may also find the record by using the By Agent feature, but
searching by Bank Account displays more commission records at one time.

The COMMISSION PROCESSING screen displays.

—Huotel Bank Account (US Dollan

H Travel Agenti Source City IATA Mo TS |Comm. Code Commission B Bl
Blasland, Bauck & Lee Inc Siracuse 33503470 T | 0.00 Hald
Boeing Travel Management CompaHazelwood 26582183 T |10 23.80 Send Zero
Bokoff Kaplan Travel Marwich 07575880 T |10 220.00
Boulder Traval Boulder T
Browenell Travel Huntsville 01597956 T |10 o.on
BTl Canada hionireal 69501320 T [0 0.00
BTI Hog Robinson Readain 91279344 T |10 o.on -|

—Details for Baulder Travel
‘H |A ‘P |Name Arrival Departure |Status ‘Code ‘Comm. Revenue (LUSD) ‘Commission =

Kingshurry, David, 05-09-06  |05-10-06 |CHECKED QUT [10 2880

Pay
Edit
| Options
MNew
—Funds AR
Potential AR On Hold To Be Paid
Reports
1366816 4,874.83 13,299.66 368.50
Close

4. Locate and select the desired travel agent that the commission record
belongs to in the top portion of the screen.
5. Highlight the commission record in the Details section and select Edit.

Full commission details display for this reservation record.
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Commissionable Revenue 255.00 Comm. Revenue Tax 22.80

’:’;LE HDC - Baulder Tr:

Name [Barrios, Daony Canfirmation Mo, 103421
Arival Roorm Type
Departure Room No.
No of s, Rate Code
BlockCode [ ] Rate 285.00]__|
Commission Code @ ;l

Commission Amaunt 28.50 Amount Settled to AR |:|
Pre-Faid Commission

Tatal Commission to Pay 28.50

Motes =
- QK
(i Save
= Close
6. FEither change the Commission Amount manually or select a new
Commission Code.
7. Enter any comments regarding the change to commission in the Notes
field.
8. Select OK to save changes.
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Add a Manual
Commission
Record

If a reservation mistakenly did not have an appropriate travel agent profile
attached, or in the event that you need to manually add a record to process
commissions, follow the steps below:

1. From the main menu, select Commissions and Payment Processing.
2. Select By Account.
3. Search for and highlight the bank account to pay this new commission and

Outstanding commissions calculate for the chosen account and the

select OK.

COMMISSION PROCESSING screen displays.

—Haotel Bank Account (US Dallar)

4. Select New to add a new, manual record.

Profile
H Travel Agentf Source City |ATA Mo TS [Comm. Code Commission ﬂ
Blasland, Bouck & Lee Inc Syracuse 33503470 T o 0.00 el
Boeing Travel Management CompaHazelwood 26582193 T [0 23.50 Send Zeto
Bokoff Kaplan Travel Marwich 07575880 T |10 220,00
Boulder Travel Baoulder T
Browmell Traval Huntsville 01597956 T [0 0.00
BTl Canada Mantreal 69501320 T |10 o.on
BTl Hog Robinson Readgin 91279344 T |10 o.oo .|
—Deetails for Boulder Travel
[H[A]P [Name Artival Departure |Status [code [Comm. Revenue (USD) [Commission -
Kingshurry, David, 05-09-06 |05-10-06  |CHECKED OUT |10 285.00 28.50
Pay
Edit
M| Options
Iew
—Funds AR
Potential AR On Hold To Be Paid
Reports
13,668.18 4,874.83 13,299.66 368.50
Close
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The RESERVATION SEARCH screen displays.

Name FirstName | I™ Checked In ﬂl
Campany l:l Corp. Mo |:| ¥ Checked Qut
Agent ] wTaMe [ ] I Resemation
Source |:| CRE Mo, |:| I” Cancellation
e[ ] contra[ ] ™ Mo Show
K (Mame Room  |Rm Type |Arrival Departure |Rms |Paid|Status Agent Source -
Davis, Douglas 3270 M1 02-23-06 |02-24-06 N [CHECKED OUT

Davig, Robert 3133 W1 02-23-06 |03-02-06
Davis, Ron 4135 |R2 02-23-06 |02-27-06

M |{CHECKED OUT|

Davig, Brenda 02-23-06 |02-24-06 il
Davis, Byran 3460 |3 022406 |02-26-06 N |[CHECKED OUT
Davis, Jim 6415 |RE 022506 |02-26-06 N |[CHECKED OUT
Davis, Shane 3365 |5 02-27-06 |03-03-06 N |CHECKED OUT
Davis, Linda 3385 M1 03-06-06 |03-08-06 N |[CHECKED OUT
Davis, William 3229 i1 030906 |03-11-06 N |[CHECKED OUT - Rest.
<| | 2 Profile
B Carmm.
oK
= Close

5. Search for, highlight the reservation record to add a commission, place an
“X” next to the record, and select OK.

6. Answer Yes to add the selected reservations to the travel agency to pay
commissions.

Commissions for this bank account automatically recalculate and the new
commission records display for the account.

NOTE: When you manually add a commission record, the records
automatically place on hold. You must remove the records from the hold
status prior to processing commission payments.
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Commiission
Payments via
File Export

If your hotel processes commissions within OPERA and generates a file export
to deliver to a third party for payment, setup is required on the Bank Account
to indicate that commissions will pay via a file export. Once this setup is in
place, follow the steps below to generate the export:

From the main menu, select Commissions and Payment Processing.
Select By Account.

3. Search for and highlight the bank account to pay this new commission and
select OK.

N —

Outstanding commissions calculate for the chosen account and the
COMMISSION PROCESSING screen displays.

*E_E HDC - Comm
—Hotel Bank Account (US Daollary
H |Travel Agent! Source ity JATA ho Tig  [Comm. Code Caommission d Erofle

Blasland, Bouck & Lee Inc Syracuse 33503470 T |0 0.00 1G]
Boeing Travel Management CarmpaHazelwaod 26582183 T |10 2350 Send Zero
Bokoff Kaplan Travel MNorwich 07575850 T |10 220000
Bouldel ] Boulder T
Brownell Travel Huntsville 01597956 T |10 0.00
BTl Canada Montreal 69501320 T |10 0.00
BTIHog Rohinsan Readgin 91279344 T |10 0.00 v|

—Details for Boulder Travel

|H ‘A |P ‘Name Arrival Departure  |Status |Cude |Cumm Revenue (USD) |Cumm\ssiun =
Cooper, Jennifer - 05-10-06
Bai any B

CHECKED OUT 10

Kingshurry, David, 05-09-06 |05-10-06 |CHECKED OUT |10 285.00 28.50
Pay
Edit
M| Options
INew
—Funds AR
Fotential AR On Hold To Be Paid
Reports
13,668.16 4,874.83 13,290.66 368.50
Close

4. Select Pay to process all commission records not on hold for payment.

5. Enter the Departure Date Range for commissions to process. If your
hotel does not process commission exports daily, this is useful to include
several days’ worth of commission records.

6. Answer Yes to be sure that you want to pay commissions.

7. A message displays indicating that a text file has been created. Answer Yes
to print the transmittal letter.

An export file (in the designed file format) generates and stores in a designated
file location on the OPERA application server.
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DOWNLOAD THE EXPORT FILE FROM THE SERVER TO YOUR
LOCAL WORKSTATION AND DELIVER TO A THIRD PARTY

Once the file export generates to the server, follow the steps below to
download the file to your location workstation:

8. From the main menu, select Miscellaneous and File Download.

The FILE DOWNLOAD screen displays.

o

B9 HDIC - File Download
File Marme |krdel010.hlk Search |
File Mame Folder -

KRDELD10.hlk Dmicrostoperatexporfidelihdct

Download

= Close

9. Insert the file name of the export in the File Name field and select Search.

NOTE: File names and their extensions differ depending on the export type
and processof.

10. Highlight the export file and select Download.

&8 File Download

File Mame [KRDELO10 hik |

Dpen I Sawve I Cancel I

11. Select the option to Save the file.
12. Choose the directory on your local workstation to save the export and
select Save.

Once the export file exists on your local workstation, you may elect to deliver
the file to a third party for payment by email or any other delivery method (i.e.
file transfer or FTP).
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Commission
Payments via
Check Run

If your hotel processes commissions within OPERA and prints checks that you
mail directly to travel agencies for payment, setup is required on the Bank
Account to indicate that commissions will pay by check. Once this setup is in
place, follow the steps below to process a check run:

—_

From the main menu, select Commissions and Payment Processing.
Select By Account.
Search for and highlight the bank account to pay this new commission and

select OK.

Outstanding commissions calculate for the chosen account and the

COMMISSION PROCESSING screen displays.

*z_E HDC - Comm

—Huotel Bank Account (US Dollary

Erofile

H |Travel Agent! Source ity JATA ho Tig  [Comm. Code Caommission d
Blasland, Bouck & Lee Inc Syracuse 33503470 T |0 0.00 1G]
Boeing Travel Management CarmpaHazelwaod 26582183 T |10 2350 Send Zero
Bokoff Kaplan Travel MNorwich 07575850 T |10 220000
Bouldel ] Boulder T
Brownell Travel Huntsville 01597956 T |10 0.00
BTl Canada Montreal 69501320 T |10 0.00
BTIHog Rohinsan Readgin 91279344 T |10 0.00 v|
—Details for Boulder Travel
|H ‘A |P ‘Name Arrival Departure  |Status |Cude |Cumm Revenue (USD) |Cumm\ssiun =

Caooper, Jennifer
Bal any
Kingskurry, David,

(05-09-06

05-10-06

06-10-06 |CHECKED OUT

CHECKED OUT 10
10

28.50

Pay

Edit

Options

—Funds

ew

Fotential
13,668.16

AR
437483

On Hold
13,290.66

To Be Paid
368.50

AR

Reports

Close

Select Pay to process all commission records not on hold for payment.
Enter the Departure Date Range for commissions to process. If your
hotel does not process commission exports daily, this is useful to include
several days’ worth of commission records.
Answer Yes to be sure that you want to pay commissions.
Answer Yes to print held commissions on the pre-payment report if you
wish to see all commissions, yet answer No if you only wish to see the
actual commissions that generate checks.

NOTE: The pre-payment report prints to give you an opportunity to review
all records that are processing for payment by agency before the actual checks
print. Below is a sample report.
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Opera Demo Hotel, Small 62508

13:46
Commissions Pre Payment

Room  Name A1, Date Dep. Nis. Hold Comm Rate Code Disc.  NetCommssion TAX Amount Prepaid Comm. Comm. Revenue Comm Amt
o, Date AR Code Amt.

ABC Travel IATA - 13000

123 Main St.

Washington, DC-20002
us

103 Andrews, Patricia Mra. 06-27-06 06-27-06 0 10 MICROS £.00 Q.00 0.00 80.00 8.00 USD
104 Burcombe, Todd, Mr. 06-27-06 06-27-06 0 10 AbAT 10.80 Q.00 0.00 108.00 1080 USD
11 Caplan, Disna, 06-27-06 08-27-06 0 10 MICROS 8.00 0.0 0.00 2000 2.00 USD
17 Daniels, Travor, 06-27-06 08-27-06 0 10 MICROS 800 0.00 0.00 20,00 800 USD
129 Determann, Calin, Mr. 06-27-06 08-27-06 0 10 MICROS 8.00 0.0 0.00 2000 2.00 USD
403 Earls, Rita,Mrs. 06-27-06 08-27-06 0 10 CORP 0.00 0.00 0.00 90.00 5.00 USD
136 Fay, Christing, 06-27-06 08-27-08 0 10 MICROS 800 0.0 0.00 2000 8.00 USD
200 Fish, Fred, 06-27-06 06-27-06 0 10 MICROS £.00 Q.00 0.00 80,00 8.00 UsD
205 Minton, Zachary, 06-27-06 06-27-06 0 10 MIGROS 800 0.00 0.00 &0.00 8.00 USD
201 Minton, Zachary, 06-27-06 06-27-06 0 10 MICROS £.00 Q.00 0.00 80.00 8.00 USD
119 Minton, Zachary, 06-27-06 06-27-06 0 10 DAYR 800 0.00 0.00 2000 800 USD
204 Minton, Zachary, 06-27-06 06-27-06 0 10 MICROS £.00 Q.00 0.00 80.00 8.00 USD
208 Minton, Zachary, 06-27-06 08-27-06 0 10 MICROS 800 0.00 0.00 20,00 800 USD
208 Schulte, Bridget, 06-27-06 08-27-08 0 10 MICROS 800 0.0 0.00 2000 8.00 USD
102 Schulte, Heather Ms 06-27-06 08-27-06 0 10 AARP 0.00 0.00 0.00 90.00 5.00 USD
1 Tyler, Rakin,Miss 06-27-06 08-27-08 0 10 AARP 9.00 0.0 0.00 000 9.00 USD
Total for this Agent: 133.80 .00 0.00 1,332.00 133.80

8. After confirming all the payments to process, enter the First Check No. to
be used and select OK.

NOTE: Before printing checks, be certain that the check printer is loaded
either with pre-printed checks or with the appropriate paper or forms. After
selecting OK in the step above, checks automatically send to the workstations
default OPERA printer designated for checks.

9. Answer Yes to print the Check Summary report for a summary display of
all checks printed in this process run.

Below is an example of the Payment Details report.

micros TN Opera Demo Hotel, Smail 062006

Dpera 1251

Payment Details

Batzh Mo,  Chack Na.  Name Prapaid  Ase. Dats Dap. Dats Amaunt (USD)

ABC Traval  IATA 13000

a1 12360  Andrews, Palricia 06-27-06 06-27-06 BOO
a1 12350 Buroombe, Todd 062706 062706 10080
a1 12350  Caplan, Diana 062706 062706 B00
a1 12360 Danies, Trevor O6-2T-06 062706 B0
81 12350 Dwlermann, Coln 06-27-08 06-27-08 BOO
81 12350  Earb, Rita 06-27-08 06-27-08 800
a1 12380 Fay, Christing 06-27-06 06-27-06 BOO
81 12350 Fah, Fred 052706 052706 B0
a1 12380 Minton, Zachary 062708 062708 00
a1 12360 Minton, Zachary 062708 02708 B00
a1 12380 Minten, Zachary 06-27-D6 06-27-06 BOO
a1 12360 Minton, Zachary 06-F7-D6 06-27-06 BOO
a1 12360 Minton, Zachary 06-F7-D6 06-27-06 BOO
a1 12350  Sohube, Bridgot 062706 062706 B00
a1 12360 Schule, Heather O6-2T-06 062706 .00 o
81 12380 Tyler, Robin 06-27-08 06-27-08 800
Total 133.80
Tax Amound 000
Prepaid Amount 000
Total for Agent 13380
Trever's Travel  IATA 85674356
a1 12363 Burkelt, Al 052706 052706 10,80
a1 12383 Lemon, Natale 062708 06-27-06 Toa
a1 12383 Payna. Danial 06-27-06 06-27-06 1.7
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Commiission
Reports and
Options

To access all available Commission Handling reports directly from this module,
select the Reports option from within the COMMISSION PROCESSING
screen. A list of commission reports displays. Each report has a range of
filters to sort the display or data returned. Some example of reports useful
when handling commissions are as follows:

e Transferred Commissions report displays all commission records
within a departure range, with details, and a total commission amount
for the dates selected.

e Commission Payable report displays all commissions not on hold for
the selected agency or source.

From the COMMISSIONS PROCESSING screen, the Options feature
offers several alternatives for handling commissions prior to processing

payments. The list below identifies each option within this feature:

e Reservation displays the departed reservation of the highlighted
commission record.

e Folio Detail displays the departed folio of the highlighted commission
record including individual transactions.

e Folio History activates the history function to search for past guest
folios.

e Detach removes or detaches the highlighted reservation record from
the travel agent or source.
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Payment Activity

Register -
View
Payment
Details

After processing commission payments, those transactions and checks list in a
Register. To view payment details on a commission record, follow the steps
below:

1. From the main menu, select Commissions and Payment Activity.

Select Register from the CHECK BOOK MENU screen.

3. Highlight the Bank Account that the commission check was paid from and
select OK.

N

The PAYMENT ACTIVITY screen displays.

58 SHELL - Payment - Bank ra (US Dollar)

Search |

Payes [ABC | ¥ outstanding ™ Unpresented

BatchMo [ ] checkbo | ™ Reconciled ™ woid

Status Date

Commission

Reconcile

Unprese

Details

Woid

Reparts

Edit

Reprint

|— Close

4. Use the Payee field to enter the travel agent name or enter the Check No.
and select Search.

5. To view only checks that have not cleared the Bank Account, select
Outstanding in the search criteria.

6. To include checks that have cleared the Bank Account, select Reconciled in
the search criteria.

7. To include voided checks or checks not presented to the Bank Account for
payment, select either Unpresented or Void in the search criteria.

NOTE: The life cycle of a commission check is that it is first Outstanding,
followed by Reconciled. To “unreconcile” a check, you must return the check to
an Outstanding status. If marking a check as “unpresented”, the check must still
be Outstanding or Voided. To Void a check, the check may be either Outstanding
or Unpresented, but all commission details return for another commission
processing cycle. If you wish to reconcile an Unpresented check, you must first
return it to an Outstanding status before you can Reconcile.

The paid check record displays in the grid below.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

405




—— Opera PMS Reference Manual

8. Highlight the desired check to view and select Details.

The PAYMENT ACTIVITY — DETAILS screen displays.

06-27-08

Leman, Matalie 06-27-06

06-27-06

06-27-06

Commission

11.00

Payne, Daniel 06-27-08

08-27-06

11.70

Edit | Options

payment because of a prepaid commission.

payment for that commission record.

view folio details or folio history.

Each reservation record included in this check payment for this agency displays,
including those records processed that are currently on AR hold or excluded from

9. Highlight a reservation record and select Edit to modify the details of the

NOTE: This option is only available if the check has not reconciled with the
bank that needs a correction. In this scenario, you may void the payment, edit the
details and process another check to the agency.

10. Highlight a reservation record and select Options to view the reservation,

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.
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Register -
Reconcile
Checks

Once commission checks are mailed from the hotel and received by the agency,
those checks clear the Bank Account and must be reconciled within OPERA to
show a received payment. You may reconcile one or multiple checks at one time.
To reconcile an outstanding check in the Register, follow the steps below:

1. From the main menu, select Commissions and Payment Activity.
Select Register from the CHECK BOOK MENU screen.

3. Highlight the Bank Account that the commission check paid from and select
OK

The PAYMENT ACTIVITY screen displays.

?;S SHELL - Payrment Activity - Bank Of Opera (US Dollary
Search |
Payee [ABC ] M outstanding I unpresented
Batcha [ ] checkmo [ ] ™ Recanciled I~ oid

X [Check Mo Batch Mo Date Payee Commission Status Status Date =]
3 tstanding

Reconcile

Unprese..

Details

Woid

Reports

Edit

Reprint

= Close

4. Use the Payee field to enter the travel agent name or enter the Check No.
and select Search. To view only checks that have not cleared the Bank
Account, select Outstanding in the search criteria.

5. Select Reconcile.

The ENTER A RANGE OF CHECK NUMBERS TO RECONCILE screen
displays.

’?;fl Enter a Range of Check Mumbers to Reconcile

First Check Number 12360 Last Check Humher 12360
Reconciled Date [IERERE  |FH

0] | Close |

6. Enter the First Check Number and the Last Check Number that have
cleared the Bank Account.
7. Enter the Reconciled Date for the date these checks cleared the account and

select OK.
T ]
MICIrosS
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RETURN A RECONCILED CHECK TO OUTSTANDING STATUS

In the event that a check was mistakenly reconciled, follow the steps below to
return it to an Outstanding status:

1. From the PAYMENT ACTIVITY screen, select Reconciled in the search

criteria.
2. Highlight the reconciled check and select Outstanding.

NOTE: The check is now in an Outstanding status and may either be Voided or
Unpresented.

Register -
Void Checks

To void a check and return all commission details to process in another payment
processing cycle, follow the steps below:

1. From the PAYMENT ACTIVITY screen, search for and highlight the check

to void. Checks must either be in an Outstanding or Unpresented status to
void.

2. Select Void.

3. A message displays warning you that voiding this check returns all details back
to commission processing. Answer Yes to complete the void.

NOTE: There is no systematic way to undo a voided check. Once a check voids
all commission details must process again and a new check creates for the details.

b
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Register -
Un-
Presented
Checks

If you have a check that is either never delivered to the agency or source, or
simply never reconciles with the Bank Account, follow the steps below to indicate
its status:

1. From the main menu, select Commissions and Payment Activity.
Select Register from the CHECK BOOK MENU screen.

3. Highlight the Bank Account that the commission check paid from and select
OK

The PAYMENT ACTIVITY screen displays.

%5 SHELL - Paymerd Activity - Bank OF Opera (US Dollan)
Search |
Fayee [ABC | ¥ outstanding ™ Unpresented
BatchMo [ | CheckMo [ | I” Reconciled I vaid
¥ [Check Mo [Batch Mo Diate Payee Carnmizsion Status Status Date =
133 80| Outstanding
Recontile
Unprase
Dietails
vaid
Reports
Edit
Reprint
= Close

4. Use the Payee field to enter the travel agent name or enter the Check No.
and select Search. To view only checks that have not cleared the Bank
Account, select Outstanding in the search criteria.

5. Select Unpresented.

0. Answer Yes to mark the check as Unpresented, enter the date for the check
and select OK.

RETURN AN UNPRESENTED CHECK TO OUTSTANDING STATUS

If an Unpresented check finally reconciles with the Bank Account or delivers to
the agency, follow the steps below to remove the Unpresented status.

1. From the PAYMENT ACTIVITY screen, select the Unpresented option in
the search criteria to search for the check.
2. Highlight the desired check and select Outstanding.

NOTE: The check is now in an Outstanding status and may either be Reconciled
or Voided.
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Reprint
Checks

In the event that you need to reprint commission checks (i.e. if the check printer
jams or if you incorrectly number the check run), follow the steps below:

1. From the main menu, select Commissions and Payment Activity.
2. Select Reprint Checks.
3. Highlight the Bank Account that the checks were printed from and select OK.

The PAYMENT ACTIVITY screen displays.
4. Select Reprint.

The ENTER A RANGE OF CHECK NUMBERS TO PRINT screen
displays.

"5 DO GUMERT - Favinam Attty = Armantan Trestand Savings (LS 0oles
Bearch
Payen | | ¥ Qutstanding I Unpresented Beganiile
E Y oneckhn[ | I Recantiled ™ yoid Unprese..
Datalis-
| ® [check o [Batch Na |pate [Payse [Commission Gialus  [StelsDale = e
2681 1010004 Sun Seekars 2303 Ondstanding .Rg.pgzﬂs
Edil
Beprint
"= Enter 3 Range of Chack Numbers o Print
First Cheek Number 1 Last Check L 1
0k I Clase [
i 7 | T ™ = Close I

5. Enter the First Check Number and the Last Check Number to print and
select OK.

NOTE: Be certain to align the checks in the printer prior to performing this step
to avoid misprinted checks.

6. After the check print completes, answer Yes to print a Check Summary
report.
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Chapter 12 — Package
Management
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Packages

Packages consist of two components, the Element and the Group. Package
Elements are the individual items within a package, for example, a movie. The
Package Group combines multiple elements, such as dinner and a movie. The
dinner is an element and the movie is an element; however, they combine to make
a Package Group.

Within the Package Element, there are two different types that you may create - a
Simple Package or an Advanced Package. The Simple Package Element does not
have interface charges, it consumes as scheduled and a preset price posts during
the Night Audit.

The Advanced Package Element allows interfaces to post a charge, posts to a
guest room at the time of consumption and absorbs by the package rather than
appear on the guest folio, and an allowance applies for the price.

The Package Group combines multiple elements to sell as a single package.

Simple
Package
Element

To create a new Simple Package element:

1. From the System Configuration menu, select Rate Management
2. Highlight Packages
3. Select Codes

Search |
|Descripti0'n Currency =
\Br ¥ for 3
Breakfast for Twio Lsh
1 Bottle of Champagne LISD
] s Romantic Dinner for Two LIsh
DIMNMERZ2 Dinnerfor 2 75 LsD
SOLF 1 Round of Golf LIsD RateCodes
SioLF2 Cine Day of Golfing for Two (Wis{n] Repeat
W IE Movie Rental LIsD P
ROSES 1 Dozen Roses LIsD =
SPA Spa Services §100 LIsD —
THETZ Theater Tickets for Two usD Eet
B= Close

The PACKAGE CODES screen displays with all existing Package Codes in
alphabetical order. These Package Codes consist of both the Package Elements
and Package Groups.

4. Select New to add a new package code
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—;

% P ack

es
Fackage Header | P

The PACKAGE CODES screen displays the Package Header tab.

Short Description [One Hour Carriage Ride |
Code [CARRIAGE Description [One hour carriage ride during the holiday seqd &3
Forecast Group x|
I Transaction Details
Tax Inclusive Aliowance T
Code |5210 * | Carriage praft| | gl
overage | =T Less[ ]|
Alternates | | =] cumency [ ] =]
i Attributes
= Included in Rate Posting Rhythim |F"35t Every Might |£!
" pAdd Rate Separate Line Farmula | |
L g
sHdBae eanbines Qe Calculation Rule: |Flat Rate ;I
¥ gell Separate ™ Post Mext Day walid hetwean | | and |
fterr Irvertary | e

The Package Header contains these fields:

Code to enter the short code for the package element or group
Forecast Group allows making the element part of a package group.
Short Description information displays on package reports.

Description information displays within the Rate Info that agents review
with the guest.

Transaction Details

Code is the transaction code for the allowance on the package ledger.

Overage is the transaction code that any overage to the allowance posts.
If the amount consumed exceeds the allowed package allowance, the
excess amount posts on the guest folio using this transaction code.
Alternates includes any transaction codes allowed on this package. For
example, although we expect a guest to have breakfast in the café, they
may order room service instead and still have that amount allowed on their
package. You may also need to include taxes, gratuities, and beverages for
the package to post correctly.

Tax Inclusive deducts the tax amount from the amount of the package
element.

Allowance is for Advanced Packages. It allows the package charge to
post through an interface or manually in OPERA. After selecting
Allowance select the appropriate “Profit” and “Loss” transaction codes for
this package. These codes appear on the package ledger for accounting
reports.
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Package Profit is for any amounts that are less than the “price”. For
example, the hotel gains package profit from guests who do not consume
breakfast allowance amount.

Package Loss is for any amount that is more than the “price” yet less
than “allowance”.

Currency allows you to set the currency for the package element if you are
using multi-currency at your property.

Attributes

Included in Rate sets this package price to deduct from the rate amount
configured in the Rate Details screen on the Rate Code. The package
price allocates to this package element and the remaining amount in the
rate details allocates to Room Revenue.

Add to Rate Separate Line does not include the package in the quote
rate but rather adds it to the guest folio as a separate line item.

Add to Rate Combine Line does not include the package in the quoted
rate, yet combines the posting into one line item on the folio.

Sell Separate allows this package element to attach to any reservations
that have booked a regular (non-package) rate.

Post Next Day allows the system to hold the allowance amount until the
item posts on the following day. Typically, this only happens with
breakfast because the allowance is set-aside during the night audit but the
guest does not have their breakfast until the next morning.

Item Inventory allows you to attach an item that applies to the package
element.

Posting Rhythm determines if the package element is available each day
or only on certain days. Opera provides the ability to set posting rhythm’s
10 different ways, to suit every package’s needs.

0 Post Every Night — Post this package charge every night.

O Post on Arrival Night — Post this on arrival night only.

O DPost on Every X Nights Starting Night Y - Post this package
charge every X nights, beginning the Y night of stay. Example:
Start on night 3, Post every 2 nights. Reservation Arrival Monday
Depart Saturday. Monday, no charge, Tuesday, no charge,
Wednesday, package charge, Thursday, no charge, Friday, package
charge.
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Post on Certain Nights of the Week — Check mark the days of
the week to determine the days to post this package charge.

Post on Last Night — Post this package charge on the last night
of the stay only.

Post Every Night Except Arrival Night — Post this package
charge on all nights of the stay except the arrival night.

Post Every Night Except Last — Post this package charge on all
nights of the stay except the last night.

Do not Post on First and Last Night — Post this package charge
on all nights except the first and last nights of stay.

Floating Allowance per Stay — Floats the allowance to be
consumed at anytime during the guest stay.

Custom Posting Schedule — This user-defined schedule lets you
enter a posting rhythm over a 14-day period by assigning the day
(number) within a guest stay for posting this package price. For
example, if you check mark boxes 3, 5, and 7, Opera will post on
the third, fifth and seventh day of the stay and will repeat this
posting schedule after the 14th day through the remainder of the
stay.

ml W
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e Formula is available for advanced posting calculations.
e Calculation Rule determines how the amount calculates. For example:

0 Per Adult/Child - if the item is priced differently for adults than
children.

O Per Person - if the item is priced the same for adults and children.

O Flat Amount — if the item price does not multiply by the number
of people in the room. Flat Amount will also calculate PER
SHARED RESERVATION in the room assuming all shared
reservations have the same package rate.

e Valid Between controls the start and end times during which the
allowance defined in the package element are valid. If you leave the fields
blank, the allowance is valid all day. For example, if breakfast is served
between 07:00 and 10:30, you should allow breakfast postings to the
allowance only during this period. If a breakfast posting is made later, the
amount posts to the guest's folio. Remember that the time of posting is
the time the waiter charges to the room from the Point of Sale system, not
necessarily the time when the guest started breakfast.

Enter a unique package Code for the package element

Enter the Short Description

Enter the Description

In the Transaction Details section, enter or select a transaction Code. This
transaction code appears for allowance credit on the package ledger.

N W

NOTE: Overage is not required on a Simple Package, as there will be no
possibility of overage postings because there is no allowance. No Alternates are
required in a Simple Package, as the package amount applies during the audit, and
we accept no other charges or transactions. Do not check Allowance because
this package element should break out automatically on the package ledger of the
accounting reports. This package will never show any profit or loss because it will
always appear consumed at the exact amount set up in the package details.
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10.

11.

12.

13.
14.

%

Package Header  Packade Detail |

Select Add Rate to make this package add to the amount set up in the rate
code.

You may check Sell Separate to allow the ability to attach this package
element to reservations that have booked a regular (non-package) rate.

Note: This will allow a reservations agent to make any rate a Package Rate for
that booking only. Do not select Post Next Day, as this will never be an
option for a Simple Package because there is no allowance.

Select a Posting Rhythm based on the frequency of the posting for this item.
In this example, we select Post on Arrival Night because the guests are
entitled to use this package anytime during their stay.

Select a Calculation Rule based on how the amount calculates. In this
example, we select Per Room as the carriage ride charge applies to the room as
a whole.

Select Save to save the Package Header information.

Select Package Detail to continue with pricing information.

The PACKAGES screen displays the Package Detail.

es- Edit AGE

Season Code |:|_!I
Start Date
End Date
Price
Allowance |—|

41

Blew | Delete | Save | Close |
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1.

4.

15.
16.
17.

18.

The Package Detail tab contains these fields:

Season Code allows you to assign a Rate Season Code to this Package.
Start/End Date controls when the pricing is available for the package. You
can set multiple date ranges and pricing amounts for the package. The date
ranges cannot overlap. By default, the package code is valid for a ten-year
period starting on the date it is configured. Dates default to the dates defined
for the season if you assign a Season Code.

Price is the actual price of the package element. This amount posts to the
transaction code defined. (Price cannot be negative when the package has an
allowance.)

NOTE: The amounts you enter in the Price and Allowance fields are in the
currency defined in the package header.

Allowance is the amount that the guest can consume against the package.
This amount is the actual price for the element or the allowed consumption
price for the guest. The allowance cannot be less than the price.

Enter the Start Date that the price is available.

Enter the End Date that the price is no longer available.

Enter the Price for this simple package element.

NOTE: Since this is a simple package, do not enter an allowance.

Select Save to save the package details.
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Advanced
Package
Element

An advanced package is one that sets aside an allowance (credit) to offset by the
posted (debit) charge. This item typically posts separately through an interface
system, but it may also post manually in OPERA. In either case, the package
consumes the amount posted and does not post the charge to the guest folio.
Advanced packages may be set up to post the same day, the next day, or anytime
before the guest checks out.

Use the following steps to create this package:

Select Setup

Select Configuration
Select Rate Management
Select Packages

Select Codes

AREalR ol S

The PACKAGES screen displays.

WRHOTEL - Pac

Round of Golf (18
MOVIE Maovie (1 per day)
TKTS Theme FPark Tickets (per adulty

RateCodes

Repeat

[ ey

Edit

Delete

- Cloze

0. Select New to begin creating a package element.
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The PACKAGE CODES screen displays the Package Header tab.

25 - Edit: DINZ

Fackage Headerl Package Detail |

ShoDeseripton | |
Code |DINZ Description [Ramantic Dinner for Twa | %]
Forecastoroup [ | 4]
— Transaction Details =
Tax Inclugive Allowance M
Code |2004 _gJ ™ Restaurant- Dinner Profit {7550 _QI Package Profit
Owerage [T550 _!] ™ . Package Profit Loss (THE1 *| Package Loss
Alternates [2004,2005 | !_l Cutrency *
— Attributes
& |ncluded in Rate Posting Rhythim |Pust Every Might |_gJ
" Add Rate Separate Line Formula | |
(a i 7
Add Rate Combined Line: Calculation Rule [Fiat Rete |
¥ Sall Separate I~ Posthlest Day Validbetween | | and[ |
ltern \rwentonf| \ l
ew | DCelete | Save | Close

7. Create a unique package Code for the item

Enter a Short Description to display on Package Reports.

9. Enter a Description to display on the Rate Info used by reservations agents
to describe packages.

10. Enter the Code in Transaction Details that should post. This is the
transaction code for the allowance credit on the package ledger.

11. Enter the Overage transaction code when applicable.

12. Enter Alternates that the guest may use instead of the previously defined
Code.

13. Select Allowance to allow an overage.

14. Select the appropriate Profit and Loss transaction codes for this package.

15. Select Included in Rate to make this package price deduct from the rate
amount configured in the Rate Details screen on the Rate Code.

*

NOTE: You may also select Add Rate Separate Line or Add Rate Combined
Line.

16. Select Post Next Day to allow the system to hold the allowance amount until
the item posts on the following day.

17. Select a Posting Rhythm based on the frequency of the posting for this item.
In this example, we select Post Every Night because the guests are entitled to
a breakfast for every day of their stay.

18. Select a Calculation Rule based on how the amount calculates. In this
example, we select Per Adult as the breakfast charge applies to each adult in
the room.

19. Select Save to save the Package Header information.
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20. Select Package Detail to continue with pricing information.

The PACKAGES screen displays the Package Detail.

pg- Edit: DINZ
Package Header  Package Detail |

Seasoh Code |:|£|
StartDete [15270 |
End Date
prce
Allowance 120.00

4]

W= | Delate Save Cloze

19. Enter the Start Date that the price is available.

20. Enter the End Date that the price is no longer available.
21. Enter the Price for this advanced package element.

22. Enter the Allowance that the guest may consume.

NOTE: You must select Allowance on the Package Header in order to assign
an Allowance on the Package Detail.

23. Select Save to save the package details.

©2006 MICROS®
All Rights Reserved. Proprietary and Confidential.

422

Systems Inc.




—— Opera PMS Reference Manual

Attaching In OPERA, you have the ability to attach package elements and groups to specific
Packa ge to Rate Codes. This results in your hotel having Package Rates to sell.

a Rate To attach a package element or a group to a Rate Code, follow these steps:

1. From the Configuration menu, select Rate Management
2. Select Rate Classifications
3. Select Rate Codes

The RATE CODES screen displays.

ELL - Rat

Ratecode[ | &|  senpate[06-28-08  JEE  compay[ ]| searct |
Rate Category[ | #|
|start Sall [End Sell [Currency -
lo1-01-086 1 0 usD
06-27-06 06-26-16
Rack Rate RACK 01-01-06 06-26-16 UsD
Corporate Rale CORP 06-26-06 06-26-16 UsD
Standard Group Rate GROUF  |06-26-06 06-26-16 UsD
ans Rate DISC 06-26-06 06-26-16 UsD
Best Available Rate DISC 06-26-06 06-26-16 UsD
AMRF Rate DISC 06-26-06 06-26-16 UsD
Kevin's Klothing Rale LCORF  |0B-26-06 06-26-16 UsD
11|MICROS MICROS Systems, Inc, Megotiated Rate LCORP |D6-26-06 06-26-16 UsD Hew
12JUNPC Union Pacific Rallroad LCORP  |0B-26-06 06-26-16 UsD Edit
12[VAC Vacation Fun for Two FUNP 06-27-06 06-26-16 UsD Delete
il1 3DAYR Day Use Rate DISC 06-26-06 06-26-16 UsD " ILI T

4. Highlight the Rate to attach the Package
5. Select Edit

The RATE SETUP - EDIT screen displays.

Rate Code |HOMEY * Search I
Rate Header | Rate Detail I Megotiated I More | Dgpnsm’Cx\I
Rate Code [HONEY R O
Description [Honeymoon Package | &5 Tr: jon Code [1000 * m
Rate Category [VWEDP 3| Rate Class [PACKAGE Phg Tran Cods [7500 EX|
Currehcy Code |USD ok
Fofio Text | [ ] ¥ 2| Shart Infa
Exchange Tvpe |
Begin Sell Date [01-01-06 = Companents Long Info
End Sell Date [12-31-10 = F Packaoe ™ Day Use Availability
r - < .
Market 2| Megotisted I Complimentany
i I” Suppress Rate I House Use
goures [ | %]  Ptirt Rate I Day Tvpe Changes I
Display Sequence I piscount
Room Types [KNGHN, KNGS, KSBN, KSES, SDBN, SJSN, SI55 | || T Membership
Package [ | =]
commission® [ | code[ | 2]
—Sell Controls Eipest
inil Stay Through 1 Maximum Stay Through |:| Delete
Minirum Advance Booking I:I Maximurm Advance Booking e
Multiptication [ | Addition s
Minimum Occuparcy | Maximurm Oecupancy e
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6. Click the drop down arrow next to the Package field

The RATE CODE PACKAGE ELEMENTS screen displays. Packages
attached to this Rate Code display here.

Close

.1|

7. To add a package element, select New

The RATE PACKAGES screen displays.

FackagaHeaderl Package Detall I

| Froperty SHELL Rate Code HONEY
Code _g Short Description [
e Description [ |
Forecast Group ,— Package List [
- Transaction Detail
Code l_ i Allowance [
overage [ T currency
Alternates | paftl
Loss l—
el oty inRate [ |
Attributes
@ Includedin Rate Posting Rhythm l:lil
" Add Rate Separate Line Ee i l:l
 Add Rale Combined Line )
Caleulation Rule [Flat Rate vI
™ sell separate ™ Post hext Day Walid Batwean and
Inventary ltems | |

Save | QK | Close |

8. Click the drop down arrow next to the Code field
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The PACKAGE ELEMENTS screen displays the Package Elements for your
hotel.

Fackage Elements

Find| %

Froduct Diescription

AMPM  Breakfastand Dinner

BKFST2 Breakfast for 2§30

BREFZ Breakfast for Two

CARRIAGE One haur carriage rid_elll
[

Emul 0k I Qancell

9. Locate the Package Element by scrolling through the list or using Find.
10. Highlight the Package Element to attach to the Rate Code
11. Select OK

NOTE: Review the details for the package element or group. You may make
changes to the package element prior to attaching it to the Rate Code.

12. Select OK on the RATE PACKAGES screen
13. Select Close on the RATE CODE PACKAGE ELEMENTS screen
14. Select Save on the Rate Header
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Attaching To attach a Sell Separate Package to a reservation, follow these steps:

Sell 1. Click the drop down arrow next to Packages on the RESERVATION
Separate screen.

Packages

The PACKAGES screen displays.

reation 10400 RESERVER
Mame [Cook | Phone [555-555-2863 Agent 2]
First Mame [1atalis tember Type ¥ Company %
Title [M1s Ll Cauriry LS + Member Mo, Group id
Language |= 42' WP |1 + Mernber Lyl Source k4
Gontact| <]

Package |Description Rate Code Qty. |Price Fosting Rhythm Begin Date  |[End Date Excl. | &

gl | omew | ok Glose

Block Code 2] el ] Suite With

Canfirmation ™

Profile Hotes | Dep/Cxl Rule

Save (6]}

Crested By TRAIN ‘O 0B:26.08 Upidated By SUPERVISOR  oOn 06-29.06 Options Clnse

2. Select New

The PACKAGES — EDIT screen displays.

ation 10400 RESERVED

Name |Cook | Phone |555-955-2863 ‘Agent *
FirstMame [Matall= Member Type | Carnpany |
Title: M2 |;| CUUHTN‘Ur [IE: Membér'No.| | Group [ |L|
Language D_!I Mermber Lyl Source _I

conaet ]

Package [Description Package | bin Date [End Date  [Fucl
Quartiy
Posting Rhyihm | |

BegnDate[ |
Endoa | [EA

fol4 Cloge
Save | Close |

Blockcode| | ] ETA Bite Vi

canfirmation I

Profile Hotes | DepiCxl Rule

Bave [£]i4

Createc Hy TRAIN On 06-26-08 Updlated By SUPERVISOR  On DB-25-05 Optinris Close

w q
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3. Click the drop down arrow next to Package to select from the list of existing
packages.

The PACKAGES screen displays the package elements available to sell separate.

Find] %

Code Diescription |F'ri|:i=, 2l
GOLF a0.00
GOLF2 16000
MOVIE 12.95
ROSES 20.00

SPA 100.00
THETZ2 200.00
WACZ Wacation Fun for Two 490.00

I:HI

E1nd| 2k Qam:ell

4. Highlight the Package to attach to the reservation
5. Select OK

NOTE: The description that displays on this screen is the Short Description of
the package element configuration.

6. Verify and/or update the Quantity

7. Enter the Begin Date and End Date
8. Select Save

9. Select OK to continue

Continue adding any other packages this guest requires.

10. Once you attach all the packages, select OK to save the reservation.
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The RESERVATION screen now displays the package/s added.

oh 10400

Name |C | Fhane |555-555-2863 Agert i|
Firstbarme |Maiale MemberType [ | #]  compamy[ | #]
Titl Country (US| & Memberio [ ] TGN I 3
Language | #]  we[i__ | 2] wembertd [ ] sowes[ s
contact[ ] ]
More Fields-l
Arrival [D6-30-06 | Friday Res. Type | #| CreditCard € | GuestBalance
Mights Market _!J Association Disc. Amit. |:| o |:|
Departure [07-02-06 |EH  Sunday Source [GD | | GuestDirect Reasan| | 3|
Adults chig [0 ]| orgin [ | 2] TaRecloc |
Mo of Rms. Payment _zl___! Wisa Specials |:|_!|
Room Type [KEBN + RrTC. [KSBH || Credit Card Mo, [4444333322221111 comments| | #|
R0 e Extn, I:l_g Exp. Date [12/07
t Rate I, ersio || remmw [ s
cur [(50 | ¢|| approvalCoge[ ]
| mprovalamt [ ]
Blockcode [ ] #] el ]| sutewn[ ]
Confirmation I
gave K
Created By TRAIN O 05:26.08 Updated By SUPERYISOR  On 05-25-06 Options Close

For a package that is “Add to Rate”, the amount of the package increases the folio
total for Room Charge. For a package that is “Included in Rate”, the amount of
the package will reduce the amount of room revenue on a package.

11. Select Options to access additional package information through Rate Info.

The RESERVATION OPTIONS screen displays.

ion Options

Accornparying Add On AgentiCompany Alerts
Biflirg cancel Chanoes Confirmation
Credit Cards Delete Deposit Facility Bcheduler
Fixed Charges History Housekeaping Locator
Messages Package Option Party Privileges
Qeue Rate Info. Registar Card Raar Moye
Fouting Shares Traces

12. Select Rate Info
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The RATE SUMMARY screen displays.

Room Reverue|

6
07-01-06

112.50

Genetates Grand Total[ ]

121.81

a.01

Total 225.00

Exchange Rate : 1,00

AARP Rate
10% off standard rate

|»

StayTotal [ 23027]
Fixed Charges
Deposit
Grand Total

I=nnglr'1fo_| Details | Cloze |

13. Highlight the date that includes package charges.
14. Select Details to see the specific packages for that day.

The RATE DETAILS screen displays.

of each.

Description Amount
FAccommodation 52.50

CARRIAGE One hour cartiage ride during the holiday seaso G0.00] =
Total 11240

1000 7020 Decupancy Tax 1.58(~
1000 7010 State Tax 2.63
Grand Total 116.71

Close |

The top half of the screen shows a listing of packages for this date and the amount

15. Click Close to exit.
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Adjusting
Folios with
Package
Rates

The steps below describe how to adjust a guest folio with a package rate.
1. To adjust a package rate, select Post from the BILLING screen.

The TRANSACTION POSTING screen displays.

"% RESLU - Transaction Posting

Code Description Amount Qfy. Wi  |[ArrCode [Chack Mo, (Supplament Refarence el
21180 | #|Rebate Outlet 01 Food -5000 1 | w02 * Food Discnunﬂ

ot Posings 561 amount =0 | Glose

2. Choose the drop down arrow for Code to select from the list of transaction

codes.
3. Highlight the transaction code to adjust
4. Select OK

NOTE: A package rate is a combination of different transaction codes bundled
together. The transaction code appropriate for adjustments depends on a number
of variables. Check with your manager for specific decisions regarding which code
to use.

5. Enter the Amount to adjust
6. Detail the reason for the adjustment in the Supplement field
7. Select Post

NOTE: Remember to post adjustments as a negative value so that the guest folio
reduces by this amount.

8. If there are not more charges to post, choose Close to exit screen.
The adjustment now appears on the guest folio.

9. Select Close to exit screen and prevent any further postings.
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Chapter 13 — Revenue
Management
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Rate Codes

Rate Code
Overview

Rate Codes also know as “Rates”, when properly configured, offer various selling
options for your hotel to maximize your revenue. Every reservation requires a
Rate Code with the exception of reservations made through a Business Block.

Configuration of a Rate Code consists of four main sections (‘tabs’):

Rate Header is the default screen for a Rate Code with mandatory fields that
appear in bold. The header describes the rate itself and defines how the rate may
sell. Sub-sections of the Rate Header screen include Sell Controls, Transaction
Details, and Components.

Rate Detail is the tab to define the actual rate amounts for each room type.
Several fields in this screen are also mandatory. Details may vary based on rate
seasons or weekend definitions.

Negotiated is the tab to relate or connect Rate Codes with profiles. Rate Codes
have the ability to attach to any type of profile in OPERA; however, Company
Profile is more common. By making a rate Negotiated, users are able to generate a
specific search for a company’s rate in the Rate Query.

More is the tab to establish default Routing options or define Base Rates. We
discuss both of these options later in this chapter.
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Rate
Header -
New

To begin creating a new rate option for your hotel, follow the steps below to

create and define the Rate Header:

1. From the main menu, select Setup and Configuration
2. Select Rate Management and Rate Classification

3. Select Rate Code
The RATE CODES screen displays.
4. Select New to create a new rate.

The RATE SETUP screen displays.

Rate Code [CORP il

Rate Headerl Rate Detail | MNegatiated | Mare |

(- Transaction Details

Room Types [KNGN, KNGS, KSBN, KSBS, SDBN, SJ5N, 855

| 2]

Package |

| =

Commission % Code

Sell Cantrols

Stay Through |—1| Maximum Etay Through l:l

Minimum Advance Booking I:l Maximum Advance Booking I:l
Multiplication | sdditon ||

Minimum Occupancy Maximum Occupancy I:l

[<]
Search |
DgpuswUCxll

I mMembership

Tax Inc
Description [Corporate Rate || T Code [1000 | .
Rate Category |[CORF il Rate Class [CORP Pkg Tran Code a2
Currency Code [JSD L
Folio Text | |ﬁ i Short [nfo
Exchange Type *
Begin Sell Date [06-26-06 Jesi “CompoTEE Lang Info
End Sell Date [06-26-16 E I” Packaoe [~ DayUse Availability
Market iI | MNegotiated | Complimentary
I Suppress Rate [ House Use
soce ] S g changes |
Display Sequence ¥ Discount

Repeat

Delete

Mew

Save

Close

ml W
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8.

9.

10.

11.

12.

13.

14.

RATE HEADER SECTION:

5. Enter a Rate Code to use for selling this rate. Rate Codes should be short
codes for the rate (i.e. AAA). This code displays in the Rate Query.

6. Enter a brief Description for the rate (i.e. American Automobile Association
Rate). This description also displays in the Rate Query.

7. Click the drop down arrow next to the Rate Category field to select the

appropriate category for this rate.

NOTE: The Rate Class automatically populates with your selection.

If you wish for the room charge on the guest folio to display something other
than the transaction code description, enter a specific Folio Text.

Enter a Begin Sell Date for the first date the rate is available to sell
reservations.

Enter an End Sell Date for the last date the rate is available to sell
reservations.

NOTE: The sell dates should be broad and far into the future if this is a rate
option always available at your hotel (i.e. 01/01/01 to 12/31/25).

Click the drop down arrow next to the Market field to select the appropriate
market code for this rate. Defining the market here prevents users from
having to decide the market for this rate at reservation time.

Click the drop down arrow next to the Source field to select the appropriate
source for reservations booked at this rate. Defining the source here also
auto-populates in the reservation screen if reserving this rate. Only define this
on the rate if you expect all reservations to come from the same source.

Enter a Display Sequence for sequential order the Rate Code displays on the
Rate Query to sell.

NOTE: Day Types sell sequence overrides the display sequence set here. We
discuss selling strategies in a later section of this chapter.

Click the drop down arrow next to the Room Types field to select the room
types available to sell for this rate.
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The ROOM TYPES screen displays.

Roorn Type | | Search
Diescription | | L
Mone
¥ Room Type Description [=]
Fosting Mastar
X EMNGH King Maon-Smoking
K KMGS King Smaking
X K5Bn King Sofa Bed Nnn-Emnking
X |KEBS King Sofa Bed Smaoking
¥ 545N Standard Jacuzzi Suite Mon-Smoking
X |5DBM Standard Douhle Beds Mon-Smoking
X 555 Standard Jacuzzi Suite Smoking
COMP companent room
ComM1 Component Room 1 QK
= Cloge

15. Place an “X” next to each room type available for this rate and select OK.
Alternately, you may select All if all room types apply to this rate.

16. Click the drop down arrow next to the Packages field to select a package
element to attach to this rate. By selecting a package element here, all rate
details for this rate incorporate the package element. For more information
on packages, refer to the “Packages” chapter of this manual.

17. Enter a Commission % to pay travel agent commissions on reservations
booked for this rate, and click the drop down arrow next to the Code field to
select a pre-defined commission code.

NOTE: Failure to enter a commission percentage amount indicates this rate is
‘non-commissionable’. The Commission % and Code fields on the rate override
the commissionable amount found on a Travel Agent profile.
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TRANSACTION DETAILS SECTION:

18. Click the drop down arrow next to the Transaction Code field to select the
default transaction (i.e. 1000) used to post room and tax for this rate. This
code may differ depending on your hotel’s configuration.

19. If you quote this rate including tax and audit posts charges to the guest folio
without a separate line item for tax, select the Tax Incl. check box.

NOTE: Making a rate tax inclusive reduces the amount of room revenue on the
reservation.

20. If this rate option is an inclusive package, click the drop down arrow next to
the Pkg Tran Code field to select the package transaction code (i.e. 7500).
This code appears as one line item on the guest folio for this rate, instead of
individual transactions for room, tax, and package elements.

21. If this rate is quotable in multiple currencies, click the drop down arrow next
to the Currency Code field to select the currencies that apply.

NOTE: You may establish multiple currencies for each rate
22. If this rate sells in multiple currencies, click the drop down arrow next to the

Exchange Type to select the type of exchange applied to this rate.
Currencies may have different exchange rates established for different periods.
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COMPONENTS SECTION:

23. Select the Package check box if this rate sells as a package. The default flag
automatically checks when you attach a package element to the rate.
24. Select the Negotiated check box to indicate the rate is negotiated.

NOTE: A negotiated rate will not appear on the RATE QUERY DETAILS
screen unless it was directly entered into the query via a profile attachment or the
rate code field.

25. Select the Suppress Rate check box to prevent the rate amount from
displaying to reservation agents. The Rate Code displays as “SR” (Suppress
Rate) in the Rate Query if the user does not have permission to view rate
details.

26. Select the Print Rate option to print the rate amount on forms such as
registration cards, folios and confirmation letters.

NOTE: The Print Rate field on the More tab of the reservation must also be
selected to print rate information on customized forms. If this rate defaults to
print yet the user does not want it to print, removing the flag on the reservation
overrides the default on the rate.

27. Select the Discount check box to permit discounts on reservations for this
rate. If you do not select this option, discounts for this rate are not available
on the reservation.

28. Select the Membership check box to make this rate eligible for Frequent
Flyer or Loyalty Membership points during the stay.

29. Select the Day Use check box to make this rate available for a day use only
room.

30. Select the Complimentary check box to indicate the rate is complimentary
for marketing purposes. Selecting this option identifies reservations booked
for this rate separately on reports.

31. Select the House Use check box to indicate the rate is for internal
management use. Reserving Posting Masters (PM) is a prime example for this
option. Selecting this option also identifies reservations book for this rate
separately on reports.

32. Select the Day Types check box to indicate this rate for use in establishing
sell strategies. If this rate is setup in a Day Type configuration, the order that
it displays on the RATE QUERY DETAILS screen may differ from its
display sequence. For more information on Day Types, refer to the Day
Types section of this chapter.

33. If your hotel has the Best Available Rates feature active, select the BAR
option to define this rate as a best rate to sell in the Rate Query.
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SELL CONTROLS SECTION:

34. Enter the minimum number of nights in the Minimum Stay Through field
that a reservation must stay through to book this rate.

NOTE: Leaving the field (or any field in this section) blank indicates no
restrictions are established.

35. Enter the maximum number of nights in the Maximum Stay Through field
that a reservation can stay through to book this rate.

36. Enter the minimum number of days in the Minimum Advance Booking
field that a reservation must book ahead of arrival to offer this rate.

37. Enter the maximum number of days in the Maximum Advance Booking
tield that a reservation can book in advance of arrival to offer this rate.

38. Enter a number to multiply the rate amounts defined in the Rate Details in the
Multiplication field.

39. Enter a dollar amount to add to the rate amounts defined in the Rate Details
in the Addition field.

NOTE: When both Addition and Multiplication fields exist for a rate, the
system first calculates the Addition value and then uses the Multiplication value
to obtain the end result.

40. Enter the minimum number of persons required on the reservation in the
Minimum Occupancy field to offer this rate.

41. Enter the maximum number of persons allowed on the reservation in the
Maximum Occupancy field to offer this rate.

42. Select Save to save the Rate Header.
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Rate After saving a Rate Header, there are several option buttons to add additional
Header information to a rate. Listed below are the various options available:

Options e The Deposit/Cxl option opens the DEPOSIT
RULE/CANCELLATION SCHEDULES screen. From here, you
may directly apply a rule schedule for either deposit or cancellation
requirements (i.e. 14-day advance deposit required for one night’s room
and tax, with a one-night cancellation penalty) for this rate.

%8 SHELL - Depaosit Rule Schedules

Reservation Type | Search
Beqin Date |06-28-08 ﬂ
Season Code * End Date m ' Deposit
Dieposit Rule £  Cancellation
Block * I Display [nactive
DepositRule  |Rate Code [Res Type [BeginDate |End Date  [Override [Seq [Description -
R |DB-01-08 13-31-06 |1 Might Deposit due 14 days

[ey

Edit

Delata

Close

<

e Select the Short Info option to enter a brief description for the rate to
display in the lower-right corner of the RATE QUERY DETAILS
screen. Enter program specific information in this screen for
reservationists, such as “Identification Required” or specific package
details.

Code Shart Information

20% off of standard suite ratewith champaogne ;|
and rases upon arrival and $30 bhreakfast
allowance for 2 in the Restaurant or via Room
Senice

L«

jale Cancel | Eearchl
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e Seclect the Long Info option for a free text box to enter long, descriptive
information regarding this rate. This information appears if the user
selects to see Long Info from the RATE QUERY DETAILS screen.

e Select the Availability option to access the RATE AVAILABILITY
screen. Refer to the “Rate Availability” section of this chapter for more
details.

e Seclect the Changes option to review changes that have occurred to this
rate, such as the creation date or when an advance booking requirements
was added to the rate.

e Sclect the Repeat option to copy this Rate Code and create a new rate

without having to retype similar information. When choosing this option,
the COPY RATE CODE screen displays.

a3 Copy Rate Code |

Rate Code JRACK

Mewy Rate Code \_ﬂ M
Delete

- Close

W' Create Rate Details

Simply enter a New Rate Code in the grid and select OK.

NOTE: The Create Rate Details check box defaults as checked to copy existing
rate amounts to the new rate. If you wish to create different rates, uncheck this
option.

e Delete allows you to delete an existing rate option. You are unable to
delete rates that already have existing Rate Details or dependent
reservations.
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Rate Details  1hc Rate Detail is where you specify dates and room types for the rate. In most
- New hotels, the Senior Hotel Management, General Manager, Sales & Marketing

Rate Code |CORP ;I

Director work with Regional Offices to define the hotels overall annual
business/marketing plan. Once rates are established, entering them in the Rate
Details has direct impact on potential room revenue.

To establish Rate Details, follow the steps below:

1. From the Rate Header, select the Rate Details tab at top of screen.

Seatch |

Rate Header Rate Detail | Megotiated | ore
I
Dates Start End Room Types =
Season Code [N &

Start Date [01-01-02 |
End Date [05-26-0% =

Sun Mon Tue Wed Thu Fri  Sat
| PO I O W i I

0B-26-08
01-01-06 11-18-08 KMGM, KNGS, SDBEN
06-27-06 12-31-08 BJ8N, 5188
01-01-08 12-31-07 KEBN, KSBS

Amounts

06-27-06 12-31-07 SJEM, 5158

1 Aduft vonig[ ] |[M-1708 123106 [kGN, KNoS, SDEN
2 Adults achigren] ] ||01-01-07  133-07 |KNGN, KNGS, SDBN e — |
3 Adults 390.00 3 Children : 01-01-07 12-31-07 GJSN, 585
4 Adults 540.00 4chidren | |
& Adults 700.00
Exra Adult chidoaws [ |
Child_2 [ | = o
chidal | "
- Aftributes
Market [ND ] #| source 4| Dielete
Room Types [SJSN, 5J55 | #] Mew
Packages | | & Save
Close

2. Click the drop down arrow next to the Season Code to select a predefined
date range or seasons. If no seasons exist, you may enter the dates directly.

3. Enter a Start Date for this Rate Detail to begin.

4. Enter an End Date for this Rate Detail to end.

NOTE: If you select a Season Code, the Start Date and End Date automatically
populate.

5. If this rate detail only applies to certain days of the week, (i.e. Fri. and Sat.
only) place a check in the boxes to the corresponding days.
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AMOUNTS SECTION:

6. Enter the rate amount for 1 Adult, 2 Adults, 3 Adults, 4 Adults, and 5
Adults. If the rates quoted do not differ by number of adults, enter the same
rate in each field.

NOTE: Entering a specific rate for each number of adults here ensures that the
exact rate by number of adults display in the RATE QUERY DETAILS screen.
This also allows a manual definition of when the extra person charge begins.

7. If this rate has an extra person charge to begin with the hotel’s default extra
person designator, enter a rate amount in the Extra Adult field rather that the
2 Adults, 3 Adults, etc. fields.

NOTE: Use caution with this feature as the rate does not calculate the number
of adults until after the Rate Query and the user has the reservation in front of
them.

8. Enter the rate amount for 1 Child, 2 Children, 3 Children, and 4 Children
only if your hotel charges for children.

NOTE: If there is a charge for children, the system assumes this charge is in
addition to the number of adults in the room and adds the charge to the adult
charge. As a result, do not input the full rate amount, but only the additional
charges for children.

9. If your hotel charges different rates for children based on their age, enter a
value in all three Child #-# fields (where # is the hotel defined age ranges).

©2006 MICR()S® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

443




—— Opera PMS Reference Manual

ATTRIBUTES SECTION:

10. Click the drop down arrow next to the Market Code field to define the
market for this particular Rate Detail. This field auto populates from the Rate
Header; however, you may apply a different code for specific period.

NOTE: A Market Code defined on a Rate Detail overrides the Market Code in
the Rate Header.

11. Click the drop down arrow next to the Source Code field to input the
intended source of reservations for this particular Rate Detail. This field auto
populates if defined in the Rate Header; however, you may apply a different
code for a specific period.

NOTE: A Source Code defined on a Rate Detail overrides a Source Code in the
Rate Header. In addition, unless all reservations booked for this rate channel from
the same source of business (i.e. Internet), reservationists typically enter this field
on the reservation at the time of booking.

12. Click the drop down arrow next to the Room Types field and select the room
types available for this rate. The only room types that display are the room
types defined on the Rate Header.

13. If this rate detail includes a package element, click the drop down arrow next
to the Packages field to select the element.

NOTE: If you attach a package element to a Rate Detail, that element only
applies to that rate for the defined period. If you attach a package element to a
Rate Header, that element applies to all Rate Details for the Rate Code.

14. After entering all details, select Save.
15. Select New to repeat this process and enter additional rate details for different
room types or date ranges.
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Rate Details

Some additional features from the Rate Details tab are as follows:

B oPtIons e Use the Repeat feature to copy rates from one detail to another. This
function copies all rates and room types, but allow you to define alternate
dates.

e Use the Split feature to split an existing Rate Detail. To split a rate for a
specific date range and apply a different rate amount, select this option.
The RATE SPLIT screen displays.
Start Date [01-01-07 =
End Date |12-31-07 =
1 Adult tohig[ ]
2 Aults chigren |
3 Adults achildren |
4 Adults scrilgren| ]
5 Adults chido-ays| |
Edraddutt[| | chiid 2| ]
chig_3[ ]
8] | Zlnse |
e Enter a Start Date and End Date, define rates for the new Rate Detail,
and select OK to save.
NOTE: When splitting a Rate Detail, the room types remain the same, but the
dates and rates can differ.
e Seclect Changes to view a history of changes for the highlighted Rate
Detail.
NegOtiated The Negotiated tab of the Rate Code allows you to view and enter profiles that
Rates - New | offer this rate as a negotiated rate. Typically, Company profiles have negotiated

rates attached. Itis possible to create a link or relationship between an account
and a rate through the Profile Options, but you may also manage that from this
tab. The benefit of attaching an account to a rate is that whenever booking
reservations for this account, only the negotiated rate displays. To view or attach
profiles to this rate as Negotiated, follow the steps below:
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1. From the Rate Header, select the Negotiated tab.

NOTE: If this rate already has profiles for this rate negotiated, those profiles
displays in the grid. If no profiles are negotiated for this rate, the grid displays

blank.

2. Select New to attach a new profile. The PROFILE SEARCH screen
displays.

3. Locate the profile to negotiate for this rate, highlight the record and select
OK

The NEGOTIATED RATES screen displays.
4. Select New to establish the details of the negotiated rate.

A second NEGOTIATED RATES screen displays.

YESHELL - Nagotigtad Ratas

Rate Gode [RACK ] I Shaw Inaciive Search |

% Negotiated Rates > |

Seq. iR_ate"CD-de ind Sell Date =

RateCode [F/Ck ] +]

Start Sell Date [HBUEE |54

End SellDate 123107 |
Sequence | 1]

Commissioncoge | ]

Ok | Close |
| |

Dietail | RELS | Edit | Delete | Cloge

4]

5. Click the drop down arrow next to the Rate Code field to select the rate to
negotiate. From within this Rate Code, select the rate you are currently
working with.

6. Define the Start Sell Date and End Sell Date and select OK to save.

7. Select Close to return to the Negotiate tab.

The profile negotiated for this rate now displays.
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ate Setup - Edit
Rate Code [SORP 2] Search
Rate Headerl Rate Detail Megaotiated | More

Mame Commission Code  |Begin Sell End Sell -
Fish Food Fine Dining 1] 1

Changes
Edit
- Delete
-
IMew:
I” Show Inactive \nactivatel Prafile | —
Close

Negotiated
Rates -
Options

The various options available from the Negotiated tab are as follows:

e Inactive deletes the highlighted profile and inactivates the account as a
negotiated rate.

NOTE: The Show Inactive check box, when checked, displays any profiles or
accounts marked as inactive for this negotiated rate.

e DProfile displays the profile of the highlighted negotiated rate.
e Edit displays the NEGOTIATED RATES screen to alter the sell dates.

e Changes displays a history of changes for the highlighted account with a
negotiated rate.
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More Tab

The More tab offers additional options for managing rates. Listed below are the
options available on this tab:

e To define default Routing for any reservations for this rate (such as
Internet Wholesalers that traditionally route all room and tax charges to a
second folio window), click the drop down arrow next to the Instructions
tield and select either the Transaction Codes or pre-defined Routing
Instructions that apply. If these Routing Instructions only apply to a
certain type of profile, click the drop down arrow next to the Profile
Types field and define the profile type for these instructions.

e The Base Rates feature establishes one Rate Code as the “base” rate, and
each additional rate offered at the hotel may be set at a percentage or flat
dollar amount off that rate. Rate Details for rates using this feature
automatically create based on the original Rate Details for the “base” rate.
To establish a rate to use the Base Rate as its identifying Rate Details,
follow the steps below:

1. Click the drop down arrow next to the Base Rate field and select
the Rate Code defined as the hotel’s base (i.e. Rack Rate).

2. Click the drop down arrow next to the Amount field and select to

either base the rate as a “Percentage” or “Flat” dollar amount off.

Enter either the dollar amount or percentage in the field to the left.

4. Click the drop down arrow next to the Rounding field to
determine how to round the final rate calculations should they not
be an even amount (i.e. 10% off the base is $175.9877)

»

NOTE: The UP/DOWN options round to the nearest dollar with no figures
after the decimal point. The UP — Keep Decimal and DOWN — Keep Decimal
round to the nearest dollar and cent. NONE performs no rounding.

Rate Tiers

Hotels with guests that traditionally have extended or lengthy stays often use rate
tiers as a means to offer lower room rates for lengthy stays. OPERA offers
functionality to handle these rate tiers based on length of stay. In order to use
tiered rates when selling reservations, the Rate Tiers functionality must be active
with length of stay periods defined (i.e. 0-6 days, 7-13 days, 14-20 days, +21 days).

Once you define the length of stay periods, each Rate Code that sells based on
length of stay requires Rate Details for each tier. Follow the steps below to define
rates for each tier on a Rate Code:

1. When creating a new Rate Code, from the Rate Header tab, select the new rate
as Tiered in the Components section and Save the header.
2. Select the Rate Details tab.
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Search

Changes

Days, 7-13 Days, 14-20 Days, 21+ Days).

tier; select Save.

Rate Code [DLOS 2|

Rate Header  Rate Detail | Megotiated | More |

1-6 Days | 7-13 Days | 14-20 Davsl 21+ Days |

Rate Tier 7-13 Days
r Dates

Rate Gode [DLOS 3|
Rate Header  Rate Detail | Megotiated | More |
I 1-6 Days | 713 Days | 14-20 Davsl 21+ Days | Rate Tiet 1-6 Days
Dates
Room Types
Season Code [ALL _il
End Date [12 =
Sun Won Tue Wed Thu Fri Sat
(TP T2 I S T R T
Amounts
1 Adult 150.00 pomal |
2 Adults 150.00 2 Children
3 Adults 160.00 sohiden |
4 Adults 170.00 4 Children
-5 Adults
Eraddut |
Edrachild| |
Allributes

Start End
Seazon Code |ALL _!I " |
Start Date [75-25-17 =

EndDate [[251-07 |

Sun Mon Tue Wed Thu Fri  Sat

V.M FF

[ Arnaounts

1 Adult 124,00 qemal |

2 Adults 125.00 2 Children

3 Adults 135.00

soniden |

4 Adults 145.00)

4 Children

5 Adults

Edraddut |
Bdrachid |

gl

- Attributes

Room Types [KNGN, KNGS, KSBN, K3BS, SDBN, 5J5N, 8J] |

Split

Repeat

Delete

[New

Save

Close

At the top of the screen are buttons for each of the defined stay periods (i.e. 1-6

3. Enter rate details for the first stay period for all room types and select Save.
4. Select the second stay period (7-13 Days button) and enter rate details for that

Search

Changes

Split

Repeat

Delete

[dew

Save

Cloze

rates accordingly.

5. Repeat this process for all tiers before closing.

NOTE: When you move to the 2™ or 3" tier, the system asks if you want to copy
rate details from the 1% or previous tier. Answer Yes, but be certain to change the

ml W
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Global Rate | The Global Rate Update feature offers the ability to update and modify rate

details for one or multiple rates without having to access the Rate Details of each
Update individual rate. This is particularly useful for updating a range of rates if the hotel
has had an increase in the fair market value of all rooms.

To perform a global update of rates, follow the steps below:
1. From the main menu, select Setup and Configuration.
2. Select Rate Management.

3. Select Global Rate Update.

The GLOBAL RATE UPDATE screen displays.

% SHELL - Global Rate Update

— Rate Details —Calculation
Start Date Matching |EEEEEE

End Date Matching |12-31-06 ﬁ

{* Percentage Increase
™ FlatIncrease

—Filter
Fercentage Incresse
= Adults " Children
Rate Category tJ Raundto Mearest im "I
Rate Code |RACK % Add after Rounding
oK | Close |

4. Enter a Start Date Matching and End Date Matching in the Rate Details
portion of this screen.

NOTE: Dates entered here apply this global rate update to any rate details that
exist in this range of dates.

5. In the Filter section, choose whether this update affects Adults or Children
rates.

6. To filter this update to a specific rate or range of rates, click the drop down
arrow next to the Rate Category or Rate Code field.

7. In the Calculation section, select this update to either be a Percentage
Increase or Flat Increase or enter a value below for the increase (i.e. 10 for
10%)

8. Click the drop down arrow next to the Round to Nearest field to round any
odd percentages.

9. If desired, enter an additional amount to add to all rates after the percent or
flat increase updates in the Add after Rounding field (i.e. after 10% increase,
add an additional $5).

10. Select OK to save and answer Yes to apply the global rate update.
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Revenue Management

OPERA offers various tools to manage and yield the hotel’s rates and availability.
The intention of these tools is to maximize hotel revenue and assist with revenue
management from the PMS. If your hotel has a Revenue Management interface
active, these features are disabled to allow that system to act as the yield
management source.

The features available for managing revenue and rates are Rate Strategy, Rate
Availability, and Rate Restrictions, Day Types and Overbooking.

Rate The Rate Strategy program is a yield management tool to assist with monitoring

and managing availability of rates. Use the Rate Strategy feature as a tool to create
Strategy restrictions or to set sell limits on Rate Categories or Rate Codes. Follow the steps
below to establish a new Rate Strategy:

1. From the main menu, select Setup and Configuration.
2. Select Rate Management
3. Select Strategy

The RATE STRATEGY screen appears with a list of all existing strategies.

RestricfionDate | | & Search

4 NE

[ e | Edit | Delete | Close |

4, Select New.
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 Set Restrictions

The RATE STRATEGY — EDIT screen displays.

Yzt Rate Strateoy - Edit

Room Class !I Rate Category LI

RoomTwpe [ | =] Rate Code [BEST | =
Condition  If Times Sold Reaches =1 |5—| (f.: Elzrtc
Restriction Tvpes [ciosed tor arrival = 1 -
Fram To
Restriction Dates [06-Z6-06 || [os-26-07 |l
Control Dates [06-26-06 || [o8-26-07 |

Sun  hon Tue Wved Thu Fri Sat
I~ I~ I~ I~ = I~ =

Days inadvanca [ ] 1 Sequence

(] o4 I Clase I

Choose to set a strategy for a Room Class, Room Type, Rate Category, or
Rate Code by clicking the drop down arrow next to either field.

NOTE: The option of controlling the availability by Rate Category rather than by
Rate Code greatly simplifies the task of establishing strategies for each individual
Rate Code. All rates that belong to the one category adopt the strategy at once.

6. Click the drop down arrow next to the Condition field to establish the
strategy condition; the condition may be based on occupancy or reservation
activity (L.e. times sold, or if occupancy reaches).

7. Enter a value (either Percentage or Flat) for the condition.

8. Click the drop down arrow next to the Restriction Types field to choose the
restriction for the strategy (i.e. Closed for Arrival).

9. Enter the Restriction Dates From/To for the dates affected by the
condition. The selection here defines conditions for reservations booked on
these dates.

10. Enter the Control Dates From/To for the calendar days controlled by this
condition. The selection here defines the actual booking dates affected by this
condition.

11. If this condition only applies to certain days of the week, check or uncheck the
appropriate dates.

12. Enter the number of Days in Advance the condition applies. This rolling
date range moves along with the calendar.

13. Select the Sequence for this condition.

NOTE: The Sequence defines the order that the condition applies. If multiple
conditions exist for a reservation date, this sequence determines the priority of
which condition applies first.

14. Select OK to save.
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Rate
Availability -
View

The Rate Availability tool allows your hotel to set reservation hurdles and
manage the closing or opening of rates and house level restrictions. This feature is
similar to the Rate Strategy feature, but offers several more options for managing
rates with a visual display of rate activity. To access the Rate Availability feature,
follow the steps below:

1. From the main menu, select Setup and Configuration
2. Select Rate Management
3. Select Availability

The RATE AVAILABILITY screen displays.

Start Date Wednesday 06-28-06 Search |
" Rate Category " Rate Code I vearview
" Room Class ™ Room Type I overview

D

SHELL 2
WQB 2a|30|01 |02 03 04|05 |06| 07 |0a (o8 [10| 11 [12[13] 14|15 |16 [17 181920 21 |22 |23 24| 25 |26 |27 | 28

Rate Cat.
Rate Code
Rm. Class
Rm. Type
z Activity
— Restriction Type Legend el
Closed . Stay Through Min. E fia. E Length of Stay NA
Seguence
cloged for Arrival [l Length of Stay Min. [N] mae. [N] Restrictio. .
Closed for Departure . Advance Booking Min. IE Iz D Close

Various search features from this screen alternate the display. You may choose to
view availability of rates by date for Rate Category, Rate Code, Room Class, or
Room Type. Modifying the search criteria modifies the display grid. The Year
View and Overview options offer a quick display of house level restrictions over
extended date ranges. Alternately, you may select to modify the view by choosing
the Rate Cat., Rate Code, Rm. Class, or Room Type button on the right-hand
side of the screen.

NOTE: These buttons are not available if the corresponding check box is flagged
in the search criteria window.

Lastly, the Restriction Type Legend at the bottom of the screen displays a
color-coded legend for details within the grid (i.e. a red 2 in the grid indicates a 2-
night minimum stay through requirement at the house level).
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Rate Restrictions allow the hotel to manage availability from the Rate Availability

T feature. If properly managed and configured, this program works similar to a
Restrictions simple yield management system. Monitoring of availability and enforcing
Restrictions result in increased room revenues. Restrictions also allow you to set
house level restrictions from one screen. To use the Restrictions feature to set a
house level restriction, follow the steps below:

1. From the main menu, select Setup and Configuration
2. Select Rate Management and Availability

The RATE AVAILABILITY screen displays.
3. Select Restriction (Restriction...).

The RESTRICTIONS screen displays.

ELL - Regtrictions

Restriction Type |8kE

Begin Date |16-29-05 =
End Date |06-29-08 =

Sun Mon Tue 'Wed Thu Fri  Sat
| R TR R ™R [ [

House . Clear &1l Restrictions T
Roorn Class | |;|
Room Type | |=]
Rate Category | | =]
Rate Code | | 2]
Save (o] 4 | Close I
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4. Click the drop down arrow next to Restriction Type to choose from a list of
pre-defined restrictions (i.e. Open, Closed).

5. Enter the restriction Begin Date and End Date.

6. If this restriction only applies to certain days of the week, check the days
affected by the rule.

7. Select the House option to apply the restriction through out the hotel for all
rates and room types.

8. Select the Clear All Restrictions option to remove any restrictions in effect
for the dates selected.

9. Click the drop down arrow next to the Room Class, Room Type, Rate
Category, or Rate Code fields to set this restriction for a specific code or
category. If the restriction applies to all, leave these fields blank.

NOTE: The Room Class, Room Type, Rate Category and Rate Code are not
accessible when the House option is selected.

10. Select Save to save this restriction and enter a new one or select OK to save
this restriction and close the screen.

11. From the RATE AVAILABILITY screen, input search criteria to view and
confirm the newly placed restriction.

Restrictions
- Activity
vs. Actual

To view the availability and restrictions Activity currently configured along with a
history of restrictions set for the chosen date, perform the following:

1. From the main menu, select Setup and Configuration

2. Seclect Rate Management and Availability

The RATE AVAILABILITY screen displays.

3. Select Activity

The RESTRICTIONS ACTIVITY screen displays with a view of all currently
configured restrictions as well as a history of restrictions for the chosen date.

=

¥ SHELL - Restric v x|

End Date  Restriction Type Roorm Class |Room Type (Rate Cat. [Rate Code |Season Created Date  |User Mame =
0 B Arr Min Stay (2 10 121 SUPERVISOR
06-28-06  [06-28-06  |Cpen [Stay] 08-15-0613:38 | SUPERVISOR
06-28-06  |06-28-06  |Open [Stay] 08-15-06 1338 |SUPERVYISOR
06-28-06  [06-28-06  |Closed [Arival] 07-10-06 08:57 | SUPERVISOR
06-28-06  |0B-28-06  |Closed [Artival] 07-10-06 08:57  |SUPERVYISOR

Close
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To view the availability and restrictions that are Actual and currently configured
for the chosen date, perform the following:

4. From the main menu, select Setup and Configuration
5. Select Rate Management and Availability

The RATE AVAILABILITY screen displays.

6. Select Actual

The RESTRICTIONS ACTUAL screen displays with a view of all active
restrictions.

Restriction Type Roorn Class |Room Type |Rate Cat. |Rate Code (Season Created Date User Marme =
UPER ]
06-28-06  |06-28-06 | Open [Stay] 08-15-0613:38 |SUPERVISOR

08-28-06 |06-28-06  |Open [Stay) 08-15-0613:38  |SUPERVISOR
06-28-06  |06-28-06  |Closed [Arrival] 07-10-06 08:57  |SUPERVISOR
08-28-06  |06-28-06  |Closed [Artival] 07-10-06 08:57  |SUPERVISOR

Close
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Day Type Day Type Codes allow rate amounts to increase or decrease on specific days

depending on forecasted occupancy. Rate amounts temporarily increase for that
Codes iy iy :

day type by a percentage or additional rate amount. In addition, this feature allows
you to sequence rates differently than the default sequence for an alternate selling
strategy. For example, on the weekends, your hotel may prefer that discounted
rates display in the Rate Query before corporate rates. To setup Day Type Codes
for particular seasons or upcoming events, follow the steps below:

1. From the main menu, select Setup and Configuration
2. Select Rate Management and Property Calendar
3. Select Day Type Codes

The DAY TYPE CODES screen displays.

Day Type Code Description Seq. =]

Convention

WWKE Weekend 2

Seguence

[ e

Edit

Celete

= Close

4. Select New to create a new day type.
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The DAY CODES - NEW screen displays.

'u GHELL - Day Type Codes - Edit

Day Type Code |COF |

Description m

Multiplier |1 |

Adder [0.00 |

Display Calar |GREEN |£|

Display Sex. |1 |

Save Close

5. In the Day Type Code ficld, enter an abbreviated code used to identify this
day type.

NOTE: Stay consistent with the length of the code (it is recommended to use 3
or 4 alpha characters)

6. Enter a brief Description of this day type, such as weekend or citywide
convention.

7. Enter the Multiplier factor that multiplies the Rate Detail amounts when the
Day Type option is selected on the Rate Header.

NOTE: If using Day Types only to alternate the selling strategy, and not to
modify rates, enter a value of “1.”

8. Enter additional amount in the Adder field to add to the Rate Detail amounts
when the Day Type option is selected on the Rate Header.

NOTE: If using Day Types only to alternate the selling strategy, and not to
modify rates, enter a value of “0.00.”

9. Click the drop down arrow next to the Display Color field to select a color
indicator on the Property Calendar.
10. Enter a Display Sequence and select Save.

©2006 MICROS® Systems Inc.

All Rights Reserved. Proprietary and Confidential.

458




—— Opera PMS Reference Manual

To establish a new sequence for rates to appear in the Rate Query for a particular
Day Type Code, follow the steps below:

1. From the DAY TYPE CODES screen, highlight the day type and select
Sequence.
2. The SEQUENCE screen displays.

AARP AARP Rate 2
COMP Camplimentary Rate 4
CORF Carparate Rate 5
DAYR Day Uze Rate i
GROLU Standard Group Rate a
HOMEY Haneyrmoon Package 10
RACHK Rack Rate 11
NP nion Pacific Railroad 12
EMPR Employee Rate 13 v|
(0] 4 | Close |

3. To reorder the display of rates, click in the Seq. column and type in each
sequence for each rate (i.e. enter “1” for the rate to display first in the Rate
Query, followed by “2” for the second rate, etc.)

4. Select OK to save.
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Event Codes

To create codes for an upcoming event that displays on the Property Calendar,
follow the steps below:

1. From the main menu, select Setup and Configuration.
2. Select Rate Management and Property Calendar.
3. Select Event Codes.

The EVENT CODES screen displays.
4. Select New to create a new code.

The EVENT CODES — NEW screen displays.

®HSHELL- EventCodes - New

Event Code ACHY |

Description |irline Convention Wipd |

Display Sed. |2 |

Inactive [

Save Zlnse

5. Enter an Event Code and a brief Description of the event (i.e. ACW =
Airline Convention Weekend).
6. Enter a Display Seq. and select Save.
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Property To attach and activate Events or Day Types to the existing Property Calendar,
follow the steps below:
Calendar

1. From the main menu, select Setup and Configuration.
2. Select Rate Management and Property Calendar.
3. Select Property Calendar.

The PROPERTY CALENDAR screen displays.

June 2006 Year
Jan Feb | Mar Apr | May Jun Jul | Aug | Sep | Oct Hov Dec ‘ ’|
Sunday Monday Tuesday Wednesday Thursday Friday Saturday
1 2 3
155 155 155
9 H] 6 7 ] 9 10
155 155 155 155 155 155 155
" 12 13 14 15 16 17
155 155 155 155 155 155 155
18 19 20 21 22 23 24
155 155 155 155 155 155 155
25 26 27 28 29 30
155 135 132 134 150 147
gegendl Edit | Close |

4. Using the calendar button, search for and highlight the date you wish to being
setting an event or day type, and select Edit.

The EDIT PROPERTY/CALENDAR screen displays and lists any existing
Day Types or Events.

SHELL - Edit - Pre Calendar
Start Date [06-28-06 | DayType 4] Searth
End Date [06-28-07 ) Bent[  [s
Date Day Type Event -

d |06-28-06
Thu |06-29-06
Fri |06-30-06
Sat |07-01-06  |COM SMC
Sun |07-02-06
Mon |07-03-06
Tue |07-04-0
iWed |07-05-08 e
Thu |07-06-06 Delete
Fri  |07-07-0R JON ~|| Close
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5. Select New.

The ADD DAY TYPES OR EVENTS TO PROPERTY CALENDAR
screen displays.

"en Add Diay Types or Events to Property Calendar

From Date AGRE |54

To Date [07-01-06 |\

Diay Type | 3

Event | | ;I

Sun. Maon  Tue Wed Thu Fr Sat
VM M M M W~ . v

ok Cloze

6. Enter the From Date and To Date.

7. Click the drop down arrow next to either the Day Type or Event field to
select the code to add.

8. If this Day Type or Event only applies to certain days of the week, check or
uncheck the days and select OK to save.

NOTE: The new Event or Day Type now displays on the Property Calendar.
The entry may be color-coded in the Legend, depending on the configuration of
the Day Type or Event Code.
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Chapter 14 — User
Configuration
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User Configuration

Overview

The process of creating a new user within OPERA is a 3-step process:

1. Create a Cashier for the user
2. Create the User Name
3. Assign the user Permissions

This chapter focuses on these steps while explaining the options and
permissions for securely managing system functionality throughout the hotel
staff.

Add New
Cashier

The first step in creating a new user is creating a Cashier. This is not a
requirement for all employees of the hotel or OPERA users. If a particular
user does not need access to posting areas of the system or the need to check in
guests, then a Cashier is not necessary. Some good examples of users that do
no need Cashiers are Housekeeping supervisors, PBX operators, and Bellman.
These positions typically do not need access to post charges to guests bills
therefore would not need a Cashier ID.

To add Cashiers for each user requiring posting ability, follow the steps below:

1. From the main menu, select Setup and Configuration.
2. Select the Cashiering menu and Cashiers.

The CASHIER SETUP screen appeats.

cashiero [ | Narng | Search I
Starting Amount Inactive

] 0.00
70 Supervisor 0.00
71 Might Audit n.oa
100 Train n.oa
101 Fhil Marenson n.oa
102 Haob Jones 250,00

Amounts

(W=

Edit

<]

Close
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3. To create a new cashier, select New.

The CASHIER - NEW screen appears.

higr - Mew
Cashier ID
Mame |Andersun, Micheal Starting Amount 300.00
Resered [ || MaxUses 3
Float OverShart ¥ Last Opened |
Interface Cashier [ Inactive [ Tirmes Opened |
Exclusive Use ¥ |
) Amounts | Save | Close |

4.

10.

11.

12.

The First field is the Cashier ID. This is a numerical item that the user
identifies that cashier. The highest number allowed is 9999, and typically,
numbers under 100 are reserved for system cashiers and interfaces. This
number auto generates but can be assigned.

Enter the Name of the Cashier.

The Reserved field determines the property that uses this Cashier. Select
the down arrow beside the field to associate a specific property to this
Cashier. This is only necessary in multi-property environments where the
Cashier might post for multiple locations.

Maximum Uses field determines how many times in a business day the
cashier may open or close their bank. The standard for most hotels is three
3).

The Float Over/Short field allows the Cashier to drop over or below the
total expected drop. Check this boxes if your hotel allows an overage or
shortage to float until the next day.

Interface Cashier is checked for any system required Cashiers used by
interfaces (i.e., movies, call accounting, point of sale).

Exclusive Use checkbox determines if the cashier is devoted to only one
user. This prevents the Cashier from being available when selecting a
Cashier from the pool of available ID’s if the hotel is using the floating
cashier option.

Inactive is checked when an employee no longer works at the hotel. This
prevents anyone from logging in to the Cashier while maintaining the
history of what postings the Cashier made.

Select Save to complete the Cashier.

Create a User
Name

The second step in creating a login is adding the User. Everyone at the
property that requires access to OPERA must have a User name. This also
includes personnel responsible for profiles and the need to track profile
performance.

To create a new User, follow the steps below:
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1. From the main screen, select Setup and User Configuration.

2. Select Users.

The USERS screen displays.

Employvee Mame

ler

Fhil k. Marenson

port
Guest Services Manager

PMAREMNSON Guest Services
Zachary Minton ZhIMAN Management Information Technitian
Trish A Sanderson TRISHAS Guest Services Guest Services Supervisc
Qpera Supervisor SUPERVISOR Management General Manager
Train Training TRAIMN Management General Manager

Last Name | | 2| Jective =l search |
FirstName| |;| Depanment| |;|
Login Name | |_2] Joh Title #|

Login Mame Department Jab Title o

e

Edit

Unlock

2l

Close

ml W
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3.

All users in the system display in the main grid of this screen. The search area
is useful for finding a particular user when the list of users is quite long. In
addition, you may click the drop down arrow on the field in the center of
search criteria to sort the display by Active, Inactive, and Terminated users.

To create a new User, select New.

The NEW USER screen displays.

Dietails | External Lnginl
Login Name |MANDERSON Status IAcﬂve |
Password [~
Language Confirm Password [™™
[ @ wale  Female ‘ Disabled Until | |§| |
Disablegon[ |
Last Name |Anderson ‘
: Emp. Mumber cashierp [0 | il
First / Middle [Micheal I ‘ 2 [ 1]
Report Grou x
Joh Title +| GuestZenices Represent i i (= —
Department +| Guest Senvices Pass Exp Deys | 90) L El
. Lestlogin[____ ] craceLoginslet[ ]
Extension I:l
owner[ ]
Login Screen Dashboard o
Recy Broadcast Ms
Birth Date [02-19-71 |8 7 g
Address | |L| Application Access Control
(Home address) | | ¥ PMS W End of Day I~ &FA I~ oM
Y I sac ™ Utilifies [~ ocis [~ oxiHUB
Postal Code . .
Country/ State [US s | &||| iConfi " oRs ™ ocm
Communications |£|
Eermissionl MNotes | Save | Ok | Close |

The screen displays with four quadrants of information. Mandatory fields have
bold field descriptions.

4.

5.
0.
7

11.

12.

Select a language by choosing the down arrow beside the Language field.
Select the appropriate radio dial for whether the user is Male or Female.
Enter the uset’s name in the Last Name, First Name, and Middle fields.
Select the uset’s job title by selecting the down arrow beside the Job Title
field.

Choose the users department from the list of departments by selecting the
down arrow beside Department.

Enter the user’s phone extension in the Extension field.

. Enter a user’s initials to track performance and statistics of profiles linked

to the user via the Owner field.

The Login Screen determines the screen the user sees upon successfully
logging into the application (i.e. Dashboard). If you leave the field blank,
the user logs into the main OPERA screen.

Enter any Address and Communications information.
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13. The Login Name field is hotel defined and is the user’s login name. We
recommend having a standard for all names. Suggestions include the first,
middle and last initials or the first initial and last name.

14. Enter a generic Password for the user. The user is encouraged to change
the password upon first successful login. Passwords may be alpha,
numeric, or a combination of alpha and numeric. They must be seven
characters in length and must contain at least one numeric character.

15. Re-enter the chosen password in the Confirm Password field.

16. Cashier ID is the field to enter the Cashier associated to this person. If the

user do not make postings and does not have a Cashier, leave the field
blank.

NOTE: If your hotel uses the floating Cashier functionality and the users share
the same Cashier with other users, leave the field blank. When attempting to
access the posting area of the system, a prompt displays to choose the Cashier.

17. To define a specific report group this users defaults to when accessing the
Reports module, click the drop down arrow next to the Report Group
field.

18. Password Expiration Days field determines how often the uset’s
password expires.

NOTE: If the field automatically populates a number and the field is gray, then
the password expiration is set and mandated in another area of configuration.

19. Place a check in each box of the Access Control area to define the
applications this user may access for the Opera Hotel Edition. Most basic
users require access to PMS only, where a System’s Expert requires access
to PMS, Configuration, End of Day, Utilities and the like.

20. Select Save to complete changes and remain on the screen.
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Assign
Individual
Permissions

Once a user exists, to assign permissions to that user, follow the steps below
1. From the User ID - EDIT screen, select Permission.

The USER PERMISSIONS screen displays.

o o

SHELL - User Perm
User Group and Permissions for User MANDERSON

HOHN-GRAHNTED User Groups

B Opera Supervisor Graup
% Systermns Expert

GRANTED User Groups and Permissions

E&iFront Desk, =
BH RESERVATIONS
EHZAQUICK KEYS
- GEMERAL

Grant - BLOCKS
£
B
B

H-(] FRONT DESK
(1] END OF DAY

HON-GRANTED Permissions (1] CASHIERING

FHCI AR = EHZAPROFILES

] AR GOMFIG v ACCESS CODE MANAGEMENT - Allows userto r
-0 BLOCKS Revoke v ACCOUNT MERGE - Merge Company Profiles
I CASHIERING v ACCOUNT OVERVIEW - Arcess to Account Overy
L CASHIERIMNG GOMNFIG v ACCOURNT PRINT - Print Account Repotts

] GATERIMNG CONFIG v ADD MEMBERSHIP AWARD - Add Membership A
- COMMISSIONS v AR ADD - Add AR Mumber ta Profile

FHC COMMISSIONS COMFIG v AWARDS LODKUP - Awards Lookup

[ EMD OF Dy v CC EDIT - Edit Credit Card Info on Profile

B EXTERNAL CONFIG v CCMEW - Add Credit Card to Profile

B GENERAL v CENTRAL AR EDIT - Edit Central AIR number
- GROUP v CHAMGE GUEST PROFILE - Change Guest Profi
ARG " CHAMGE PROFILE TYPE - Change Profils Type
B MAILING = al ) | _.l—l

Grantees | Eind | Copy | Save | O | Close |

The right side of the screen displays the security permissions the user has access
to (GRANTED). The left side of the screen displays the security permissions
the user does not have access to NON-GRANTED). The top portion on the

left displays available NON-GRANTED User Groups with lists of predefined
permissions by job role (i.e. Housekeeping, Guest Service Representative).

The screen example above displays a “Front Desk™ user group granted to the
individual, and displays the folders (areas of the system) and individual
permissions granted when the User Group granted. Permission folders group
individual permissions by module of the system, to include configuration areas.

2. To grant access to a User Group, Folder, or Individual Permission,
highlight the intended item and select Grant located in the very center of
the screen. The permission moves to the GRANTED side of the screen.

3. To remove access of a User Group, Folder, or Individual Permission,
highlight the intended item and select Revoke located in the very center of
the screen. The permission moves to the NON-GRANTED side of the
screen.

4. Select OK to save changes and OK to save the user.
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Unlocking a With the latest of security measures, if a user un§uccessfully attempts to log into
User the system more than 3 times, OPERA automatically locks the user from

se logging back into the system. This situation requires management access to
unlock a user.

To unlock a user, follow the steps below:

From the main menu, select Setup, User Configuration and Users.
The USERS search screen appears.

Last Mame | | =] [active =1 Search I
First Mame il Depanment| |£|
Login Mame ;l Johk Title *
-
Guest Bervices
Zachary Minton ZhIMAN Managerent Infarmation Technitian
Trish A Sandersan TRISHAS Guest Serices Guest Services Supervisc
Cpera Supervisor SUPERWISOR Management General Manager
Train Training TRAIMN Management General Manager
(=10
Edit
Unlock
- Close
4] | |

1. Locate the user and highlight the Employee Name.
2. Select Unlock.

The USER PASSWORD screen appeats.

User [MANDERSOM |
Laogin Mame [Anderson, Micheal |
Password
Confirm Password | |
Disabled Until | == |

Disabled on |[06-25-06 =

Save I Close I

3. Enter the word “password” in the Password field as well as in the
Confirm Password field.

4. Remove any information in the Disabled On field and select Save.

Have the user to login to OPERA again and reset their own password as

learned in the “Miscellaneous” chapter of this manual.

b
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Create a New
User Group

User groups are useful to cluster sets of permissions together so we can quickly
assign permission rights to individuals. To setup or create new user groups for
your hotels job roles, follow the steps below:

1. From the main menu, select Setup and User Configuration.
2. Select User Groups.

The USER GROUPS screen displays.

Group Mame Cescription

|

Permission
FD Front Desk —_—

OFERA SURPERWISOR
SYSEXRF

L
Cpera Supervisor Group = SEE

= ms Expert

[ =

Edit

Delete

Close

L

3. Select New.

The USER GROUP — NEW screen displays.

Ten SHELL - User Sroup - Mew

Transaction Codes | | tl

Feport Groups |[AgingArfival,Blocks and Groups,Catering] + |

4. Enter a user Group Name (usually a short code for the group or
department).
5. Enter a Description for the user group.

The Transaction Codes and Report Groups functionality are available at
some properties to limit the transaction codes and report groups members of
this user group have access to.

6. Enter Transaction Codes that the members of this user group have access
to in Cashiering.
7. Enter Report Groups the members of this user group may access.

8. Select OK.
T ]
MICIrosS
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Add
Permissions
to a User
Group

To add pre-defined permissions to the user group or job role, follow the steps
below:

1. From the USER GROUPS screen, highlight the Group Name and select

Permissions.
Group Mame Description = T ———
FD Front Desk —
OPERA SUPERVISOR Opera Supenvisar Group Sl
RESAGENT
SYSEXP Systems Expert
[+ et
Edit
Delete
- Close

The USER GROUP PERMISSIONS screen appears.

User Group and Permissions for Group Reservations Agent

HOH-GRANTED User Groups GRAHNTED User Groups and Permissions

Opera Supervisor Group:

#5 Front Desk

HOH-GRAHNTED Permissions

a1 AR S
=] AR CONFIG

(] BLOCKS Revake
=[] CASHIERING

-] CASHIERING CONFIG

(] CATERING CONFIG

(] COMMISSIONS

w-7] COMMISSIONS CONFIG

(1] END OF DAY

t-( ] EXTERNAL CONFIG

=[] FRONT DESK

#-(] GENERAL

H(1] GROLUP

- IFC =l

e B B e B el = R B e B e

Grantees | Eind Copy Save Qs Close
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2. Add permissions to the User Group as needed by selecting the individual
NON-GRANTED Permissions on the left.

3. Highlight the permission and select Grant to move the permission to the
GRANTED USER GROUPS AND PERMISSIONS window.

NOTE: For easy of use and to quickly assign permissions, it is possible to
grant all of the permissions of another user group to this user group, and then
add additional individual permissions. For example, a Front Desk Supervisor
would have all the capabilities of a Front Desk Agent with additional
responsibilities. You could grant the Front Desk Supervisor user group the
Front Desk Agent user group permission, and then grant additional supervisory
permissions.

4. Select OK to save changes.
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Add Users to You may assign individual users to an existing user group by the method
explained earlier in this chapter. Alternately, you may assign them directly

a User GrouP within the user group if you do not intend to assign individual permissions to

the user outside of the group.

To assign users directly to a pre-defined user permission group, follow the steps
below:

1. From the USER GROUP screen, highlight the Group Name and select

Users.
Group Mame Diescriptian = T
FO Front Desk =
" Lsers
OFERA SUPERVISOR Opera Supervisor Group
RE SEMNT Re i it
SYSEXP Systerms Expert
[ ey
Edit
Delete
ot Close

The USERS FOR GROUP... screen appears.

Login Hame | |

¥ |Available Users = ¥ |Selected Users = |

MARDERSOMN
FMAREMNSOM
TRISHAS
ZhAlbAA N

Ad ==

== Rermaove

- -

Close |

2. Place an “X” next to each user in the Available Users column to assign to
this permission group.

Select Add to move them to the Selected Users column.

4. Select Close.

»
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