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Tips for Front Office users
Rooming calendar function keys

On the Rooming Calendar function keys can be used to invoke the following functions:

· F4 – Room functions 

· F5 – Add Guest

· F6 – Add Extra

· F7 – Financials

· F8 – Go to reservations


Expanded Rooming Calendar

Expand your view of the Rooming Calendar by clicking on the ‘enlarge calendar’ button on the intersection of the calendar scroll bars in the top right corner of the calendar. To return to the standard view, click on the ‘reduce calendar’ button, found in the same place.


Note: In expanded view the function buttons are not displayed, so you should use the function keys mentioned above
.

Room sequence

The Rooming Calendar can list rooms either in room name sequence, or in accommodation type sequence and then room name sequence. To change the sort order click on the sort selection button in the top left cell of the calendar.


Bulk check in

You can perform check in and check out for multiple rooms simultaneously. With no room selected, click on the ‘Check in’ or ‘Check out’ button. The system will display a list of rooms that are eligible for the action. Select the required rooms by clicking on the check boxes, then OK.


Note:
(i) For check-in, arrival rooms will only appear in the list if there is not someone else already checked into the room. 
(ii) For check-outs, rooms on which there is an outstanding balance for onsite extras are displayed in red. If you click on the pdf icon to the right of the room name you can view the proformas relevant to the room.


Rooming Calendar – Back to today

The ‘Back to today’ button alongside the date is a quick way to restore the calendar display to start from the current day.


Last calendar

The ‘Last calendar’ icon on the toolbar re-displays the last displayed calendar with the settings used in the last display. One useful application of this shortcut is when you work on the rooming calendar for more than one property. If you load the calendar from the menu, eg.: Property > Rooming calendar, the calendar will always be displayed for your default property, starting from today’s date. However, if you use the ‘Last calendar’ icon the most recent property and date range that you worked on will be displayed.


Primary guests

When adding extras from the Rooming Calendar, when you click on the ‘Invoice to’ search icon a list of contact names is displayed. Primary guests are displayed in bold type. To avoid the creation of more folios than are necessary, the practice should be followed whereby only the guest who is expected to pay the account should be flagged as primary. 


Departure folios report

The column header row of the Rooming Calendar contains a ‘Reports’ drop-down icon for each day. The Departure Folios Report in this list presents a list of all reservations due to check out on that day. All the folios of each reservation are listed, together with a financial summary, including the folio amount outstanding. Any amount outstanding for an onsite purchase is shown in red. Alongside each folio, the following action icons are available: Open document as PDF; Open document; Record payment; Generate invoice.


Extras quick entry

The ‘Extras Quick Entry’ screen may sometimes be the quickest way to record onsite extras. Access the screen from menu selection: Property > Extras Quick Entry. 

Payment against multiple folios

Sometimes a single payment needs to be allocated against multiple folios. A normal example of this is when a direct booking has been made at RS, for payment at the property and onsite extra charges have been incurred. 

Under these circumstances there will be a res office folio and a property folio, which cannot be merged. To split the payment across the two folios, go to the Reservation > Financial > Payments screen to record the payment.


Report on cancelled bookings

To get a report of cancelled bookings for a given date range, go to menu option Reservations > Reports > Standard report. Set the date range as required, set status filter = ‘Cancelled’ only. Click on ‘Generate list report’.


If you need to see just those cancellations that were made during a given period (e.g. during the past week) that affect a given travel date range, go to menu option: Reservations > Reports > Update. Set the date range = the update date range, e.g. last week; click on Advanced options and set the travel date range, e.g. next week, click on ‘Generate list report.

Multiple windows

You are able to open multiple windows in ResRequest. Do this by clicking on the icon on the extreme right of the toolbar.
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