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Auto-Post charge codes allow you to select and pre-assign guest charges that will post automatically during the “Post Room and Tax” program 

at Night Audit.  These are charges separate from room and tax charges or package charges.  There are several option s as shown below.  Each 

code must have a fixed amount.  If this is variable you need to set up more than one, as shown below. 

SETUP:  Manager/Setup > Control Files Setup > Charge Codes. 

 

 

 

 
As you move from field to field a brief description or list of options displays. 

 
1. Default value: Y to post, N not to post.  This sets the 

default but can be changed per guest.  Note:  If field 
5 is set to Y, then field 1 must be set to Y. 

2. Charge per guest: Y to post per guest, N to post per 
folio/room. 

3. Charge each night: Y charges nightly, N charges first 
night only. 

4. Primary/secondary:  1 to post to primary, 2 to post 
to secondary; 1 if not split folio. 

5. Enter quantity:  Y to prompt for quantity at check-in, 
N not to prompt for quantity.  If this field is set to Y, 
field 1 must be Y. 

6. Sequence:  the order in which you want the auto-
post items to display. 

 

 

Enter a charge code, up to four characters.   

Enter the description.  The description will 

display on the auto-post selection prompt 

at check-in and will print on the guest folio. 

You must enter a fixed amount in field 5.   

Answer Y in field 14 and press <Enter>.  A 

new window will open for additional 

options. 
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Procedure:   At the completion of the check-in process, the Auto-post options will display with the default settings.   

 

 
If “Enter quantity?” was set to Y in the setup you’ll be able to select a quantity, as shown at left for the 
PET fees. 
 
If “Enter quantity?” was set to N, you’ll be able to check or uncheck the items but not select a quantity. 
 
The charge code’s description displays.  The amount won’t display unless it’s part of the description, as 
shown at left in the PARKING fees. 
 
Click OK to accept the defaults.   
Click to uncheck/check a setting or change the quantity.   
Click OK after making your changes. 
 
Adding or removing after check-in:  Go to Change Folio/Guest Info and click the “Autopost” button. 

 

Night Audit:   When the night auditor runs “Post Room and Tax”, auto-post items will be charged.  They will print in the “other” column of the 

report as shown below: 

 

Guest Folio: 

 


