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Rubber Tree Software, Inc. makes no warranty of any kind with respect to the completeness of this document.  Rubber Tree may make improvements and/or changes to RezBook at any time and without notice.

Copyright 1996
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All Rights Reserved

No part of this document may be reproduced, stored in a retrieval system, transmitted in any form or by any means - electronic, mechanical, recording, or otherwise - without the prior written consent of Rubber Tree Software.

LICENSE AGREEMENT

Before opening this package, please carefully read the following legal agreement regarding your use of the enclosed Rubber Tree Software product, RezBook.  By installing this software onto your computer you unconditionally accept and agree with the terms and conditions hereof.  If you don’t,  promptly return the package to Rubber Tree who will refund your purchase price.

You may not permit other individuals (not employed by you) to use RezBook.  You may not modify, translate, reverse engineer, decompile, disassemble or create derivative works based on RezBook; copy RezBook (except for back-up purposes);rent, lease, transfer or otherwise transfer rights to RezBook; or remove any proprietary notices or labels on RezBook.

Title, ownership rights, and intellectual property rights in and to RezBook shall remain Rubber Tree’s.  RezBook is protected by the copyright laws of the international copyright treaties.  Title, ownership rights, and intellectual property rights in and to the content accessed through RezBook is the property of the applicable content owner and may be protected by applicable copyright or other law.

Under no circumstances and under no legal theory, contract, or otherwise, shall Rubber Tree be liable to you or any other person for any indirect, special, incidental or consequential damages of any character including, without limitation, damages for loss of goodwill, work stoppage, computer failure or malfunction, or any and all other commercial damages or losses.
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Welcome to  Rubber Tree  Software

RezBook are windows - based systems that are compatible with Windows 95, 98, 2000 and NT.

We recommend the following minimum computer hardware requirements:

RezBook
· Pentium 100 Mhz

· 32 Mbyte RAM

· 1.2 Gbyte Hard Drive

· Color Monitor

· Win 95 or 98 or NT

Any software package you buy will work better on a faster computer.  The requirements listed above also assume the Rubber Tree Software package is the prime program loaded in the computer.  In other words, do not allow too many games to be added!

To install RezBook
· Insert CD into disk drive.

· 
   Open up Windows Explorer and click on 

               your CD drive.

· Dbl click on the program you want to install.

· RezBookTrial will install a test database.

· RezBookPurchase will install a blank database.

· Tutorial will install a talking tutorial to walk you through the test database.

· Slideshow will install a PowerPoint slideshow that will overview RezBook.

Keyboard or Mouse

We have designed RezBook with the small business owner in mind, as well as the novice computer user.  You can move around in the program using the keyboard or the mouse.  If you are a person who prefers to use the Keyboard instead of the mouse, use the TAB key to go from field to field forward, and hold the Shift key down with the Tab key to go backwards. In order to get to a Heading, hold down the Alt key with the underlined letter.  If there is a menu associated with that Heading, type the underlined letter of your selection.

For Example:

There are Headings at the top left of the Reservation Calendar. 

File   Cash Drawer  Setup
System 
Reports 
 Tools
Help

RezBook
To select System 

1) Hold down the alt key and type s.

To select System - Units 

1) Hold down the alt key and type s.

2) Type u.

If you are entering the same thing multiple times, you can copy that field instead of typing it over and over


1)     Highlight the text you wish to copy.

        Right click and select Copy

2)   Go to the field you would like to copy 

                    that text to.


3)     Left-click, right click and select paste

You will see the text copied into that new field.   If you want to copy that same text many times, just go to the new field, and left click-right click paste.

Common Buttons in RezBook
On all menus in RezBook, you will see either an OK button an Exit button, or both.  OK will save your changes and exit the menu.  EXIT will exit the menu without saving your changes.

Windows users:

At the top right hand corner of the screen, you will see three squares.  The first square has a short line in it.  This square will minimize RezBook.  Windows will put a title at the bottom of the screen with the name of your hotel.  To maximize RezBook, click on the title.  The second square has a box in it.  This is to maximize RezBook if you have sized the screen down. The third square has an X in it, click to exit.

Customizing your Property

In order to customize your Property using RezBook,  you must be able to answer the following questions:

· How many units do you have, and what are their descriptions?

· What “seasons” do you have? 

· How do you figure out your rates?

If you know the answers to these questions, you will be able to customize the system to meet all your property needs.  First we will review the actual Reservation Calendar and talk about how you can best use this system and then we will walk through setting up our units, seasons and rates.

The Reservation Calendar

This is your new on-line Reservation Book.  As with your manual book, the Reservation Calendar allows you to see day to day activities, statistics and performs most functions.
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The Reservation Calendar

At the top of the screen you will see 7 main Headings.

File will allow you to retrieve Guest History records and create new Guest records without going through the Reservation Calendar.

Cash Drawer is like your on line cash register.  You can post charges and take payments from non-guests.

Setup is where you setup your staff, companies, Travel Agents and Groups.

System is where you customize RezBook for your specific property.

Tools is where you can perform an automatic hard drive backup of your database and restore it if need be.

Reports offers a range of reports to analyze all your statistics and ledger information.

Help provides an index based on keywords and is a replicate of the manual.

Today’s Date

This field is very important to your every day operation.  By changing the date in this field, you will automatically move all of your books forward.  You cannot go back in time, so when you change this date, it can only be a date in the future.  

There will also be messages to inform you of what will automatically happen when you change the day. 

The Reservation Calendar

·  RezBook will ask you if you want to cancel any guests that have not checked in for that day.

· You will also be notified that all guests who are checked in will automatically have their room charges posted. 

· If you have sold any novelties at the front desk and have not received payment, the system will not let you change the day with-out balancing the cash book. 

· If there are guests that are not checked out, but have Today’s Date as the departure date, RezBook will ask you to either check the guest out, or change the departure date for that guest.

Display Date

This is the date you wish to see in order to make a reservation or check statistics.  You can select any date in the future or past,  just like turning the pages in a book.  You can display 3 weeks forward from Today's Date and 1 week back by clicking the mouse on the arrows on the bottom of the screen. Or click on Display Date and select the date you wish to view.

The Reservation Calendar

Units

You can scroll through the units by clicking the mouse on the Up and Down arrows on the right side of the screen.  If you click on an individual unit number, the specifics associated with that particular unit will be displayed.  For Example: Clicking on unit 2 displays the comments associated with that room; size of refrigerator, view, amenities.  NOTE:  You must first set up the Unit Comments under Comments-Units.

(S) Status 

By clicking in this column, you will be able to change the housekeeping status of the associated unit.  When a guest checks into that room, the status will automatically turn to D (dirty).  To change the room back to a clean status, click on the room you want in the (S) column. This column is located between the Room and Type columns. If a unit is unavailable due to maintenance, you can mark this unit with an M in the unit setup.  This will be discussed in detail later in Unit Setup.   If you wish to mark all the units as Clean, just double click on the S at the top of the column.

Dates at the top of the columns-STATISTICS

Clicking on a date at the top of a column displays all statistics associated with that day.  Calculations are displayed at the top of the screen.  Occupied Rooms, Rooms left to sell, Avg. Rate, Arrivals, Departures, etc.

The Reservation Calendar

Color-Coded Guests

RezBook will color code your guests according to their status.

· 
Advanced Reservations

Red

· 
Checked In


Green

· 
Checked Out


Blue

· 
Checked Out with Balance
Purple

How Do I Set Up My Employees?
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From the Reservation Calendar, Setup – Employees to bring up the following screen.

· The first row is highlighted.

· Type in the Last Name.  

· Use the right arrow key to get to the First Name. 

     Type it in.

· Use the arrow keys to move to the next row and

     continue the above steps until all employees have  

     been entered.

· Select the OK button to save your changes.

How Do I Set Up My Units?

From the Reservation Calendar, select System - Units to bring up the following screen.
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· The first unit row is highlighted.

· Type in your first unit number. (If your first unit is #1, just leave the flashing #1 on the screen.)

· Click in the description field and type the description.

· Tab to the next field and type in the maximum number of guests allowed in that unit.

· Tab to the next field and type in the phone extension (not required).

· Tab to memo and enter any information you wish 

regarding this particular unit.

How Do I Set Up My Units?

Either tab through, or click on the row below unit 1 and continue to enter your data until all units have been entered.  

You may use the copy and paste feature in the description field if you wish.  IE:  If you have 20 king rooms, just highlight the word "king",  rt click and select copy and then go to the next "king" unit, click in the description field and select Paste.  You can then  continue to paste the word "King" as many times as you wish.

How Do I Set Up my Seasons?
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From the Reservation Calendar select System - Seasons to bring up the following screen.

Seasons and Rate Plans are often time consuming and confusing.  That is why we spent a lot of time automating the set up so that the computer does most of the work.

Seasons can be defined by specific time periods, specific days in a week, or both.  RezBook can handle all three types.  

How Do I Set Up my Seasons?
To set up a Season defined by dates only:

· Click in the white box under Seasons and type in the name of your season. 

· Click in the square below From under Continuous Periods and dbl click on  the starting date for your season.

· Click in the square below To under Continuous Periods and dbl click on the ending date of your season. 

· Click on Add Period.  This will put the selected dates in the middle of the screen under Period for the Current Season.

· Select OK to save changes.

To Set up a Season defined by Specific Periods

· Click in the box under Seasons and type in the new season name.

· Click in the box next to Day under Repeating 

Period.

· Select day or days (Weekdays) by clicking on the

down arrow and then clicking on the days.

· Click on the Month required.

· Click on the Year required.

· Select Add Period.
·      Select OK.
How Do I Set Up my Seasons?

This will put the dates in the middle of the screen.  Continue to do this until all repeating periods show under Periods for the Current Season.

If you make a mistake, and need to delete a period, just highlight the season and period you would like to delete and click on the delete Period button located in the lower middle of the screen.  If you would like to delete an entire season, highlight the season name and then click on Delete Season button in the lower left hand corner of the screen.
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How Do I Set Up My Rate Plans?

This is usually the most difficult part of any system setup.  Because there are so many ways of calculating a rate, you need a plan to do it.  In RezBook you have the ability to structure a rate plan around many variables:

· 
units (unit sets)

· 
seasons

· 
number of adults

· 
number of children

· 
packages (bed and breakfast)

Some or all of these variables will be included when you figure out your own rate plan.  We have made this process very simple and reasonably quick to set up.  Just relax and follow the steps , you will do fine.

From the Reservation Calendar, select System - Rate Plans to bring up the following screen.

How Do I Set Up My Rate Plans?[image: image6.emf]


How Do I Set Up My Rate Plans?

· Type in your Unit Set Names. ( A unit set is a group of units that are priced the same for the same seasons and number of adults.  IE: Kings, Doubles etc.)

· Double click on each appropriate unit in All Units to move the units to the left into the Contains Units box.  Each unit may be used only once.

· The Delete Unit Set and Add All buttons located just below the Unit Set Name section are available to assist your entries.

· Once you have named all of your Unit Sets and linked them to the correct units, click in the square below Rate Plan Name in the lower left.

· Type in the first Rate Plan name.  

· Select the desired frequency of posting charges by clicking in the circle and typing in number of days for posting.  IE:  Weekly rates should have 7 in the nights field. Now that you have a rate plan name, and all your Unit Set Names, tab off the rate plan name and click on the Build Rate Plan button in the lower center.

RezBook will automatically build empty fields for each season entered and all combinations of adults for the unit set selected.

Click in the empty box under Room charge and enter the amount for the number of Adults listed.  Hit the down arrow and either select "Yes" to copy the same charge no matter how many adults are in the room, or "No" and continue to enter the amount of money for each additional 

How Do I Set Up My Rate Plans?

adult.  IE:  1 Adult is $60.00 per night.  2 Adults is $70.00 per night.  Etc.

Click in the Child Chg. column and enter the amount Per Child that you charge on top of the adults.  IE:  $10 per child.

After all charges have been entered for that unit set, highlight the next unit set, make sure you have the correct Rate Plan Name highlighted and then click on Build Rate Plan and follow the above steps until all your unit sets have been entered for that Rate Plan.  

Then create another rate plan by typing in the new rate plan name under the first one and select Build Rate Plan.  Make sure you build the rate plan for each unit set.

If you have Package Rates, you now need to set up the other charges associated with your accommodation charges under a Package Rate Plan.

Other Charges/Package Plans

This option allows you to package breakfast, meals, events etc. with a Nightly Charge.   After you have setup all your nightly charges associated with your Package Rate Plan, select Other Charges.  This will bring up the following screen:  

How Do I Set Up My Rate Plans?
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If you have a “Bed & Breakfast” rate plan, and you want to separate the charges, this is where you set it up.  To enter a charge, in this procedure, the charge will first have to be part of the Transaction Codes. 

If your desired charge is not shown as part of the list under All Charges on the Assign Other Charges to a Rate Plan screen, you must first enter the charge.

· Select System - Transaction Codes, and enter the desired charges, along with the appropriate taxes.

How Do I Set Up My Rate Plans?
· Select OK to save your data and return to the Reservation Calendar.

· Select System - Rate Plan - Other Charges to get back to where you started.

Now your special charge may be entered.

· Double click on the desired charge under All Charges to move it left under Assigned Charges.

· Single click on a charge in Assigned Charges and enter the amount of the charge in the Adults column now displayed on the far left.

· More than one charge may be assigned in a Rate Plan.

· When all Other Charges have been entered for this season/rate plan/unit set combination, select OK to save the data and return to the Rate Plan Setup 

Setting Up Comments.

From the Reservation Calendar, select System - Comments – Units
You will be able to set up 10 comments for Units, Reservations, Companies, Travel Agents, Groups.  All of the screens look like this:
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Just type in the Comment Header you wish.  IE:  Under Comment - Units you may want the Heading: Spring Cleaning, or Air Conditioner.  Then you can customize each unit by clicking on the Unit Number on the Reservation Calendar and entering the specifics for that Unit:  April 2 2000, YES (for air)

Reservation Comments

If you are entering Reservation Comments, Comment Field Number 1 is saved for appearing on the Arrivals Report for things like Arrival Time or Flight, Voucher Number etc.

The comments can be a very useful thing, but probably not something you will use until you get to know the system a bit better.

How Do I Set Up Market Segments and Business Sources?

[image: image9.emf]

From the Reservation Calendar select System - Market Segments or System- Business Source.  You will see the following screens.
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How Do I Set Up Market Segments and Business Sources?

These screens allow you to assign your customers to a certain market segment and/or Business Source for analyzing your advertising dollars and marketing tools.

· 
The first row is highlighted.

· 
Type in the market segment and/or business  

            source.

· 
Down arrow to the next row and continue.

· 
Select OK to save changes.

You can now select these options from within the Reservation Detail Screen to track your guests and where you are making your money.

How Do I Set Up Taxes?
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From the Reservation Calendar Select System - Taxes to bring up the following screen.
Click in the first row that is highlighted and type in the name of the tax.  Then click in the circle next to the type of charge basis you wish:  Percentage or Flat Rate.  Type in the amount and save changes by clicking okay.

You can assign one or many taxes to one or many charges described in the next section.  YOU MUST ASSIGN THE TAXES TO THE TRANSACTION CODES EFFECTED.  So, once the Taxes are setup, you must go into Transaction Codes, highlight each transaction code 

How Do I Set Up Taxes?

and assign each or all taxes to the transaction codes.

Taxes will be automatically added when a charge is posted.  You can print out reports which detail how much tax has been paid for particular types of taxes, or based on charge codes.

How Do I Set Up Transaction Codes?
From the Reservation Calendar, select System - Transaction Codes to bring up the following screen.
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How Do I Set Up Transaction Codes?
Transactions are day to day charges and payments that your hotel may experience.  In this screen, you can customize all your charge descriptions and payment types.

From the Reservation Calendar Select System - Transaction Codes.

You will see a list of default transaction codes (charges) displayed.  You can edit these, delete them or add one to the bottom of the list.

Highlight an existing transaction code to edit it, or delete it, by then clicking on delete.  NOTE:  You may not edit or delete the codes in Red.  These are used by RezBook and cannot be changed.

In order to edit the Payments, just click in              the circle at the top next to Payments and follow the above steps to customize.  Select Ok to save changes.

Assign taxes: highlight the charge you want and then dbl click on the tax you want to assign.  You may assign one or many taxes to any charge.  OR: Assign All Button.

How Do I Customize my Credit Cards and Payment Methods?

From the Reservation Calendar select System - Credit Cards to bring up the following screen.
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Click in the first row and type in  the name of a credit card you accept.  Hit the down arrow and type in the various cards you accept.  Select OK to save changes.

How Do I Customize my Credit Cards and Payment Methods?

From the Reservation Calendar select System - Payment Methods to bring up the following screen.
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Click in the first row which is highlighted and type in your payment methods. 

DO NOT type in Credit cards since all of the above will be listed individually when you go to post a payment.

How Do I Customize My Property Information?

Your property information will be entered when you install the program.  You may change the phone numbers and Manager Name later, but the property details cannot be altered.  This is part of the licensing agreement and can only be altered by a Rubber Tree Software employee.
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How Do I Customize My Letters?

From the Reservation Calendar, Select System - Letters.  This will bring up the following screen.

How Do I Customize My Letters?

This screen allows you to customize your property’s letters. 

You may wish to have confirmation letters to send out to advanced reservations with their details, or special holiday package offer letters sent to past guests.  

To Create a Letter,

· 
Select New.

· 
Type in the Letter Name.

· 
Tab to Introduction and type an introduction 

            for your letter.

· 
Tab to Other and type in any other special  

            information you wish to have in the letter.  
(This text will follow the reservation detail 
if you click on  the Show Reservation Detail  

            box at the bottom of the screen).

· 
Tab to Conclusion and type a conclusion.

· 
Select Show Reservation Detail if you wish 

            the details to be included in this letter.

· 
Select a End Letter With box or type in your

            own under Other. 


·       Select OK to save changes.

In order to preview and print the letter you have just created, select Preview at the top of the screen.

How Do I Customize My Letters?

If you like the way the letter looks, you can print the letter by selecting Print.

If you do not want to use your own letterhead, the property information entered into RezBook will show at the top.

If you wish to use letterhead, or print on a 1/2 size paper, click in the squares by Letterhead and/or A5.

You can also change the font of the letter.

· 
Select Font by clicking on the down arrow.

· 
A list of fonts will come up.  

· 
Select a font to use, and select View.

· 
This will change the appearance of the letter.

How Do I Set Up My Print Settings?
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From the Reservation Calendar select System - Margins to bring up the following screen.

These margins are used for both the Folio and the Letters, so be careful.  If you have setup a normal full size page, and wish to print only a 1/2 page, the margins should NOT be altered.  The system is set up to calculate the 1/2 page based on the existing setup for the full page.

TICKING LETTERHEAD MEANS YOU WANT TO USE YOUR OWN LETTERHEAD!
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How Do I Set Up a Password?

From the Reservation Calendar select System - Passwords to bring up the following screen. 

 A password is only required to delete a guest totally from guest history.  If you would like to erase a guest from guest history, including all monetary entries, you must have a password to do it.  Enter the password here and retype it to confirm the text.  It must be between 6-8 characters.

You will be asked for this password when you go into File - Find Guest and try to delete an entry.  If you forget your password, you must call Rubber Tree Software to obtain the global password which will allow you to enter a new password.

How Do I Make A Reservation?
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 Move the Reservation Calendar to the date of the reservation either by clicking in the Display Date, or sliding the “windows” arrow at the bottom of the screen to the right.  Select the unit you wish to make the reservation in by double clicking where the date column and unit number intersect.  This will bring up the Reservation Screen.

How Do I Make A Reservation?

· The arrival date will automatically be filled  in.

· The cursor is at number of nights.

· Type in number of nights.  This will automatically change the departure date to that many days later.  

· If you don’t know how many nights they are staying, but know the departure date, you can tab through to departure date and fill in that date.  The number of nights will then be automatically calculated.

· Tab to Adults and type in the number.

· Tab to Children and type in the number.

· Tab to Rate Plan and select a Rate Plan.

· There will be a number of rate plans, based on your earlier entry.  Click the rate plan of your choice. 

· (If you have not set up a rate plan for this time period, or unit, you may type in the nightly rate manually by selecting the Nightly Charges field.)

· Tab to Guest and fill in the appropriate information, tabbing from field to field.

· After all Guest information has been entered, tab to Market Segment & Business Source, selecting the one you want by either typing in the first letter of your selection, or clicking on the down arrow to bring up the selection you want.

· If a Nightly Charge has not been entered, click on the Nightly Charge field and type in the amount you wish.  The Nightly Total  will automatically be calculated by RezBook.

How Do I Make A Reservation?

· If you would like to assign a Company, Group or Travel Agent to this reservation, select them by clicking on the down arrow in the appropriate field.  This will automatically add another folio to this reservation so that charges and payments can be made to the affiliated account.

· Click ok to save changes.  The advance reservation will be shown on the Reservation Calendar as a red name.

Taking a Deposit

· From within the Reservation Detail Screen, tab to the Deposit field by clicking on the 4 dot button just above the Guest last name.

· Type in the amount of the deposit.


· Tab to Deposit Due and select the date using the calendar control.

· Tab to credit card number and type in the number.

· Tab to Expiry and type in the 4 digit expiry date.

This information will be used by the Advance Deposit Due Date Report.  At this time you have not yet POSTED an advanced deposit payment, you have only notified you and the system that an advanced deposit is expected on this account. RezBook will automatically guarantee the room if a valid credit card number and date have been entered, otherwise if you would like to guarantee the room, click on the mouse in the box next to Guaranteed.

How Do I Make A Reservation?

If you wish to Post an Advanced Deposit, go to the bottom of the screen and click on Payments.  Select Advanced Deposit and type in the amount.  Select whether you would like to post it to tomorrows date and select ok.  The advanced deposit will now show as a negative number on the reservation detail screen.  This means the guest has a credit balance and the amount will stay on the advanced deposit ledger until the guest has a checked in status.  The money will then transfer to the In House Guest Ledger and will be absorbed by charges posted to the guest. 

Changing Rooms

If you need to move a guest to a different room, you click on the down arrow in the unit drop-down box and select the new unit.  Or, you can drop and drag them from one room to the other from the reservation calendar.  Hold down the ctrl key and the left mouse button on the guests name.  Then drag them to the new room and release the buttons.

If you would like to add notes or comments to the reservation, you may do that using either the Memo field, or the pre-defined Comments.  To type a memo, just select the reservation and type in the Memo field.  To type comments using pre-defined categories, select Reservation s at the bottom of the reservation screen and you can enter your special comments relating to that reservation.  Comment field number 1 will show up on the arrivals report, and both the Memo field and all 10 comment fields will be stored in guest history.  

Sending A Confirmation Letter
Once a person has called and made a reservation, you may want to send a confirmation letter.  This letter will contain information on their deposit, room details and reservation information.  

From the Reservation Detail Screen, Select Send Letter by clicking on the down arrow. Highlight the letter you wish to send.

Select Preview or Print.

If you select Preview, you may look at the letter and then Print.  If you need to edit the letter, select exit and go to System - Letters and edit the letter.  

Then return to the reservation and select Print.

If you select Print - Setup, you can change printers or paper orientation as is standard with all Windows packages.   Once you print a letter, the date printed will be stored with the reservation.

Registration Card

You may print a registration card by clicking on CARD in the Reservation Detail screen.  This will print out a rego. card that can be filled in by the guest upon checkin and signed.  The format of this card is set and cannot be altered.

Group, Company and Travel Agent Setup and Reservations.  

(Only Available in RezBook)

If you would like to reserve a number of rooms under one name, you can use the Group, Company or Travel Agent functionality.  
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You must first setup the Group, Company or Travel Agent name using Setup on the Reservation Calendar.

All of the above use the same setup screen.  Type in the name of the Company/Group in the left side on the first highlighted row.  Then enter the contact details for that Company/Group.  All information listed here will show up on the Company/Group folios associated with the reservations.

Group, Company and Travel Agent Setup and Reservations.  

(Only Available in RezBook)

Once you have entered this information, you may select Comments and customize up to 10 comments for each Group, Company or Travel Agent.

Block Booking - Group Reservations

Find the date you wish to make the reservation for.

Left click on an empty room, right click, and you will see:  Group Res, Company Res, Travel Agent Res.
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Select one of them to get the following screen:
Group, Company and Travel Agent Setup and Reservations.  

(Only Available in RezBook)

This screen will allow you to block multiple rooms.  Just select the number of Nights, the number of units you wish to reserve, number of people per room and then use the down arrows to select the company, Rate Plan, Business Source and Market Segment.

All these details will be copied into each reservation.  The reservation will be made under the group name until you receive a rooming list and can go into each reservation an customize the room.

If a room has not been setup with a rate plan acceptable for this type of reservation, a message will appear that warns you that not all rooms have been setup with a nightly charge.

You may then drop and drag the reservations to any room you want.

Using this function will automatically assign 2 folios to the room.  All charges and payments will automatically default to the group, company or travel agent folio.  You may change this at the time of charge, or move the transactions at any time.  This will be discussed under the posting payments/charges section to follow.

Daily Operations - Reservations

Change details in a reservation 

· Double click on the reservation in the reservation calendar.

· Change fields required.

· Select Changed By field and select current employee responsible for change.

· Select OK
Cancel a reservation

· Double click on the reservation in the reservation calendar.

· Select Cancel Res.

· A message will ask you if you are sure you want to do this.

· Select yes, if you are.

· A message will ask you if you want to enter a reason.

· If you do, select yes.  If not, select no and the reservation will be cancelled.

· If you select yes, type in a cancellation reason and select Cancel Res. again.  The reservation will be cancelled.

· You may also Cancel a Reservation by left clicking on the reservation, then right click and select Cancel Res.  You will be asked for a reason and then it will be cancelled and disappear off the calendar.

Daily Operations - Reservations

Move a reservation forward…

· Double click on the reservation in the reservation calendar..

· Type in the new arrival date.

· Type in either the number of nights, or departure date.  

· Select OK. 

· You may also change the arrival date by holding the Ctrl key down with the left mouse button and dragging the guest forward to the appropriate arrival date.

Move a Reservation to Another Room

· From within the Reservation Detail Screen you can select a new Unit by clicking on the down arrow next to the current unit name and selecting a new unit.  OR,

· From the Reservation Calendar, left click on the guest you wish to move.  Hold down the Ctrl key while you are holding down the left mouse button and drag the guest to another room.  

How Do I Find A Guest?

Find a Guest
If you wish to find a guest that has made a reservation, but you don't know when,

· Select File from the Reservation Calendar.

· Select Find Guest.

· Type in the last name, or use the first letter of the last name and the * wild card to bring up all guests with that last name or initial.

· Select SEARCH.

· Look at the list and find the one that you want. Highlight that row with a left mouse click and select SHOW.

· This will bring up their Reservation Detail Screen.

Guest History

If you have a return guest, all the details pertaining to their last visit are stored in guest history.

· Act like you are going to make a new reservation and type in the last name and first initial of the return guest.

· If their information has been put into RezBook before, Guest History will bring up the previous reservation information.   If you wish to sort the names other than by last name, choose your Sort by clicking in the circle on the left side of the menu.

· If they do exist, the details will be displayed on the screen.   If you now want to make a new reservation for them highlight the row you wish and select Show.  The guest history information will be automatically transferred to the reservation screen.

How Do I Find A Guest?

If they don’t exist, and you still want to make a reservation for them select Exit and continue making a new reservation.

Add a Guest without a Reservation

If you wish to add a name to the database, but not have them as a reservation, select File, Find Guest and type in the information you wish in the empty rows, using the arrow keys to get from field to field.  These guests will have no arrival or departure date, but may be accessed later through the Reservation Detail screen and guest history to make a new reservation.

How Do I Check In/Out A Guest?

To check in a guest

1. Left click on the guest name, right click and select Check In.  OR…

2. Double click on the guest's last name and then select Check In at the bottom of the Reservation Detail Screen.

Upon returning to the Reservation Screen, the guests name will now be color-coded in green.
To check out a guest

1. Left click on the guest name, right click and select Check Out.  OR….

2. Double click on the guest's last name and then select Check Out at the bottom of the Reservation Detail Screen. 

Upon returning to the Reservation Screen, the guests name will now be color-coded in blue.

If the guest was checked out with an unpaid balance, the name will appear on the reservation screen color-coded in purple.

How Do I Check In/Out A Guest?

            Groups, Companies, Travel Agents.

If you are checking in a group of reservations, you 

may check all the reservations in at once by left 

clicking on a member of the group, then right clicking 

and selecting check in.  A message will ask you if you 

would like to check in all members of this group.  You 

may select yes or no.

If you are checking out a group of reservations, you 

may check all the reservations out at once by left 

clicking on a member of the group, then right clicking 

and selecting Check Out.  A message will ask you if 

you would like to check out all the members of this 

group.  You may select yes or no.

If you would like to cancel a group reservation, you 

may cancel all rooms associated with that group by 

left clicking on a member of that group, then right 

clicking and select Cancel Res.  A message will ask you 

for the reason and then all the rooms will be 

cancelled.

How Do I Post a Charge?

Posting a charge may be done at two locations in the system, using the right mouse button on the Reservation Calendar or selecting Charge from within the Reservation Detail Screen.

To Post a Charge from the Reservation Calendar  

· [image: image22.emf]


Select the guest you wish to post a charge by 

            left clicking on their name.

· 
Right click and select Charge.

· 
The Post A Charge/Payment screen will 

            appear. 

How Do I Post a Charge?

From this one screen you may post charges and/or payments to either the guest or an associated organization.

· Click in the circle by the entity you wish to charge: Guest, Company, Group etc.

· Select the transaction Type by clicking on the down arrow to bring up the options.

· Tab to the Amount and type in the amount of charge.  

· Tab to OK to save changes, Exit to exit without saving changes.

To correct a mistake on a charge, do exactly the same steps as above, making sure to choose the same transaction Type and type in the exact amount, but make it a NEGATIVE AMOUNT.  This will negate the previous charge.

If a guest is associated with a company, group or travel agent, the circle will automatically be ticked next to that entity.  If you make a mistake and you wanted to post the charge to the guest, you may move this charge within the folio option to be discussed under FOLIOS.

How Do I Post a Payment?

Posting a payment may be done at two locations in the system, using the right mouse button on the Reservation Calendar or selecting Payment from within the Reservation Detail Screen.

To Post a Payment from the Reservation Calendar  

· 
Select the guest you wish to post a charge by

            left clicking on their name.

· 
Right click and select Payment.

· 
The Post A Charge/Payment screen will 

            appear. 
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How Do I Post a Payment?

From this one screen you may post charges and/or payments to either the guest or an associated organization.

· Click in the circle by the entity you wish to charge: Guest, Company, Group etc.

· Select the transaction Type by clicking on the down arrow to bring up the options.

· Tab to Method and select the Payment Method you had customized earlier.

· Tab to the Amount and type in the amount of charge.  

· Tab to OK to save changes, Exit to exit without saving changes.

To correct a mistake on a payment, do exactly the same steps as above, making sure to choose the same transaction Type and method.  Then click in the amount filed and TYPE OVER the amount shown.  Type in the wrong amount posted, but make it a NEGATIVE AMOUNT.  This will negate the previous payment.  Even if the amount field is already showing a negative amount equal to that you want, you MUST TYPE OVER THAT AMOUNT.

If a guest is associated with a company, group or travel agent, the circle will automatically be ticked next to that entity.  If you make a mistake and you wanted to post the payment to the guest, you may move this charge within the folio option to be discussed under FOLIOS.

Cash Drawer

Sometimes you have a sale of goods that is totally unrelated to a guest.  You may have novelties or food that you need to take payment for.

You can handle those transactions under the Cash Drawer menu.  There are two options,  Transaction and Transaction Record.

Select Cash Drawer from the Reservation Calendar

Select Transaction.  This will bring up the following screen.
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To Post a Charge.

Select the Type of transaction from the menu.  

Type in the Amount and OK.

To pay for this charge immediately, just click in the circle by Payments.

Cash Drawer

To Post a Payment.

Select the Type of Payment from the drop down menu.

Select the Method of payment from the menu.

Tab to Amount and type in the amount paid.

Select OK to save changes.

The Transaction Record shows you and your front desk crew how many transactions occurred during the day, and how much cash should be in the till.  This report is very important for day-end procedures.   The till must balance before the date is changed to assure balanced ledgers.  You can print out the record by selecting Print under Transaction Record.  This is exactly like a Cash Register Receipt and will clear every day.

How Do I View and Print a Guest Folio?

The folio is a record of all guest transactions.  You may print, view, or customize all folios.

To view and print a folio:

· [image: image25.emf]

Left click-Right click on the guest from the Reservation Calendar and select Folio.  This will bring up the following screen.

How Do I View and Print a Guest Folio?

All charges and payments for the guest are recorded here.

· If you have made a mistake and don't want the guest to see it, just click in the Print? Column on the word yes and it will change to a no.  That item will not print when the folio is printed.

· If you want to add a small comment at the bottom of the folio, there is a folio Message box at the bottom.

· You may also change fonts and print either with your own letterhead or on 1/2 size paper.

· If you select NEW, you can add an additional folio to the room by just typing in the new name.  The folio name will appear under the Guest name in Current Folio.

· To switch between folios, just click on the name of the folio you wish to view. 

Moving Charges between Folios

If you would like to move charges between folios, left click on the transaction(s) that you want to move, right click and select MOVE, then left click on the name of the folio you wish to move the transaction to.  You will get a message confirming the move.  Select yes, and the charges/payments will now appear on the other folio.  You can select multiple charges by holding the shift button down while using the down arrow to choose multiple rows of charges.  Right click and move all the transactions at once.  The guest folio will print with the guest details while the group, company etc. folio will print with the details setup in that section. 

Reports

RezBook comes with many reports required for daily operations.

· 
Advanced Deposit Due Date

· 
Advanced Guest Ledger

·        Accommodation Guest List

· 
Arrivals 

· 
Departures

· 
Housekeeping Report

· 
In House Guest Ledger

· 
Past Guest Ledger

· 
Reservations - Active (checked out less than 

            90 days)

· 
Reservations - Inactive (checked out more

            than 90 days)

· 
Reservation Checked in

·        Company, Group and Travel Agent Reports

            (Detailed and Summary)

· 
Transaction Report

· 
Banking Report

·        Aged Debtor Reports

Reports can be selected according to various options, depending on the report desired.

We also offer an AD-HOC REPORT WRITER so you can generate your own reports.  * This is an additional charge.

Reports

Reports can be selected according to:

Date Range

Last Name

Unit Number

Arrival Date

Departure Date

Deposit Date

Reservation Number
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To view a report, select Reports from the Reservation Calendar to bring up the following screen:

Reports

Select a report from the drop down menu by highlighting the name of the report you want.

[image: image27.emf]

Type in your selection and select OK.  You can get customized reports by using various selection criteria shown below:

Reports

All reports have different selection criteria based on

 the information contained in the report.  All reports 

use a date range and if no date is entered, it is 

assumed you are just interested in Today's date.  

· The Past Guest Ledger reports on all guests with an outstanding balance.

· The In-House Guest Ledger reports on all guests with a checked in status.

· The Advanced Deposit Ledger reports on all activity associated with advanced reservations only.

· The Group, Company and Travel Agent Transaction reports detail those outstanding accounts associated with Debtors.

· The Aged Debtor Report summarizes all debtors and ages them.

· The Accommodation Guest List is a detailed Housekeeping Report.

· The Arrivals and Departures reports can be done for a date range.

· The Banking and Transaction Reports should be printed daily to give you a summary of the day's activities.

· The Occupancy Statistics reports help you plan for rate increases and busy seasons.

· The Market and Business Source reports help to plan advertising dollars.

Reports

· You can change the look of  the report by selecting the box next to “show the report as a grid”, then select View.  This will lay a grid on top of the report.  You can also magnify the reports by placing the mouse on the screen over the report and clicking.  This will zoom in on the report.

· To print the report, just select Print.

Running Day End Audit

Before you can change the date on the computer, the books must balance, the cash drawer must balance and all charges posted must be correct.  

RezBook comes standard with a few reports that will help you balance the books,  In order to view these reports, select Reports from the top of the screen.

1.  Check-out all guests that have departed.

2.  If a scheduled departure is staying extra nights change the departure date on their reservation.

3.  Check-in all guests that have arrived.

4.  Cancel all ‘No Shows’ or change their arrival date to tomorrow.

5.  Post all incidental charges, including:  telephone,  restaurant, bar, breakfast,  newspaper, etc.  All charges should be verified to a source OUTSIDE  RezBook.

Run the Transaction Report  for a detail of all the transactions that took place during the day.  For example, compare the cash register tape from your bar to the detail and subtotal of Bar charges posted in RezBook.   If any charges have not been posted or have been posted in error, make all necessary  corrections.

Running Day End Audit

6. Balance the cash drawer.  After counting the cash, credit card receipts, checks and paid-in/paid-out slips in your cash drawer run the Banking Report.  The sub-total of each payment type must match what is in your cash drawer (less the cash you started the day with).  If any payments have not been posted or have been posted in error, make all necessary corrections.

7.  Make sure the balance on the ‘Cash Drawer’ in RezBook is zero.  If it is not zero, post all charges and payments as needed.  

8.  Verify that the room rate is correct.  This can be done by pulling up each individual reservation from RezBook or running the In-house Guest Ledger  report.

9.  Manually Change ‘Today’s Date’  in RezBook  by clicking on the ‘Today’s Date’ button.  When you do this, the system will automatically post all room charges.  

10. Miscellaneous Reports  Run various reports as needed.  IE: Past Guest Ledger Report to check up on debtors, Advanced Deposit Due report to gather Adv. Deposits.

11. Back Up Your Database. This is your life, take care of it.  Back up your data daily.

Running Day End Audit

12.  System Maintenance This should be used Weekly.  Compressing your database will assure that all  empty records are purged and your database remains clean and efficient.  The age of the records deleted from the Reserve.mdb is up to the user. The deletion doesn't have to be run at all, but you can select to delete financial records greater than 180 days.

TWO MAJOR POINTS TO REMEMBER!!

1.
Back up your database!

2.
Contact Support a minimum of 30 days before your Calendar expires.  It will be telling you how many more days you have left.  A new disk must be mailed to you.  Give yourself some breathing time!

EXTERNAL BACKUP INSTRUCTIONS

Ensure you have WinZip 7.0 Archive Facility for Windows.  If you don’t have WinZip 7.0 you can download an evaluation version free of charge from www.winzip.com
Put together a set of backup diskettes e.g. one for each day of the week, and label them accordingly i.e. RezBook Monday Backup, RezBook Tuesday Backup etc.

Ensure the RezBook is Closed then place your backup diskette in the 3.5 Floppy (A:) drive.

Click on Start then Programs then Windows Explorer. 

Click on 3.5 Floppy (A:) with your Right mouse button and choose Format.

The Format window  opens and should be filled in as displayed then Click Start.

On completion of formatting, a Format Results window will appear as displayed above right, ensure it reads:-  0 Bytes in Bad Sectors then click Close and Close again.  If there is bytes in bad sectors, format another diskette.)
Now back at the Exploring window, go down the left side and Click on the Reserve folder.

The files in Reserve will be displayed on the right side of the window.  Using your Right mouse button, locate and Click on the Reserve.mdb file EXTERNAL BACKUP INSTRUCTIONS

Add to Zip.  (If you have an evaluation version of WinZip you will have to click “I Agree” before the following Add window appears.)

Fill in the Add window exactly as displayed  below, ensuring the Add to Archive field reads A:Reserve.zip then Click Add.

The WinZip window will display a Green light in the bottom right hand corner when it has successfully zipped and copied your Reserve.mdb file to the 3.5 Floppy (A:) drive.  Click the X in the top right corner of this window so you return to the Exploring window.

Click the X in the top right corner to Exit from Windows Explorer and resume RezBook operations. 

If you have any questions, please go to  www.rubbertree.net and find your closest representative.

Mail Merging with RezBook and Word

There has been a lot of interest in creating mail merge documents with the RezBook database.  Since we are a true windows package, we can do this quite easily.  There are many variations of sorting names based on State, Postcode, Market Segment and so forth. 

Mail Merging Guests by Postcode or State etc.

1) Open MSWord and create your letter.

2) Select Tools at the top of the screen.

3) Select Mail Merge

4) Select Main Document – Create and choose the type of document you would like to create. (Form Letters, Labels).

5) If your document is open and showing on the active window, select “Use Active Window”, otherwise, select “New Document” and type your document.

6) Go to Step 2 and select “Get Data”.

7) Select Open Data Source.  This will bring up a window that will let you select the database to get the data from.  We want to select the directory Reserve, and the file Reserve.mdb.  (Make sure that the file type at the bottom of the screen lets you “see” all file types-not just .docs

8) This will open MSAccess and show you a list of tables or queries that you can pull data from.

9) If you are mailing to guests, scroll down until you see the table called “Guests”.

10) This will then bring up a message that tells you “there are no merge fields in your main 

Mail Merging with RezBook and Word

11) document, would you like to edit it?” Select Edit main document.

12) Directly above the document you will see a button that allows you to double click the fields that you want to show up on your letter.  Click on the document where you want the merge field to be placed, go up to the “Insert Merge Field” menu and single click on the field you want to insert.  I.e.: First Name.  Place the cursor on the document where you want the next field to go, go up to the “Insert Merge Field” menu and single click on the field you want to insert.  I.e.: Last Name.

13) After you have inserted all the fields you want, go to Tools at the top of the screen, select Mail Merge  and go to step 3, “Merge the data with the document”.  

14) If you want to merge to all guests, just select merge.  If you want to sort according to postcode or state, select “Query Options”.    You will then get an option to put in “Filter Options”.  Select the field you wish, i.e.: Postcode or State equal to ……….  You can also add another parameter after “AND” by selecting another “Filter Field”.  Select ok 

15) Select Merge and how you want your documents printed.  I.e.: New Document, Printer, Electronic Mail.  You can also select which documents you want to print (pg 1 to ?).

If you would like to sort on Market Segment or some field that is not stored in the guest table, select Queries instead of Tables in step 8.  This will allow you to combine Reservation details with Guest details.

Using Access and Excel To Generate Custom Reports With RezBook

1. Open Access

2. Select File and Open Reserve.mdb from the Reserve directory

3. Single click on the Table you want to pull data from. **(If you wish to pull data from 2 tables, you will need to create a query.  **See steps below).

4. Select Tools (from the top of the screen).

5. Select Office Links

6. Select MSExcel

7. This will automatically open Excel and report on  records in the table that was selected in step 3.

8. You may now edit the Excel spreadsheet anyway you wish using Excel tools.

9. Save as an excel file or *.xls

**If you need to pull data from 2 tables or more, you need to create a query.

MS Access Query Wizard

Select the tab called Query.

Select New

Select Use Simple Query Wizard and OK.

In the Tables/Queries box, click on the down arrow to select your Table or Query that you wish to use.

Dbl. click on the fields you want to move them over to the left-hand side.

Select Next

Select view all records-Detail, or Summary

Type in a name to save it.

Select Finish. 

Now, you can continue from step 4 above by using the query you have just created and are viewing from Access.

REZQUICK

An Overview

Developed by Scott Adams and Linda Putland

Distributed by:  Albyn Business Computing

35 High Street,  Strathalbyn  SA 5255

Phone (08) 8536 3594  Fax (08) 8536 3590

http://www.abcomputing.com.au
RezQuick exports transactions from RezBook into QuickBooks. This is an

automatic process based on an initial, one time only, setting up.  The transactions in RezBook are totalled by transaction type and accrued against a common debtor. Exporting these transactions can be done

daily, weekly, monthly or at any time suitable to the manager. The resulting transactions form the basis for the financial statements and coupled with supply side accounting provide a complete financial account of the business.

REZQUICK

Each copy of RezQuick has a unique serial number. With this serial number you can obtain a key from the developers at the address provided with the serial number or by contacting ABC Computing in Strathalbyn South Australia whose contact details are at the front of this section. The key changes every day so please specify when you will be installing the program when you call, email or fax.  If you intend to install out of office hours then you will not be able to obtain a key

instantly. Please ask for the key earlier in the day.

Setting up the Accounts

Once RezQuick has determined where the other two programs are located it can setup appropriate accounts in QuickBooks. There are two possibilities here that

require different setups. The slightly more complicated is the situation where an existing version of QuickBooks already has accounts already set up to match the

transactions in RezBook.  In this case it would be advisable to add new accounts in RezQuick that match

the QuickBooks accounts during the setup of RezQuick. When RezQuick exports transactions it looks at the table in the Selecting Accounts form and allocates

correspondingly.  It does this by looking at the transaction type as specified in RezBook and matching it against an Account. If the Account already exists in QuickBooks then it needs to be created in RezQuick if it is not already there. For instance there are transactions recorded in RezBook that are for Facsimile charges. These could be allocated as ‘Phone’ in RezQuick and this account would be exported to QuickBooks. But if there is already an account in QuickBooks called ‘Fax’ then it would be appropriate to add a new account called Fax in the Selecting Accounts form.

REZQUICK

Choosing whether an Account is an expense or an Income item is very important.  Expense Accounts are those which cost us money. For instance a Bad Debt or a Discount. Income Accounts bring in money and will be the majority of the Accounts or hopefully the majority.

Choosing a different Account for every transaction is not advisable if the transaction types are not that different. For instance is there any point in differentiating between Washing Powder and Washer/Dryer in QuickBooks? For

the purpose of a Profit and Loss it would typically be normal to have one classification such as Laundry. Therefore there needs to be some balance between too much information and too much generality. Your Accountant would be able to help you decide. Please note that QuickBooks does give you the option of being able to allocate Accounts to groups. Therefore one Account can be a Sub-Account of another.

A report facility is available to see where the transactions from RezBook are being exported to in QuickBooks. This can be printed out before the Continue button is pressed and changes can be made. An error message may appear warning of the implications of the changing of accounts.

Day to Day

Exporting the transactions can be done whenever you please but if you are preparing financial reports out of QuickBooks then the exporting must be done to keep these reports accurate. For example a Profit and Loss for January will not look right if there has been no exporting done since December.  The date inserted is the date from which all transactions will be exported up to and including that date. This means that a date of the 15/8/98 will have all transactions not previously exported up to and including the 15 th. These transactions will be of three types.  Invoices which are for income accounts and add to the Accounts Receivable account for the generic customer ‘Guest’. This will include all services 

REZQUICK

provided such as room rental, restaurant meals and drinks, and sundry charges. The Accounts Receivable Account increases and will be balanced by payment

transactions.  Payments will take money out of Accounts Receivable to show the account has been paid and will place this money in Undeposited Funds. This is the equivalent of the Cash Drawer in RezBook. Most of this money will be transferred to the Bank Account but some will be used for Petty Cash and some may be extracted

as Drawings. This transferring will be done manually in QuickBooks and will reflect the Cash Flows in the business. Expense transactions are Bad Debts, Discounts, Credits or Commissions. They lessen the amount of the Invoice typically but can be transactions all by themselves. They increase an expense and reduce the amount of the Accounts Receivable asset.

All of these transactions happen simultaneously with RezQuick but the results can be seen in QuickBooks by opening up the Chart of Accounts. Invoices increase Accounts Receivables and an Income Account. Expenses decrease the balance of Accounts Receivable and increase an Expense Account.  Payments also decrease the balance of Accounts Receivable but the money goes into another asset account Undeposited Funds.  The reporting facility illustrates previously posted transactions and their resulting destination in QuickBooks. This is a useful facility for auditing purposes or if there is a technical problem with the automatic exporting of transactions. By printing out the report the transactions are listed as to what totals need to go into what accounts. Manually entering these amounts will keep the books in order.  It is possible, as previously stated, to add new Accounts and export them into QuickBooks. This is entirely appropriate when your business offers a new service. But please be aware that adding a new account because you were not happy with the old Account might not be ideal unless you have thought it through carefully. How does this affect what has already been posted?

REZWEB
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Receive internet reservations and import them directly to RezBook. A prospective guest makes a reservation from your website, an email comes to you with the following info. You can check the availability and either accept the reservation, or just save the guest info for future reservations. If you choose to accept the reservation, the information is automatically imported to RezBook.

REZPHONE

Includes Call Accounting Software that allows you to set the price of your local and long distance phone charges. All guest phone charges, along with number called, duration and location are automatically posted to the guest's folio.
In Rezbook under System-Units assign a telephone extension to that unit.  This extension must match the extension setup in the Call Accounting Software.

When a call is made from that unit, the Call Accounting software will cost that call and automatically post the phone charges to the guest folio associated with that room or unit.

If the room is unoccupied, the call will not be posted and a flag will come up indicating that there is a problem with posting the charges.   

The guest folio will show the number called, duration and total cost of the call.  You may edit the call charges at any time in the Call Accounting software, or manipulate the total charges within RezBook.

Call Accounting Software is provided by AATeleData (CallWhere) in the US and Aries Australia (Phone Manager) in Australia.
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