Execu/Suite Auto-Post Procedures

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.

% CHARGE CODE SET-UP
NEW CHARGE
Enter charge code: [PK10 24 [<][= ] Enter a charge code, up to four characters.

£ Description: |PARKING §10 Enter the description. The description will
= e display on the auto-post selection prompt
3 Gen ledger acct -CR: ) . . .
a i@ [ at check-in and will print on the guest folio.
5 Fixed amount: |10-00

5 Tax codes: You must enter a fixed amount in field 5.

i AM Report line no: 145

8 AM Report Format{opt): | | Answer Y in field 14 and press <Enter>. A
9. AM Rep summary target: |0 new window will open for additional

i 7 |Y .
10. Print items?: ’_ options.
11. Display item?: ’\'T
12 Allow comment entry?: ’Y_
13. Include in deposit?: ’_
14. Auto post? (Y/N): ’Y_
15 Tax exempt codes-opt:
16. Optional usage code: ’7
Yes | ‘ Cancel | | Delete ‘ | Tax Codes
Auto post w/ room and tax as incidental. [Y/N)
> AUTOPOST SET-UP == 1. Default value: Y to post, N not to post. This sets the

default but can be changed per guest. Note: If field
SissettoY, then field 1 must be setto Y.
2. Charge per guest: Y to post per guest, N to post per

Exit

Default value (Y/N): folio/room.
Charge per guest?: 3. Charge each night: Y charges nightly, N charges first
night only.

Charge each night?: S .
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 setto Y,
field 1 must be Y.

Default at check-n: (Y)es=checked, (Njo=unchecked 6. Sequence: the order in which you want the auto-
post items to display.

Primary/secondary:
Enter quantity?:
Sequence (1-20):

BEENEE

fx TR o TR N O T (. J'Y

As you move from field to field a brief description or list of options displays.
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Procedure: At the completion of the check-in process, the Auto-post options will display with the default settings.

“Z» AUTOPOST SETUP (23]
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.

2+ PET FEE/LARGE
0+ PETFEE/SMALL

[Z] PARKING $10

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.

[T PARKING $25
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:

ROOM FOLIO GUEST-NAME ROOM-CHARGE TAX OTHER TOTAL RATE-CD MET
112 1053 JOHNSON, RANDY 1839.00 23.88 .00 222.88 2 GOVE
113 1057 DAVIS, LEE 158.00 19.08 110.00 288.08 2 GOVL
114 1048 SMITH, ANDREA 209.00 25.08 25.00 259.08 2 GOVL
115 1026 DAVIS, LEE 209.00 25.08 .00 234.08 2 GOVL
Guest Folio:
Folic: 1057 Fesv: Chin: Fioom: Rate{153.00
Mame: |D&vI5, LEE | Checked in: (520410 | [1254pm |
Addiess: [432 MAIN STREET | Depart: [5/22/10 Daps
SAINT CLOUD, MN 56303 Checked out: | | | |
Comparng: | |
Group: | | Pe [c2 ] Limit oooasz | | |
Prt; l:l Lirrit; :l | |
DATE TIME EMFL CODE REF COMMENT AMOUNT BaLAMCE
5/20/10 12:54p P BLJ DEPU 0000110030 Paid:Vs 5/06/10 178.08- 178.08- =
5/20/10 12:54p P BLJ DEPU 0000110030 Paid:VsS 5/07/10 178.08- 356.16-
5/1%/10 11:55p C N-& RC EM 113 ROCM CHARGE 15%.00 157.16-
5/15/10 11:55p ¢ N-Z RT EM 113 ROOM TLX 15.08 178.08-
5/19/10 11:55p ¢ N-A2 PE10 RM:113 PAREING $10 10.00 168.08-
5/20/10 11:55p © N-Z2 RC RM 113 RCCM CHRARGE 155.00 5.08-
5/20/10 11:55p C N-& RT EM 113 ROOM TAX 15.08 10.00
5/20/10 11:55p © N-Z PETL EM:113 PET FEE/LARGE 100.00 110.00
5/20/10 11:55p © N-Z PE10 EM:113 PAREING £10 10.00 120.00
Balance due: 120.00
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