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1. ACConfig

The majority of what was Configuration in previous versions of AutoClerk is how a
separate program called ACConfig. It can be accessed through a short-cut on any
station. The user must be above a permission level 5 to access ACConfig.

By being accessible on any station, ACConfig allows configuration changes to be made
without interrupting hotel operations.

When you are finished working in ACConfig, you must ‘Mark Ready to Install’ through
Install on the Tool Bar. The changes can then be either installed at Station 1, or
automatically at the next forward shift change. If ACConfiguration work was done and
marked as Ready to Install, it is not installed during the Night Audit.

This section details each screen in ACConfig. If you are not comfortable using ACConfig,
please call AutoClerk Support: (925) 284-1005, Option 1. The functionality in ACConfig
is sensitive. Incorrect configuration information can negatively influence the day-to-day
running of your property. When you first log into ACConfig, the ACConfig Main menu
appears as follows.

[ tocierk 2 Confguration Verson s R
Fie View Configuration Install Help
YOUR HOTEL, 936 DEWING SUITE G, LAFAYETTE, CA, 94549
Tel: 925-284-1005, Fax: 925-284-3423
Station 130 [QALAB2] Mar28'11 Mon Shift: 1 Clerk: HM

| Name of Property, Address, Cash Ceirgs & Souces C: GTD/Cancel Setup
D: Define Room Types I: Travel Agent Check Format
L Length of a Room Number 0: Set Options
& Add/Modify/Delete Rooms W Defauks/Options
2 Assign Buldng/Floors Y: Transaction Types
E: Room Features 1: Source Code Text File Sethup
B: Rate Setup % Define TA Commission
P Set Access Codes Q: Exit
E: Edit Help files
B Tax Setup
AUTOCLERK

% It's how you manage”

AutoClerk Support (925) 284-1005 www.mvautoclerk.com

Figure 1: ACConfig Buttons

Name of Property, Address, Cash Ceilings & Sources
Use this screen to set your property information, source codes, and your cash ceilings.
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Help

Property Name, Address, Sources, Etc

Property Name: |YOUR HOTEL

Address: [s36 DEWING SUITE G
Address [LAFAYETTE CA

Zip [24542

Phone: [925-284-1008

Fax ]925-239-3423

Market Code XXX

M3 Report Charge Code: |C¥

M1 Non-Taxable Percent: |10-0000 3

Source NP IV RG NS NG

Cash Ceilings

CAS CASH {s .00

' VIS VISA [s .00
DCC DINERS/CARTE |5 .00

DIS DISCOVER [s .00

AXE AMERICAN EXP  |s .00

Figure 2: Property Name, Address, Sources, Etc. Window

Property Name

The property name, address and phone and fax information you enter here will appear
on the AutoClerk and ACConfig Main Menus.

Sources

Your Primary Source Codes (Source #1) must be set here prior to defining them in
Source Code Text File Setup (ACConfig Menu item 1). You are limited in this section to
24 sources, but you can have more if needed.
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Market Code

If your property is part of a management company, you can enter a three (3) character
code here so that on certain reports, the specific properties are designated by the
market code.

M3 Report Charge Code

One of the AutoClerk Monthly Accounting reports is called the M3. At most properties,
their Miscellaneous (MI) transaction charge code is not expanded. This prompts users to
enter a comment or explanation when they post to the MI charge code. It is usually for a
transaction for which there is no existing code, for example, Limo. At the end of the
month, the accountant can view the report and see if there are transaction codes which
need to be added to their Chart of Accounts.

The transaction code entered here is what is reported on the M3 report. The norm is MI.

M1 Non-Taxable Percent

The amount you put here must be the same as your primary occupancy tax. This
information tells AutoClerk what percentage of Room revenue should be taxable vs. non-
taxable.

If you need to change this amount, you should contact AutoClerk support for help so
your accounting figures are accurate.

Cash Ceilings

A cash ceiling sets the cash limit to a specified amount. Once a cash paying guest
exceeds this amount, their room and folio will appear on the High Balance report. The
Front Desk should contact the guest and request additional payment. For credit card
paying guests, the credit limit, even if set here, is determined by the authorization
amount. If a credit card paying guest exceeds their authorization, their room and folio
will appear on the High Balance report.)

Define Room Types

Use this to setup your room types. An example would be QN for queen non-smoking
rooms.

Note: When you designate or undesignated a room type to be Run of House, you will get
a warning that confirms that this is the correct action. (Run of House means any room

type.)
You can use the Set Order button to put the rooms in the order you want them to
appear on reports and on the F4 Availability screen.

If your property has a CRS (Central Reservation System) or GDS (Global Distribution
System) interface, the room types must be set up on the other side before you add
them in AutoClerk. You also set the CRS/GDS mapping files in this section. You should
contact AutoClerk support if you have ANY questions about working in this section.
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SRTAUGCIETk 2 =T
Room Type Setup: 00 Ascendog) ’
ID|Order|Code|Description Active|Hide from Reports|local Only|Minimum Pecple|Maximum 4
i = New
2 |2 G |RING %] O 0O 1 5 |
3 |2 QQ |QUEEN QUEEN (%] O | 1 s
|3 g5 |ounior surtE B4 O 0 1 2 ﬂ]
S |4 SU  |surTe (%] O 0O 1 3
Ll KS |XING SMOKING [/ O 0O 1 3 Qelete_J
7 |6 QS |QUEEN SMOKING [/ O O 1 a
-] D D [j
O [l O
2 House
= = 2 Hold Backs
11 D E] D
< D D D
13 D [:] D
= o L O Set Order
15 [:l D D
18 D D [j
17 D D [:]
is D D D
ig D D D
20 0O D 0
21 | 0 0
22 D L__] D
23 m)| 0 0 ]
OK |

Figure 3: Room Type Setup Window

Length of a Room Number

The Length of Room Number feature is controlled by AutoClerk support only. If you want
to extend your room numbering sequences, please contact AutoClerk Support: (925)
284-1005, Option 1.

Add/Modify/Delete Rooms

Use this feature to add/modify/delete a room number from your inventory.

If you want to modify your room numbers, please contact AutoClerk Support: (925)
284-1005, Option 1 as there are additional steps which have to be taken before a room
number is deleted.
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'* AutoClerk 2 2f™es™
| File  View Help
Room setup: (Door - Descending)
Floor|Extensions a
New
2 1101 |QQ - QUEEN QUEEN 0 False ‘
3 | 102 QU - QUEEN 0 False
— Modify
4 1103 KRG - KING 0 False
[s | 104 QQ - QUEEN QUEEN 0 False
6 |10s qu - QUEEN 0 False Delete
7| 106 JS - JUNIOR SUITE 0 False
& | 107 KRG - KING 0 False
5| 108 JS - JUNIOR SUITE 0 False
10| 109 QQ - QUEEN QUEEN 0 False
11] 110 SU - SUITE 0 False
13| 111 SU - SUITE 0 False
12] 112 QU - QUEEN 0 False
Fl—i— 113 JS - JUNIOR SUIT 0 False
15| 114 QQ - QUEEN QUEEN 0 False
16| 115 QQ - QUEEN QUEEN 0 False
[17] 116 KG - KING 0 False
| 117 KG - KING 0 False
13| 118 QQ - QUEEN QUEEN 0 False
20| 119 QU - QUEEN 0 False
21] 120 SU - SUITE 0 False
22| 121 QQ - QUEEN QUEEN 0 False
23] 122 ®G - KING 0 False
24] 123 QU - QUEEN 0 False -

OK w

Figure 4: Room Setup Window

Assign Building/Floors

Use this feature to identify the building and floor to which a room number is associated.
1.
2.

Before using this feature go to Default Options>Defined Buildings feature.
Set up the name of the buildings associated with your property.

The names you setup appear in the drop-menu of the Assigned Building/Floors
ACConfig feature.

Assign Buildings and Floors to your rooms.

That information can then also appear on various Housekeeping reports
depending on which options are chosen before they are run.
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S AutoClerk 2 ‘ - (S[E] & ]
Building/Floor Information
Change *0" floors to 1st character of rooml Change 0" floors to 15t 2 cheracters of rooml ’
Room:| 100  Building: | ~| Floor [0 - |
Room:| 101  Building: | | Floor [0 i
Room:| 102  Building: | | Floor fo
Room:| 103  Bulding: [ ;] Floor Il] .
Room:| 104  Building [ | Floor [0
|[Room:| 105 Bulding: | _:J Floor ]U
IRoom:| 106  Building: [ | Floor [0 i
: Room:| 107  Building: | | Floor [0
Room: | 108 Building: | | Floor [0
Room:| 108  Building: | | Floor {0
Room:| 110 Building: | - Floor {0
“I"Room 111 Building: | - Floor [0
Room:| 112 Building: [ | Floor |0
HRoom: | 113 Building | | Floor [0
: Room:| 114 Building: | | Floor [0
Room:| 115  Building: | | Floor [0
Room: 116  Building: | | Floor |0
I Room:| 117 Building:'[ | Floor [0
{[Room:| 118 Building | | Floor o
I Room:| 119  Building: | | Floor [0
Room:| 120 Building: | | Floor IU L
Esc —JOK ’
| !
| A

Figure 5: Building/Floor Information Window

Room Features

Room features is divided into two sections. Note: It is easier for new users to use this
feature in this chronological order:

1. Define the room features.

2. Assign the room features.
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EE AutoClerk 2 Configuration Version 9 e

YOUR HOTEL, 936 DEWING SUITE G, LAFAYETTE, CA, 94549

Tel: 925-284-1005, Fax: 926-284-3423

Station 130 [QALAB2] Mar28'11 Mon Shift: 1 Clerk: HM

N: Name of Property, Adceess, Cash Caiings & Souces C: GTD/Cancel Setup
D: Define Floom Types 1: Travel Agent Chack Fomat
L: Length of a Room Number 0: Set Options
& AddModity/Delete Rooms W Defauts/Options
2 Assign Buldng/Floor Y: Tranzaction Types
If F: Floom Faatires A: Assign Features to Rooms 1 Souwcs Code Text File Setup
B: Rate Setup B e & Dok TA Commitaon
P Set Access Codes 0 Ext
E: EditHeb fies
B Tox Setup

AUTOCLERK

% It's how you monage®

AutoClerk Support (925) 284-1005 www.myautoclerk.com

2T

Figure 6: Room Features Submenus

Assign Features to Rooms

Use this feature to assign specific room features to specific room numbers. For example,
once you define your room features, this allows you to map them to particular rooms.

% AutoClerk 2 R

File

HC
W
SP
Qu
RFP

Assign Room Features

Assign Features for Room l e EJ E] t

Select Al I Select None

HAND ICAP
VIEW

SPECIAL
QUIET
REFRIGERATOR

I Save I

Figure 7: Assign Room Features Window

April 2011 (Doc. Version 1.0)
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Define Room Features

Use this function to specify certain unique features to a room. Every room amenity is not
a feature. Features are unique. For example, a TV in every room is not a feature. A 50”
flat screen in a Presidential suite is a feature. If you have 6 suites and 4 of them have
sofa beds, then sofa bed would be a feature as well.

You should define your room features prior to Adding you rooms because as you
complete adding a room, this form automatically pops up so you do not have to take
extra steps to assign features to rooms as a separate function.

>!_1 AutoClerk 2 &

Deﬁne Room Féatures

Code IDe:cx‘.p:z.c:

HC HANDICAP

VW VIEW

SP SPECIAL

QU QUIET

RF REFRIGERATOR

Do not Add *Smoking"® to this list

£ | ok |

Figure 8: Define Room Features

Rate Setup

Use this to set up your rate classes; rates per rate class, room type, and time period;
tiers for yielding; and your packages.

April 2011 (Doc. Version 1.0) 12
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[ rtocier 2 Contouration Verson s I
File View Configuration Instal Hep
YOUR HOTEL, 936 DEWING SUITE G, LAFAYETTE, CA, 94549
Tel: 925-284-1005, Fax: 925-284-3423
Station 130 [QALAB2] Mar28'11 Mon Shift: 1 Clerk: HM

N: Name of Property, Address, Cash Cedings & Sources L GTD/Cance! Setup
[: Define Foom Types I: Travel Agent Check Format
L Length of a Room Number - Set Options
A Add/Modfy/Delets Rooms \W: Defauks/Options
2 Asaign Buiding/Floors Y: Tranzachon Types
E: Room Featues 1: Source Code Text Fie Setup
Ii £ Fste Selvo C: Rate Classes % Define T4 Commizsion
P Set Access Codes pajorsemndzss QEat
E: Edit Help files S: Package Setup
B: TaxSetup
AUTOCLERK

% I's how you manage”
AutoClerk Support (925) 284-1005 www.myautoclerk.com

Figure 9: Rate Setup Submenus

Rate Classes

Use this to set up your rate classes. This includes your package and group rate classes.
Note: Make sure one rate class is denoted as the Rack rate class. You can have only one
Rack rate class.

April 2011 (Doc. Version 1.0) 13
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AutoClerk 2 - -
| File  View
Rate Class semp: Sorted by: (ID - Ascending)
Reservation Rate Classes
ID Code Description Frequency|hctive |[Allow New Use|Visible to CRS|Rack Del
1 RA New
2 co CORPORATE 1 %) 1% O
3 SR SENIOR CITIZEN |1 A %] 1| O i
T A % = 2 -
5 FT FIT 1 %] %] v O
€ GC GROUP CORPORATE |1 (%} %] 0 Delete
7 WK WEEKLY 7 %} %| O
: MN MONTHLY 30 %] % ] RC Order
I|20 GI GROUP INDIVIDUAL 1 %] %] 1% O
19 01 2 %] v O
20 oz 1 %] % 7| 0O
« »
Group Master Rate Classes Sorted by (ID - Ascending)
ID Code Description|Frequency|Active |Allow New Use|Visible to CRS|Rack Delete a
£} GP New
Modify
Delete
< »
OK
—
Figure 10: Rate Class Setup Window
Rate Setup

Use this feature to Setup your Rates and Tiers. There are three main features in the
Rate Setup area: Rates Setup Grid, Tier Setup, and Tier Selection Rules.

% AutoClerk 2 L= ]
Help
Rate Setup
I Rates Setup Grid l
—
Tier Setup |

Tier Selection Rules I

Exit |

Figure 11: Rate Setup Submenus
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Rate Setup Grid

In this area you can setup up all your rates. You can configure them according to rate
class, room type and time period. If rate classes have been configured to be associated
with other rate classes, you can set up varying discounts on a room type and/or time
period basis.

This is a sensitive configuration and can negatively affect the way your rooms are sold.
Please contact AutoClerk Support if this is the first time you are using this feature: (925)
284-1005, Option 1.

'S_(ian vDﬂa_lWeA ) . rgﬂq_‘_D;a_l_e_ i Tier Rate Class Room Type
[os720710 [occitiionen #f1 <] «frr <> o -] i‘ﬁ

RACK

. = J [—l People Crib Rollaway
Additional Rates Full Rates (Adults) :v|[o~][o r
ull Rates (Adults) ['l”——LH:Z] I [

I Showing => Adults 1 Childrei0 Infants 0

Date: R

Modify Selected Cells
Setto: fx_

Apply

Clear Tags| Set by Day of Week|

Esc J I Save Add Yield Note | Hide Yield Notes SendTo

Figure 12: Rate Setup Grid

Tier Setup

The Tier Setup area allows you to set up how many rate tiers you wish to use at your
property. For example, you can setup a default, a high, and a low rate tier. The specific
Tier used to determine rates in a reservation are controlled by the Rate Tier rules you
set up.
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% AutcClerk 2

Fite Hel \
Tiers Setup: Pending \
|

SetDefadt |ID Name

Default 1

Mod Tier Name

Set as Default

Delete Tier

EES

Tier# Tier Neme
[

ko _ x|

Save

;

Figure 13: Tier Setup: Pending Window

Tier Selection Rules

Use this to setup the Tier Selection rules that control the rates that you sell at your
property. For example, the rules might include high, low, and default rates, all of which
are controlled by percentages used by the rules. This is a complicated configuration and
can adversely affect the way you sell your property if it is configured incorrectly.

Note: Please contact AutoClerk support if you have any questions using this feature:
(925) 284-1005, Option 1.
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Blaccderz

Fie relp
Tier Selection Rules : Pending

T=TE

sif]

and the date is I.‘:f.r_zal to

Delete Rule |

Esc A Move Tier I

:] I'J days from now, then use tier | >

AddRue | W Move Tier |

OK

Figure 14: Tier Selection Rules: Pending Window

Package Breakouts

Use this area to assign the pricing to the amenities in a package. You can have many
different package breakouts. For example, a typical package breakout could include the
room charge, breakfast, theatre tickets, and champagne.

You can set up the breakout to increase the total package price depending on the
number of adults, children and/or infants. You can set Minimum stay requirements as
well as spread the cost of a package over several days for back office accounting
purposes, even though the guest will only see one charge on their folio.

Note: Please contact AutoClerk support if you decide to use this feature: (925) 284-

1005, Option 1.

April 2011 (Doc. Version 1.0)
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B AutoClerk 2 - Package Breakout Setup -8 X
File Edit Hel
Package Breakout Breakout Name [romance
o I Min Stay 1 Day(s) Max Children  [¢
4
Tempiates S [Bwe  [1AdA  [2Adiu  [SAdds [shdds [1CWd  [2Chiden [3Chiden [+Chiden [1n MaxAduts 4 Max infants [+~
romance 1 20000 000 000 000 000 000 0m 000 000 Span: 1 Day
Dy |
Add Trans | Remove
Ext Post Show On
Trans raqs  Amount Comment Tax M1 Folio
PX o |l 200.00 [ROMANCE PG | [ F
PACKAGE PK
RM v [s 100.00 [ROMANCE PKG | K R [
ROOM
RE o |[¢ 50.00 [ROMANCE PKG | F F I
RESTAURANT
Gs +|[s s 50.00 [roMaNCE PG | M T
BATHROBE

M1 Total Folio Total
Totals |§ 200.00 § 200.00 Y| A

Update M1 Total Folio Total
b Ypome | Grand Totals: § 200.00 |§ 200.00
Esc OK

Figure 15: Package Breakout Window

Package Setup

Use this feature to assign the package breakouts to package rate classes, time periods
and room types. For example, you can set up a Romance package to be available to all
room types at all times, but a Mother’s Day package to only be available that specific
weekend.
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B AutoClerk 2 - Package Usage - -8 x
.S';m ‘D’alo _ End Date Tier Room Type
[os/20/20 [occiiiionon el || o -

.

Date Tier |01 [nz I Tagging Options _Package Breakouts

001 (1) romance
Clear Tags
Tag All
Tag Day of Week

Tag Selected Breaxoul'

Add

| Remove Breakout
Clear Cell

Replace l

| Selected Cell

Default

Figure 16: Package Setup Window

Set Access Codes

Use this area to set your property access codes for specific areas in your AutoClerk
program. Note: Codes must be alphanumeric only. You can’t use special characters like
punctuation or programming code standards, for example, {}. Codes are case sensitive.

Property Access Codes:

City Ledger Access Code:
City Ledger Adj Access Code:
Utilities Access Code:

Overbook Access Code:

Group Allocation and Overbook

GROUPOK
Access Code:

1]

Figure 17: Property Access Codes
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Edit Help Files

This feature is rarely used. It is generally used for the Source Code text files. However,
there is another, easier area to set these up. Please contact AutoClerk support before
you use this feature: (925) 284-1005, Option 1.

i Edit Configuration Files

4 Heb Files - |

(= Config Fies
confighuttons bt l
configmenu b
conbiact tt
defautmanmenu. bd
denials. txt
features.txt
fokodoc 1t
guastwale.tet
quickbooks bé
ttclass bi
sonxce_1.tt

statecodes. tut

Figure 18: Help & Configuration File Window

Tax Setup

Use this to setup your Occupancy, Sales, and any additional taxes your property uses.
You can setup multiple Occupancy taxes, set them as flat or a percentage, as well as
have the amount vary depending on room type or even room number. Please contact
AutoClerk Support before using this feature: (925) 284-1005, Option 1.
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im
8

el O
- - = - -

Tax Rules Setup
Tax Name |Start Date|End Date|Charge Type|Tax Type ID|
O = 0 O 2

TaxRule
COUNTY TAX Jun23'1i0 Sepl7'71 TX Occupancy Tax 2 Changes
SALES TAX Jun30'lio0 Sepl7'71 ST Sales Tax 3

New

=
L 2
=

Delete

GTD/Cancel Setup

Figure 19: Tax Rules Setup Window

This feature is for properties using a full CRS integration and may not apply to your
property. Please contact AutoClerk Support for additional information: (925) 284-1005,

Option 1.
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M
e — - — - .
Help .
Guarantee Type / Cancel Policy Setup
First Sunday Date Last Saturday Date Rate Class
[os/05/10 [sep10'113ac ﬂ -]
Dates will be automatically set from
i Sundays to Saturdays
Rate Class Guarantee Types ICanceI Policies | ~Set ALL Tagged Cells
Set Tags: Clear All | Sundays |
Tag All J Mondays |
Tuesdays
‘ Tag Blanks | Wednesdays |
" Thursdays
Frdays
Saturdays
Set Guarantee Type: |<Ignore Cell> |
Set Cancel Policy [<lgnore Cell> Z|
Assign Values I
Default Unassigned Days
Set Guarantee Type [GTD _:]
Set Cancel Policy.  |4PM ~
1 Esc oK

Figure 20: Guarantee Type/Cancel Policy Setup Window

Travel Agent Check Format

Use this to format the commission checks your property sends to travel agents.
AutoClerk formats the checks for you. Please contact AutoClerk Support for information:
(925) 284-1005, Option 1.
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K AutoClerk 2 PP » PUSNPATI S — - —

Define Travel Agent Checks Format

HwHdO WO EZW

0wy

Check Info: Send Check To: Receipt Info:
D date (Today) A agent N..R guest

# check number (1 per check) S street 1..9 skips lines

§ dollars C city/state/zip

E dollars in english

How many lines To Skip Between Checks:

Figure 21: Define Travel Agent Checks Format Window

Set Options

This feature sets AutoClerk-specific options. An example would be to have the F4
Availability screen automatically pop-up in a New Reservation form one you have tabbed
past the arrival date. Please call AutoClerk for a list of Options available. An AutoClerk
support person can then instruct you on the code to use to enable the option.

AutoClerk 2 - User Defined Options

Options:

—

Escape l 0K |

Figure 22: Set Options Box AutoClerk Use Only

Defaults/Options

These are additional set up features you can enable with the help of the AutoClerk
support team. You are not required to use these options.
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ER AutoClerk 2 Configuration Version 9 - ;. =1Cix]
Fle View Configuration Install Help

YOUR HOTEL, 936 DEWING SUITE G, LAFAYETTE, CA, 94549
Tel: 925-284-1005, Fax: 926-284-3423
Station 130 [QALAB2] Mar28'11 Mon Shift: 1 Clerk: HM

N: Name of Property, Address, Cash Catings & Sowces C: GTD/Cancel Setup
D: Define Aoom Types 1: Travel Agent Check Format
L: Length of a Aloom Number 0: Set Options
& Add/Modify/Delete Rooms G: Guest Emall Setup i W Defauts/Dphons !
B: Define Buikings ; ‘
2 Azzgn Buldng/Floors Oosat : Defats Y: Transaction Types
F: Room Features H: Set Housekeeping Room Use 1: Sowce Code Text File Setup
; L: Set Reservation Options : ;
A: Rate Setup o % Defne TA Commizson
B Set Access Codes R: Report Options » O Ex
E: Edit Help fies N: Night Audit Report Suppression
S: Set AutoCerk Colors
B Tax Setup C: Set CRS Channels

\W: Set Best Western Opbtons

- AUTOCLERK

1 I's how you manage”

AutoClerk Support (925) 284-1005 www.myautoclerk.com

Figure 23: Default Options Submenus

Guest Email Setup
Use this to configure AutoClerk to send confirmation emails to guests.

Note: You need your network or computer vendor to help configure this area. You need
to have information regarding your current email setup such as account names and
passwords. Additionally, you need to contact an AutoClerk representative to configure
your confirmation letters. Please contact AutoClerk Support before using this feature:
(925) 284-1005, Option 1.

Define Buildings

Use this in conjunction with the Assigned Building/Floors ACConfig feature. You can set
up the name of the buildings of your property. The names you choose appear in the
drop-menu of the Assigned Building/Floors ACConfig feature.

The Buildings are used when setting up rooms for the Housekeeping reports.
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B\ﬁlding Information

Id Number [ltem

Add New item

— ]

Set Housekeeping Defaults

Figure 24: Building Information

Use this feature to add details to room numbers. These additional details appear in the
Housekeeping reports. Before you use this feature, do as follows:

1. Select Default Options—> Set Housekeeping Room Use.

2. Enter a name for each room use in the Item field on the Set Housekeeping Room

Use window.

3. The Default Housekeeping Room Used For pull-down menu on the Set
Housekeeping Defaults window is populated with names you defined in the Item
field of the Set Housekeeping Room Use window.

4. This feature needs to be configured prior to using the AutoClerk Housekeeping
features. Please contact AutoClerk Support before using this feature: (925) 284-

1005, Option 1.
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Extra Room Info

Vacant/Clzen |0 Occupied/Clean {0 Qut-of-Order |0
Vacant/Dity |0 Occupied/Diny |0
Default Housekeeping Room Used for

Room : 101 Room Type: QUEEN QUEEN
Building Floor
l =l

Default Estimated Minutes to Clean:

Yacant/Clean IU QOccupied/Clean [0
Vacant/Diy |0 Occupied/Dirty |0
Default Housekeeping Room Used for

Out-ot-Order |0

[ ]
Room : 102 Room Type: QUEEN

Building: Floor

I =l
Default Estimated Minutes to Clean:

Vacant/Clean |0 Occupied/Clean {0
Vacant/Dirty [r Occupied/Dity |0
Default Housekeeping Room Used for

l =l

Room : 103 Room Type: KING

Out-of-Order |0

Esc

Multi-Setup |

Room : 100 Room Type: CONFERENCE -
Building: Floor 8
| b

Default Estimated Minutes to Clean:

Figure 25: Extra Room Info

Set Housekeeping Room Use

Use this feature to set the Default Housekeeping Room Used For menu items in the Set

Housekeeping Default feature.

1. Enter a name for the default housekeeping room use in the Item field on this
window.

2. The name you entered appears on the Default Housekeeping Room Used For pull-
down menu for the Set Housekeeping Default feature.

3. Examples would be: Sleeping Room, Conference Room, and Banquet Room.
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K AuvtoClerk 2 [ 5| X
Housekeeping room use types
Id Number |item

wolo|~w]|o]loa] nlw| o] -

Add New ttem

Figure 26: Housekeeping Room Use Types

Set Reservation Options

Use this to feature to name the user-defined fields and checkboxes in a Reservations
form. An example would be if your property accepts pets, to change ‘Box 3’ to ‘Pets’.
When a reservation is taken, if a guest is bringing a pet, the clerk can check the box to
so indicate. If you do not want the field to appear at all, blank out the existing definition.

The second part of this form applies only to properties that receive reservations from a
CRS, such as Best Western. If an Omit box is checked, then AutoClerk will not validate
the Source code if the reservation came from a CRS. Please contact AutoClerk support:
(925) 284-1005, Option 1.for more information on this feature.

April 2011 (Doc. Version 1.0) 27



AutoClerk User Guide Version 9: Build 1009 Module: ACConfig

toClerk 2.

Guest/Res Info Form Setup
I3GX 3 Label for check box next to people

[vser fie1d 1 User Field 1 Label
m User Field 2 Label
W User Check Box 1 Label
[m User Check Box 2 Label

[” Omit sourcel validation in reservations

[ Omit source? validation in reservations

[ Omit source3 validation in reservations

Figure 27: Guest/Res Info Setup Form Window

Options

In this area you can configure additional defaults and features. An example would be
which fields you would like to appear on the F2-Guest Lookup form; or the default for
Advance Deposits.

Do not use this feature until you contact AutoClerk support: (925) 284-1005, Option 1
to ensure that you get the Options you need.
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Conﬁuraﬁon Options

[~ Reservation Uploads Enabled B

¥ Allow the uncancellation of resenvations
¥ Allow checkouts to be reinstated

[ Print checkin slips raw ‘
I Printletters raw

[ Debug email

|35 Folio transaction lines per page
How many transaction to show on each folio page.

¥V Use Extended Housekeeping

!90 Allow for x housekeepers ;

;] Default housekesping room use type:

[ Extend Guestware fields -

M F2-Defsult show inhouse guests

¥ F2-Default show checked out guests
™ F2-Default show arrivals

v F2-Detfault show last name column

¥ F2-Default show first name column

M F2-Default show door column

[T F2 - Default show phone column

¥ F2-Default show note column

W% F2-Defeult show company column
7 F2-Default show pay type column
I~ F2-Defautt show tax exempt column

[T F2 - Default show rollaway column

Esc oK | !

Figure 28: Configuration Options

Report Options
Use these to set up additional reporting feature options.

Options

Contact AutoClerk support: (925) 284-1005, Option 1 before changing the Options in
this form.
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Options

I™ {Remave "see aftached folio(s)" from non-stylesheet CL folio
| [S Report allocation wamings start days out

(0 = do not report)

[T Show rates on Group Allocation Release Report

[ Activate the "No CRS Conf Repon®

™ Activate the "BWR Checkouts Repornt”

¥ Include Conference Rooms in Maid Sheets

Esc oK

Figure 29: Report Options=>Options Window

Setup Pace Data Export Parameters

AutoClerk can produce and export a Pace report on each Night Audit. The Pace report
can then be imported into a spreadsheet and used for forecasting and budgeting.

This is where you can setup the parameters for the report such as where it will export,
what it is called and what fields are included.

Contact AutoClerk support: (925) 284-1005, Option 1 for more information on the Pace
Data report feature, as well as how to set up this form.
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Pace Data Export |
v Do Automatic Export in NA

¥ Include a Header Row |

¥ Include Rate for Today
(Default Day Form Only)

¥ Include Postings from Today
(Default Dayy Form Only)

0 Days from today to start

(0 = today: 1 = tomorraw..)
90 Days from start to end
(0 =stertonly: 1 =star plus 1 day..)

Directory Name
lPa:e Save in Export:<name>

(folder name under export with no spaces)

csv Extension code
{i.e. CSV such as temp.csv)

Esc 4‘0'(

| /4

Figure 30: Report Options—>Pace Data Export Window

Night Audit Report Suppression

Use this feature to suppress the Night Audit reports you do not wish to print out during
the Night Audit process. Remember that even though the reports are suppressed, you
will still have access to them and reprint them through the AutoClerk main menu:
Utilities>View Past Night Audit Reports.
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T 2 — = |

Night Audit Report Suppression
¥ Suppress GuestMessage Report

¥ Suppress Room Suppression Report
¥ Suppress No Show Report
¥ Suppress Rate Excaption Repon
[ Suppress Credit CardrBaldming Repons
¥ Suppress Inhouse Guest Listing
¥ Suppress Inhouse Guest Statistics Report
v Suppress Room Rate Change Repont
W Suppress Reg Slip Trackirig hepon
v Suppress M1 Daity Transaction Report
¥ Suppress Rate Class Deletion Report
I~ Suppress Group Allocation Waming Report
I” Suppress Group Allocation Release Report
¥ Suppress No CRS Conf Report
+f7 Suppress DCR Report
¥ Suppress Tax Setup Report
¥ Suppress Tax Variance Report
¥ Suppress BWR Checkouts Report
¥ Suppress Advance Deposit Due Repont
¥ Suppress Cancels with Deposits Report
¥ Suppress Encryption Key Expiration Report

Figure 31: Night Audit Report Suppression Window

Set AutoClerk Colors

Use this feature to set the background colors you desire on your AutoClerk application.
Please contact AutoClerk support before using this feature: (925) 284-1005, Option 1

April 2011 (Doc. Version 1.0) 32



AutoClerk User Guide Version 9: Build 1009 Module: ACConfig

>
3
-]
0
]
=
0O
cl
=]
-
w
3
o
3
o

Mainform Colors
Silvar
White

Red

o

Yellow
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=

Text Black

Esc | o |

Figure 32: AutoClerk Color Scheme Window

Set CRS Channels

This feature sets the code and description for any Central Reservation System (CRS) to
which your property is connected.

Please contact AutoClerk support before using this feature: (925) 284-1005, Option 1.
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CRS definitions
Id Number |Code lDescriphon l
1 BW BestWestemn
2 UNKNOWN
3 Global
4 HOBOO
5 ResOnWeb
e Unirez
7 Timeless
8 Topaz
3
10
1
O
13
14
15
16
17
18
Add New ltem
Esc 4‘“

Figure 33: CRS Definitions Window

Transaction Types

Use this section to define your Transaction types: map your credit cards; setup your
Customer Relations Management (CRM) export, such as Guestware; and setup up your
back office accounting software mapping, such as QuickBooks.
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e REE
Fie View Configuration Instal Help
BESTWESTERN V8 TEST DATASET, 936 DEWING SUITE G, LAFAYETTE, CA, 94549
Tel: 925-284-1005, Fax: 925-284-3423
Station 130 [QALAB2] Apr §'11 Tue Shift: 1 Clerk: HM

N: Name of Propesty, Address, Cash Cetlngs & Sowrces L GTD/Cancel Setup
D: Define Room Types 1. Travel Agert Check Format
| Length of a Room Numbes 0: Set Options
& Add/Modity/Delete Rooms W Defauks/Options
2 Assign BuldngFloors C: Define Charge Payment Types { Y: Transaction Types 1
E Room Features : ::::;:’:;:;m‘ o et fores 1: Source Code Text File Setup
A: Rate Setup 9: Setup Mas30/QuickBooks Mapping % Define TA Commession
P SetAccess Codes Q Ext
E: Edit Help fies
B TaxSetup
_AUTOCLERK

¥ 1It's how you manage™

AutoClerk Support (925) 284-1005 www.myautoclerk.com

Figure 34: Transaction Types Submenus

Define Charge Payment Types

This is where you setup the charge and payment types for your hotel. Charges, for
example, might include room, phone, postage, and laundry. Payments would be your
credit cards. Direct Bill or City Ledger payment types are set up in the City Ledger
section, not here. You can also set up taxes to post automatically when a charge is
posted.

Please contact AutoClerk support before creating any payment types or charge types:
(925) 284-1005, Option 1.

AutoClerk support can help you define payment and charge types as well as map these
payments and charge types per interface. Do not attempt to do this for the first time
without an AutoClerk Support representative.

Note: The Setup Credit Card Mapping Types form pulls the information you enter into
the Credit Card Map Types fields on the Define Non-City Ledger Transaction Types
Window.
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Payment Types / cd-desc Charge Types /cd-desc-expnd
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16)|sT |szu.zs TAX ™ Taxes
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Map cc Discover as DIS 15| | ICTaes I
Map cc Diners as |DCC 15| Taxes |
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Figure 35: Define Non-City Ledger Transaction Types Window

-

April 2011 (Doc. Version 1.0) 36



AutoClerk User Guide Version 9: Build 1009 Module: ACConfig

*A\rtoClcr&E — el O X
Interfaces
Copy all AC codes to CRS codes
AC2 Description Code CRS Code
I
|
|
|
|
|
|
|
‘ |
! |
|
|
I
I
l
I
Esc 'lJ

Figure 36: Define Non-City Ledger Transaction Types—>Interfaces Window

Setup Credit Card Mapping for Interfaces

Use this feature if you do not need to set the payments or charge types, but need to set
up the credit card type only. This is a shortcut, to credit card mapping. This is usually
used by AutoClerk technicians when they are converting a property to AutoClerk.

Note: The Interfaces window is populated from the Credit Card Map Types fields on the
Define Non-City Ledger Transaction window.
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Interfaces

Copy all AC codes to CRS codes
AC2 Description Code CRS Code

I
I
I
I
I
I
I
I
I
I
|
I
I
I
I
I

Figure 37: Interfaces Window

Setup GuestWare Charge Types

GuestWare is a CRM (Customer Relations Management) interface. This feature is only
enabled if you purchased the interface.

Please contact AutoClerk support for more information on the GuestWare interface and
how to use this form: (925) 284-1005, Option 1.

Setup Mas90/Quickbooks Mapping

If you purchased the Mas90 or the Quickbooks interface, use this feature to map your
payment codes and your charge codes.

AutoClerk technicians will help you configure this feature. Please contact AutoClerk
support before using this feature: (925) 284-1005, Option 1.
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>‘.: AutoClerk 2 23

Mas90 Mapping Directions
Break out Room Charges by Rate Class?
Include Units rented by rate class? o
Break out Expanded Charge Types For these charge codes
CF CONFERENCE
GS GUEST SVC R
SPSPA

GF GOLF Uncheck Al

Esc OK

e o’

Figure 38: Mas90 Mapping Directions Window

Source Code Text File Setup

Use this feature to define all of your source codes. The source codes on the Reservation
form are pulled from the Source Lists window. By listing Sources here, they become
mandatory on Reservations and Walkins. The sources listed here appear on the Yield
Management report if selected as a parameter, as well as other Marketing reports.

If you add, delete, or modify source codes in the first column (Source List 1), then you
must change the source codes listed in the configuration sub-menu item: N: Name of
Property, Source 1, Ceilings.
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m TELEVISION = SOURCE 2 = THIRD SOURCE ’1

RG REGULAR GUEST

NS NEW SOURCE
NG NEW GROUP
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Figure 39: Source List Window

Define TA Commission

Use this feature to define the commission percentage your property pays to those travel

agents who book directly with your property as well as any CRS (Central Reservation
System) or GDS (Global Distribution System).

% AutoClerk 2 [

TA commission Percentage:

Setdefault percent: 10

The new percentage must be between 0% and 100%

Esc oK

Figure 40: TA Commission Percentage

Exit

This button exits you from ACConfig and returns you to the AutoClerk Login box.
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