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About Check-Inn®

This section includes information on:
= License and warranty
= Customer support
= Check-Inn features
= Hardware recommendations

License and warranty

This software is a proprietary product and is protected by copyright. You may duplicate it for backup
protection, but not, either in whole or in part, for any other purpose. It may be used by more than one
machine, but only for business related to the licensed property.

If this software fails to perform to your satisfaction within 30 days from the date of purchase, Innsoft,
Inc. will repair the defect or refund the purchase price of the software. You agree that your sole
remedy is a full refund of the purchase price.

Innsoft, Inc. makes no warranty, expressed or implied, including fitness for a particular use, regarding
this software. Innsoft, Inc. shall in no event be liable for any special, incidental, consequential or other
damages resulting from any defect in the software.

This software is licensed to a physical location, not a person, corporation, or other legal entity.

Under no circumstances will the license be transferred to another physical location.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




About Check-Inn Check-Inn

Customer support
Innsoft, Inc.
Sales: (800) 950-8995

Technical Support: (503) 643-8162, option 2
(7:00 AM — 4:00 PM, Pacific Time, Monday — Friday)

Unless you are using a demo, a valid service contract is required to receive technical support.

Emergency Support is available from 4:00 PM — 11:00 PM, Monday — Friday; 7:00 AM — 11:00 PM,
Saturday — Sunday (Pacific Time)

There is an additional fee for after-hours emergency support.

Please use our technical support number during normal business hours.
Fax: (503) 641-6537

Email: info@innsoft.com

Website: www.innsoft.com
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About Check-Inn Check-Inn

= Touch-screen friendly

= Enhanced reservation features, including a feature-rich grid, search engine, and reports

= Customizable yield management system for daily, weekly, monthly, and package rates

= Sophisticated password protection that allows for customizable groups and multiple users
= Automatic closing of the financial day, and posting of room and tax

= Ability to email folios, confirmations, cancellations, quotes and reports

= Market and Event tracking

= Accounts Receivable system

»m Complete data backup and recovery

= Credit card processing support for both high-speed (Internet) and dial-up connections (module
available)

= Credit card encryption and advanced security features

= Network support for multiple workstations (module available)

= Internet reservations interface (requires additional program)

= Ability to export financial summaries to QuickBooks, Quicken, Peachtree, and CSV
» Call accounting interface (requires additional program)

= Voicemail interface (module available)

= Multiple printer support

= Hardware support, including ID scanners, signature pads, cash registers, and magnetic stripe
readers

= Among many others!
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About Check-Inn Check-Inn

= Multicore — 1.8 GHz processor (2.0 GHz or better recommended)

= 4GB RAM (or better)

= Windows 7, 8, or 10

= 160 GB hard drive or more (500 GB or more recommended)

= CD/DVD Drive

= Multiple USB 2.0 ports

= Mouse

= Monitor with 1024 X 768 resolution or higher

= Windows compatible printer (laser printer recommended)

= Ethernet port

= Wired, high speed Internet connection (wireless connections are not recommended).
= Serial port or a USB-to-serial adapter (only required for certain software options)
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Get Started Check-Inn

Get Started

This section includes information on how to:
= Set up your computer
= Install Check-Inn
= Start Check-Inn
= Set up Check-Inn

Thank you for purchasing Check-Inn®. Check-Inn gives you more control over many front desk
operations, and because several features are automated, Check-Inn saves you many hours of
bookkeeping. The simplicity of Check-Inn is an asset to any property.

We recommend that you give your staff a practice period of at least two weeks to learn this new
system. This is easiest if your current system is maintained until your staff is trained to use Check-
Inn.

If you have problems running Check-Inn, consult the corresponding section of this manual. You may
also refer to the Question and Answer section at the end of the manual, which contains the answers
to the most common questions. Once you are running Check-Inn you may press the F1 key at any
time to receive assistance with the program.

The help key will allow you to view tips, hints, and directions. If you still cannot find a solution to your
problem, please call Innsoft Technical Support at 503-643-8162, option 2 during normal business
hours (Monday-Friday, 7:00 AM to 4:.00 PM, PT).

IMPORTANT! Your property name and property code number must be entered in the Property Name
and Address screen (Settings > Property Name & Address) for Check-Inn to function. Your
property name and code number are located near the middle of your invoice under the License
Information section. Both the property name and code number must match the invoice exactly.

Example:
Innsoft Demo Motel — Portland
651335

The entire name “Innsoft Demo Motel — Portland” including spaces and punctuation must be entered
on the Name line exactly as is appears on the invoice. (This field is not case sensitive.)

If you cannot find your invoice, contact Innsoft to receive your property code. You can run Check-

Inn for a trial period of forty-five to sixty days in Demo mode using the demo code (651335) as your
code number.
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Get Started Check-Inn

Set up your computer

We highly recommend that you place your computer at your front desk for easy guest check-in.
Computers on a network should be placed in areas that allow for easy installation of networking
cables and easy access by the staff. You may need to purchase extension cables if you are having
problems with the placement of your monitor, keyboard, printers, or other hardware, such as
scanners, magnetic stripe readers, and signature pads.

Please pay close attention when setting your computer’s date and time, specifically AM and PM, as
they are often reversed. (You can set the time and date by double-clicking on the digital clock in the
lower right of the Windows desktop.)

Install Check-Inn

There are two ways to install Check-Inn:
= From the Innsoft website
= FromaCD

After installing Check-Inn, you need to complete the installation process.

Download and install Check-Inn from www.innsoft.com
Note: You must purchase Check-Inn in order to install it. Please contact Innsoft Sales (800-950-
8665) for assistance.

Once you’ve purchased Check-Inn, follow the instructions you received at the time of purchase. If you
are unable to find the instructions, please call Innsoft Technical Support at (503) 643-8162, option 2.

Install from a CD
1. Insert the Check-Inn CD into your CD-ROM drive.
After a few moments, a screen should open asking what you want to do.
2. Click Run setup.exe.
A screen should open asking which product you would like to install.
3. Select the Check-Inn icon | checkinn | from the install menu.
4. When the Welcome screen appears, click Next to continue or Cancel to exit setup.

Note: If you do not receive a prompt to install Check-Inn, please call Innsoft Technical Support during
normal business hours at (503) 643-8162, option 2.
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Get Started Check-Inn

Complete the installation process

Follow these steps to complete the Check-Inn installation process, whether you have downloaded
Check-Inn from the Innsoft website or installed it via a CD.

At the Check-Inn Setup Wizard screen:

1. Click Next at the Information screen or Cancel to exit setup.

2. Choose where to install Check-Inn.
If you are installing the program for the first time, it is strongly recommended that you install the
program to the default directory, C:\Checkinn.

3. Click Next to continue.

4. Select any additional tasks you wish to perform and click Next. (It is strongly recommended that
you select “Create a desktop icon for Check-Inn.”)

5. Click the Finish button to complete the installation.

. If this is a brand new installation of Check-Inn, you are asked if you want to install the sample
property data.

a. If you want to load your own property’s information, click No.
b. If you want to do a trial of Check-Inn using fake property data, click Yes.
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Get Started Check-Inn

START CHECK-INN

The installation process creates an icon on your desktop which you will use to start Check-Inn

1. Double-click the Check-Innicon.

2. Verify that the date and time are correct in the lower right-hand corner of the Check-Inn screen.
If the date and/or the time is incorrect, close Check-Inn and fix the date and/or time in your
Windows settings.

Checiclnn - Logged In: admin (Press F12 to log out)

= | Verify that the date and time
shown here are correct.

Frday, June 19, 2015 - 819 AM

The home screen displays your property’s current status and allows you access to all the features
available in Check-Inn.
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Get Started

Check-Inn

If there is no Check-Inn icon on your desktop

1.

Right-click an open area of the desktop.

2. Click New, and when the menu appears click Shortcut.

View

Sort by

Refresh

Paste

Paste shortcut

Undo Move Ctrl+Z

Graphics Properties...

Graphics Options

New

Shortcut

B Screen resolution
BMP File
Contact

d Personalize

Microsoft Word Document
Journal Document

Microsoft Access Database
Microsoft PowerPoint Presentation
| Microsoft Publisher Document

| Rich Text Format

Text Document

| Microsoft Excel Worksheet

Sl A Y

Compressed (zipped) Folder

3. When you are prompted at the command line, type

© N o 0 bk

location where you choose to install Check-Inn).

2 Create Shortcut
What item would you like to create a shortcut for?
This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses.
Type the location of the item:
C:\checkinn\checkinn.exe | Browse...
Click Next to continue.

Click the Next button.

Type a name (the default is Check-Inn).

Click Next.

Click Finish on the final screen.

Double-click the desktop icon to start Check-Inn.

: C:\checkinn\checkinn.exe (or a different
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Get Started Check-Inn

After you install Check-Inn, there are a few things you need to do to before you start using it to
manage your property:

= Set up your property in Check-Inn (enter your property name, contact information, and codes
[if you have purchased Check-Inn])

= Enter your room inventory

= Set up your rates

= Enter tax and sales categories

= Configure your check-in/check-out/close-out times

= Select your printer(s) and setup other hardware

= Customize Colors & Preferences

= Customize your statements

= Set up your security, including groups, users, and passwords
= Set up the email feature

= Set up your backup schedule
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Settings Check-Inn

Settings

The Settings screen is where you'll do most of your setup. This screen contains basic information that
Check-Inn requires in order to function properly. All the information needs to be entered and kept up
to date.

Access the Settings screen by clicking Settings.

& Check-Inn - Logged In: admin (Press F12 to log out) - A
A Support
Check-Inn. Settings PP
By Innsoft Inc. @
Check-In
% Resemvation .
+ I Checkdn
Walk-In 1 Property Name & Address 6 Printers & Devices
< q Check-Out
&b cuests 2 Rooms & Rates 7 Colors & Preferences
Cash Register
3 Tax & Sales Categories 8 Statements
PE Audit
ﬁ Reservations o
< Check-In/Out Times 8 Passwords & Security
é’% Settings ] 5 Credit Cards & Phone Limit A Event Tracking
Log Out &
Exit
B Maintain Check-Inn Files

QQ Update

Friday, May 15, 2015 - 1:19 PM

This information includes:
= Property name, address, and contact information (required)
= Property code number (required)
= Room numbers and descriptions
= Rate setup
= Tax rates and sales categories
= Check-in/out and close out times
= Credit card processing
= Default phone limit
= Credit Card Processing (module required)
= Printer setup
= Hardware setup
= Voicemail integration (module required)
= Screen color
= Marketing codes
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Settings Check-Inn

= Selection of Check-Inn features

= Selection of grid preferences

= Screen saver

= Folio, reservation, and billing policy statements
= Passwords and security settings

= Event tracking

= Backups
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Settings

PROPERTY NAME & ADDRESS

Check-Inn

Settings > Property Name & Address

The Property Name & Address screen contains the name of your property, your property code
number, your options code (for voicemail, network, etc.) and the property address and contact

information.

Note: The name, address, phone numbers, and email you enter will appear on all reports and folios.

IMPORTANT! The license code must be set for Check-Inn to function. If you have lost your code
number or have changed your property’s name, please contact Innsoft Sales (800-950-8665) for

assistance.

Enter property information

1.

Settings Home Screen Check-In Reservation

Click Settings on the home screen.

< CheckcInn - Logged In: admin (Press F12 to log out’

Support
Check-inn. A ;

Aute-Backup B Successhul
Fri May 15, 2015 & 11:39 Al

The Settings screen is displayed.

Click Property Name & Address.

Check-Ir ress F12 10 log out

1 Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PA
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Guest Screen Audit
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Settings Check-Inn
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Settings Check-Inn

The Property Name & Address screen is displayed.

) ki Logged e adrin Bres 13 0109 o) ==
Check-Inn. Property Name & Address S"gﬂ

Property Name
Address Line 1
Address Line 2
Address Line 3

Phone Number(s)

Email Address

FodeiNumber Name and Code Number Must Match Invoice:

4a -
a2
& o

Options Code Credit Card / V. Mail  Network / Key Lock

Done <F10> Cancel <ESC>

[ = lmll e [ A Mo e P

3. In the Property Name field, type your property’s name exactly as it appears on your invoice under
the License Information section.

Note: The property name is not case sensitive, but punctuation and spacing are important.

Enter your property’s address, phone number, and email address.

5. Enter your property’s code number (and options code if you have one) as it appears on your
invoice under the Information section.

6. Click Done.

Note: If this is a demo version of Check-Inn, enter the name as you want it to appear on folios, and
set the code number to 651335. The demo code lets you operate Check-Inn for a period of sixty days
from the day you installed it.
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Settings

ROOMS & RATES

Check-Inn

Settings > Rooms & Rates

This section includes information on how to:

Enter your room inventory
Sort the room list

Search for a room in the list
Adjust the linen change setup
Print a room list

Enter your room inventory

This section includes information on how to:

Settings Home Screen Check-In Reservation

Add a room

Edit a room

Change status

Delete a room

Enter a conference or dummy room
Enter split rooms
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Settings Check-Inn

Add aroom

Enter the rooms in the order that you want them displayed in your room lists and in your reports. Each
new room will be added immediately below the room currently selected with the highlight bar.

1. Click Settings on the home screen.

@ CheckInn - Logged In: admin (Press F12 1o log ou) - ol

E Support
Check-Inn. G

N - |

UM RATES A
i« J5152015 v+B Ewandcnd 3
y or L b 1

o ll Rl

pA Successiul
Fr, May 15. 2015 at 11:39 AM

Fri. May 15, 2015 &t 11:39 Al

Friday, May 15, 2015 - 115 P}

The Settings screen is displayed.

) Check-Inn - Logged In- admin (Press 12 1o log out) - olEl
: Support
Check-Inn. Settings
By Innsoft Inc G
L x
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PA

2. Click Rooms & Rates.
The Rooms & Rates screen is displayed.

jc.ll?ﬂ‘?""“"i ugﬂ You can quickly copy room type
l&m . = information from an existing room to
& el Gemn a new room if they are the same

& wan RoomSeasn | ] 5 Room Rates room type

B o[ ] = | canen | [54] cmminn | o] omeron If you are adding rooms of the same
2 N —— R —— room type, highlight the room type
s S = (in the Room Description column of
2 e 2o the Rooms & Rates screen) for the
2: - T e type of room you want to copy.

) s e cons

& e e TSI
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Settings Check-Inn

3. Click Add Room.
The Add Room window is displayed.

Check-Inn - Logged In: admin

Add Room If you are adding multiple rooms of the
Enter the room number and description for the room. same room type (and hlghllghted a
EXAMPLE: Room: 101, Description: Single NS room to COpy from on the preViOUS
e Nimber E screen), click to select the “Copy
information from the selected room”
Description | | check box.

I O] Coex information from the selected rood/

Done <F10> Cancel <ESC>

Enter the room number.

5. Enter the room type in the Description field (for example, “KNS” or “King NS” for a king-size bed,
non-smoking).

IMPORTANT! Make sure you enter the descriptions of similar rooms in exactly the same way, so
that Check-Inn can properly group the rooms.

6. Click Done.
Note: You can also use the Add Room button to add a room in the middle of the room list.

F7 Linen ¢

, For example: We've selected room
F2 F3 Edit Room F4 | Change Status Del Del 126 When We C“Ck Add ROOm, the

Room ‘ Room Status | Room Description Rate H
101  <Clean> QQNS neW r00m Wl” be 127
602  <Clean> AAA
500  <Dirty> KNS

501  <Dirty> K
a oo oo

<
104  <Clean> QQNS
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Settings Check-Inn

Edit aroom
1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

@ Check-Inn - Logged In: admin (Press F12 to log out) i 5
Support
Check-Inn. Rooms & Rates PP
&3 saft e (]
(o e Room 5 of 28 (]
_ Friday, May 15, 2015 5 Clean Al
Room Search || | F6 Room Rates
- F7 Linen Status
F2 AddRoom 3 \‘ F4 | ChangeStatus  Del | Delete Room
A | Bis | |
i Room Room Status Room Description | Rate ~ i
101 <Clean> QaNns
Sl A 802 <Clean> 7y
D
“r 105 <Clean> aasm
R 106 <Dirty> Qasm
— 107 <Dinty> Qasm
_ SortRoom List <F12> | Print Room List <F11>

Click to select the room you would like to edit.
Click Edit Room.
The Edit Room window is displayed.

—
Edit Room

Enter the room number and description for the room.
EXAMPLE: Room: 101, Description: Single NS

Room Number
Descripton  QQNS

Done <F10> Cancel <ESC>

Change the incorrect information in the same manner described in Add a room.
5. Click Done.
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Settings Check-Inn

Change status
Check-Inn has three room statuses: Clean, Dirty and Not Available.

Room status automatically usually changes to Dirty upon check-in, and then Clean when marked
clean during the Housekeeping Report procedure. If you find that a room’s status is incorrect, you can
manually change it.

You can easily change a room’s status directly from the grid on the home screen. Simply right-click
the room number and click on the status you want.

The instructions that follow are for changing a room’s status from the Rooms & Rates screen.

Note: Room type is color coded to denote its status: Green = Clean, Blue = Dirty, Red = Not
Available.

9 Check-Inn - Logged In- admin (Press F12 o log out) -0

Check-Inn. Rooms & Rates S“‘g‘

e Room 10f 20 x

Room Search |QCR F6 Room Rates

l Check

R F7 Linen Status

= F2 ‘Add Room F3 Edit Room F4 Change Status Del Delete Room

l‘*_‘ e Room Room Status Room Description Rate

ﬂ 101 | <Clean> |QaNS

Audt 602 <Clean> AAA )

= Blue = Dirty
Red = Not Available =

e =) Green = Clean

Qasm
Qasm

Isb

Sort Room List <F12> | | Print Room List <F11>

=
B

Friday, May 15, 2015 - 3:20 P

If you have a room that is currently out of service, you can change the status of the room to Not
Available. A warning message is displayed if the room is occupied.

Note: Rooms marked as Not Available do not appear on the Housekeeping Report.
Use this feature to change the status of a room between clean, dirty, and unavailable.

1. Settings > Rooms & Rates.
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@
Check-Inn.

ByInnsoftinc.

Room 5 0f 28

Friday, May 15, 2015

Room Search | ]

Check-Inn - Logged In: admin (Press F12 to log out)

Rooms & Rates s“'g"

F5 CleanAll
F6 Room Rates.
F7 Linen Status.

Room Room Status

F2 AddRoom ‘ F3|  EditRoom Hnlcvmgesmusl Del | DeketeRoom

Room Description | Rate

101 <Clean>
602 <Clean>
500 <Dity>

QANS

KNS

Qans

104 <Clean> Qans
105 <Clean> Qasm
106 <Dety> qasm
107 <Dinty> Qasm
108 <Dinty> Qasm

SortRoom List <F12> | Print Room List <F11>

AR

- ol

Click to select the room you whose status you want to change.

) Checi-Inn - Logged In: admin (Press F12 to log out) - olEN
checicinn. AT TR
By msartinc (i)
[ -
as o owm
- RoomSearch | ] 7S | RoomRates |
(][ iosws |
ﬂ ‘Add Room VFJ | Edt Room ‘ ‘i Change Status i Delete Room ‘

Room Descripion |

SortRoom List <F12> | Print Room List <F11>

= —re
e
500 | <Oity> KNS
102 J§ <NOT AVALABLE> aans
126 i <Ciean> aans
102l <Clean> Qans
104  <Ciean> Qans
105 <Clean> Qasm
106 l§ <Clean> aasm

Settings Home Screen

Check-In Reservation

Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen

Check-Out

Stand-Alone Cash Register

Reservations

Reports Troubleshooting

Appendix

EMV




Settings Check-Inn

Delete aroom
1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

@ Check-Inn - Logged In: admin (Press F12 to log out) -0
Support
Check-Inn. Rooms & Rates ®
By Innsoft Inc
l i) Room 5 of 28 x
Waicin
Room Search | 6 Room Rates
N Creck O
2 Linen Status
& o

(= Coob st Room Room Status Room Description Rate
101 <Clean> Qans

M At 802 <Clean> A

?mw
=

{j o 08 =Clan~

104 n> Qans
‘. 105 <Clean> Qasm
% Setings 106 <Dity> aasm
107 <Dinty> Qasm
108 <Diny> Qasm

@ s Sort Room List <F12> Print Room List <F11>

Click to select the room you wish to delete.

Click Delete Room.

This message is displayed: “Delete Room (room number)?”

4. Click Yes.

Note: If this message is displayed: “Room Occupied or Reserved. Unable to Delete Room.” move
all guests and reservations for this room to other available rooms, and then use the delete
procedure again.

5. Click Done.
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Settings Check-Inn

Enter conference or dummy rooms

Note: To activate this feature, click to select the “Allow conference and dummy rooms” check box in
Colors & Preferences from the Settings screen.

Conference rooms do not affect occupancy totals, availability totals, or average daily rate.

1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) S
Check-Inn. Rooms & Rates Y4

Room 5 of 28 | |
Friday, May 15, 2015 F5 CleanAll
Room Search | 6 Room Rates

F7 Linen Status

;, ro | cmneem | |74 [ comesows | | 0w | oot
w2 ~

Room Status Room Description Rate
QaNS

AMA
KNS
K
| w2 <Cew _________Jaoks | _________|
<Clean> QQNS
QaNs
Qasm

15 | Resenvsions

Hipot

L

-

Satings

aasm
Qasm
Qasm

Loa it
At 108 <Dinty>

Sort Room List <F12= | Print Room List <F11>

(= ED

Updatie

2. Click Add Room.
The Add Room screen is displayed.

Check-Inn - Logged In: admin

Add Room

Enter the room number and description for the room.
EXAMPLE: Room: 101, Description: Single NS

Room Number D

Description | |

[] Copy information from the selected room

Done <F10> Cancel <ESC>

Note: Check-Inn uses a letter (other than S) before the room number to indicate a conference
room.

3. Enter the room number with a letter from A—Z (not including S) before the number in the Room
Number field.

4. Enter the room type (for example, “Conference Room”) in the Description field.

IMPORTANT! Make sure you enter the descriptions of similar rooms in exactly the same way so
that Check-Inn can properly group the rooms.

5. Click Done.
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Settings Check-Inn

Enter split rooms

Split rooms do not affect the total number of rooms occupied or available. However, room rental for a
split room will affect your average daily rate. Split rooms are not available when making a reservation.
Rooms may only be split at check-in or from the guest screen.

1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) a

- =
S‘I‘h_eck—lnn‘ Rooms & Rates Su?Sn

Room 5 of 28 x

Friday, May 15, 2015 75 CleanAll

Room Search | 6 Room Rates

F7 Linen Status

Room Room Status Room Description Rate
101 <Clean> QQNS
802 <Clean> ArA
500  <Dirty> KNS
501 <Dirty> K
102 | <Clean> _qaNs F—
103 <Clean> QQNS
104 <Clean> QQNS
105 <Clean> Qasm
106 <Dirty> Qaasm
107 <Dirty> Qasm
108 <Dity> Qasm

@ T Sort Room List <F12= | Print Room List <F11>

2. Click Add Room.
The Add Room screen is displayed.

Check-Inn - Logged In: admin

Add Room

Enter the room number and description for the room.
EXAMPLE: Room: 101, Description: Single NS

Room Number D

Description || |

[J Copy information from the selected room

Done <F10> Cancel <ESC>

3. Enter the room number with an S before the number in the Room Number field.

4. Type the room type (for example, “Split Room”) in the Description field.
5. Click Done.

IMPORTANT! Split rooms count against the number of rooms you purchased for Check-Inn.
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Settings Check-Inn

Sort the room list

If you have entered your room list and the rooms are out of order, use this feature to automatically
sort your rooms. Rooms can be sorted by room number or alphabetically by description.

1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

@ Check-Inn - Logged In: admin (Press F12to log out) -a
Support
Check-Inn. Rooms & Rates PP
3 scReing (i)
Checkin ;
R Fooi o128 X
T Friday, May 16,2015 75 CleanAl
Waikin
Room Search | | F6 Room Rates
B omeron
24 Linen Status
B oo
2| AddRoom 73 |  EdtRoom F4 | ChangeStatus | | Del || Delete Room
1.-;,2 Eash T gelac Room Room Status Room Description Rate B
&l 602 <Clean> A
500 <Dirty> KNS
@ Revomatioas 501 <Dinty> K
102 |<NOT AVAILABLE> Qans
T 126 <Clean> Qans
ﬁ 103 <Clean> QQNS
73 104 <Clean> Qans
% Sl 105 | <Clean> Qasm

106 <Clean> Qasm
/ol Loy Ous.

) B¢ 107 | <Diny> Qasm
— et
2. Click Sort Room List.
The Room Sort window is displayed.

Check-Inn - Logged In: admin
Room Sort

@ Sort Inventory by Room Number

() Sort Inventory by Room Description

Done <F10> Cancel <ESC>

3. Click to select the way you want the rooms sorted.
4. Click Done to sort the rooms. Otherwise, click Cancel to leave the rooms in the current order.
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Settings Check-Inn

Search for aroom in the list

1. Settings > Rooms & Rates.

«

Check-Inn.
By Innsoft Inc.

]

Friday, May 15, 2015 ‘ F5 Clean Al

Room Search | | ‘ 8 Room Rates

‘Fl Linen Status

rz‘ AddRoom | rs‘ Edit Room ‘n‘ Change Status | ‘Del‘ Delete Room |

Room Status Room Description Rate

f

Yy
<Dirty> KNS
501 <Dirty> K
| 102 |<NOTAvALABLE> QoNs
| 128 <Ciean> Qans
103 <Clean> QQNS

il

R
2
I}
g

[ Qans
| 105 |<Clean> Qasm
| 106 <Ciean~ aasm

107 <Diny> Qasm

g
s
H
5

Sort Room List <F12> | Print Room List <F11>

Make sure the cursor is in the Room Search box.
3. Type the room number or description of the room.
Note: As you begin typing, Check-Inn immediately moves to the first match.

If the room
IS:
Listed The selection bar moves to the room you are
searching for.
Not listed This message displays: “Room not found.”
4. Click OK.
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Settings Check-Inn

Set all rooms to Clean status

1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

@ Checkinn - Logged i adimin (Press F12 10 1og 0w =
Support
Checlk-Inn. Rooms & Rates PP
B3 Innsot nc (i ]}
Gheckin ;
e Room 1 of 20 x
T Friday, May 16,2015 75 CleanAl
Wiy |
- Room Search | | F6 Room Rates
B omeron
24 Linen Status
B oo
2| AddRoom 73 |  EdtRoom F4 | ChangeStatus | | Del || Delete Room
Q Cash Begar Room Room Status Room Description Rate
&l
500 |<Dity> KNS
(5] sotomons 501 | <Diny> K
102 |<NOT AVAILABLE> Qans
1 R 126 <Clean> QQNS
EJ 103 <Clean> QQNS
T 104 <Clean> Qans
% Sl 105 | <Clean> Qasm
e 106 | <Clean> aasm
B 107 | <Diny> Qasm
@ iy Sort Room List <F12> Print Room List <F11>

2. Click Clean All.
This message is displayed: “Set all rooms to CLEAN?”

3. Click Yes.
Note: Rooms with the status of Not Available do not change status.
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Adjust the linen change setup

Linen status lets you change the number of days a room must be occupied before it is marked for a
linen change on the Housekeeping Report (/L).

1. Settings > Rooms & Rates.
The Rooms & Rates screen is displayed.

) =

Check-Inn. Rooms & Rates su'g"

Room 120 x

Friday, May 15, 2015 F5 CleanAll

Room Search | | F6 Room Rates

F2 Add Room F3 Edit Room F4 | ChangeStatus | | Del | Delete Room

Room Room Status Room Description Rate

2. Click Linen Status.
The Linen Status window is displayed.

Check-Inn - Logged In: admin

Linen Change Setup
Mark DAILY rooms for linen change after @7 E] nights
Mark WEEKLY rooms for linen change after 4 > nights
Mark MONTHLY rooms for linen change after 3 > nights
Mark PACKAGE rooms for linen change after 2 > nights

Done <F10> Cancel <ESC>

3. In the DAILY nights field, set the number of nights the room must be occupied before the linen
needs to be changed for daily rate duration guests. To adjust the number of nights, type the new
number or use the arrow keys to increase or decrease the number listed.

4. Repeat the above procedure for the WEEKLY, MONTHLY, and PACKAGE rate durations.
5. Click Done to save the changes.
Guests checking out are marked for a linen change with a “/L” in the Housekeeping Report.

To turn off the linen change feature, set the number of nights to “1” for each rate duration in the linen
change setup. This ensures that linens are changed every day.
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Print a room list

1. Settings > Rooms & Rates.

The Rooms & Rates screen is displayed.

@
Check-Inn.

By Innsoft Inc.

o

=

&
n

2. Click Print Room List.
A print preview of the Room List is displayed.

Room List

555 Test Ave
Anywhere, OR 97005
(503) 643-8162

support(@innsoft.com
Printed: 69/2015 - 4:46pm

Room No. Room Status. I Room Descripti Rate

1 101 Clean looNs <ADV>
2) §202 Clean |SPLIT ROOM <ADV>
5) 102 Dirty QQNS <ADV>
l4) 103 Clean QONS <ADV>
5) 104 Clean QQNS <ADV>
l6) 105 Clean SUITE <ADV>
7) 106 NA SUITE <ADV>
[l8) 107 Clean KING <ADV>
B 108 Clean KING <ADV>
10) 109 Clean QQNS <ADV>
11) 110 Dirty QQNS <ADV>
12) 111 Clean QQNS <ADV>
13) 112 Clean QQNS <ADV>
14) 113 Clean QONS <ADV>
15) 114 Clean QONS <ADV>
16) 115 Clean QONS <ADV>
17) 116 Clean QQNS <ADV>
18) 117 Clean QQNS <ADV>
19) 118 Clean QQNS <ADV>
120) 119 Clean QQNS <ADV>
21 120 Clean QQNS <ADV>
22) 121 Dirty KNS <ADV>
23) 122 Clean KNS <ADV>
24) 123 Clean KNS <ADV>

5) 124 Clean NS <ADV>
26) 125 Clean QQNS <ADV>
27) 126 Clean QQNS <ADV>
28) 130 Clean KNS <ADV>
29) 166 Clean QONS <ADV>
30 CONE Clean CONFERENCE ROOM <ADV>
) s101 Dirty IspLIT ROOM <ADV>

Settings Home Screen

Check-Inn - Logged Irc admin (Press £12 to log out) - o
Support
Rooms & Rates ‘3
Room 10 20 Il |
Friday, May 15, 2015 ‘ 75 CleanAl |
Room Search | ‘ F6 RoomRates |
‘ 24 LnenStaus |
rz‘ AddRoom | rs‘ Edit Room ‘ r4‘ Ghange Status | ‘Del‘ Delete Room |
| Room Room Status Room Description Rate
} 602 <Clean> A
| 50 <Day> KNS
| 501 |<owy> K
| 102 |<noTAvALABLE> Qans
| 126 <Clean= Qans
i 103 <Clean> QQNS
| 108 | <Ciean> Qans
[ 105 |<Clean Qasm
| 105 | <Giean aasm
| 107 <Diny> QasM

Check-In Reservation Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen

Check-Out

Stand-Alone Cash Register

Reservations

Reports

Troubleshooting
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EMV




Settings Check-Inn

3. Print or email the list as needed.

Select a page range

PrintPages 1 S -1 2

Print Print 2x Email Done
'F2 F4] F6] F10
Print one copy Print two copies Email the list Click Done
4. Click Done.
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Settings Check-Inn

Use this feature to:
= Add rate types
= Edit rate types
= Delete rate types
= Change the order of rate types in a list
= Print a list of rate types

Advanced rates

New and existing users of Check-Innare encouraged to set up their rates using the Advanced Rate
System. Advanced rates offer many advantages, including greater ease of use as well as yield
management tools. The basic rate system described in the section following this one may still be
used but is not recommended.

Yield management

Yield management, also known as revenue management, is the process of understanding,
anticipating and reacting to consumer behavior in order to maximize revenue. Put simply, yield
management is the practice of forecasting supply and demand and adjusting prices to achieve
maximum profit. Yield management is particularly important in the lodging industry because the
product being sold (rooms) has a shelf life of one day. Revenue lost from an unoccupied or
undervalued room is revenue that can never be recovered. The Advanced Rate System in Check-
Inn provides the tools necessary to maximize revenue and occupancy by allowing you to
predetermine the maximum and minimum rates, length of stay, and arrival days available at your
property, based on demand.

Creating rates

Creating rates for your property involves two steps:

= Add rate type
= Add rate rule
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Settings Check-Inn

Add rate type

Before you can set up rates, you need to add rate types. Rate types are pricing categories that
distinguish one rate from another for each type of room (for example, RACK, AAA, AARP discount).

If your property offers only one rate and no discounts, you only need to add one rate type.

1. Click Settings on the home screen.

@ CheckInn - Logged In: admin (Press F12 10 log ou) - olEN

E Support
Check-Inn. G -

Fir May 15, 2015 &t 11:39 AM

Friday, May 15, 2015 - 115 P}

The Settings screen is displayed.

7)) Check-Inn - Logas

s F12 10 Jog out) =
Check-inn. SEEEEEECT T -
& ok ]

6 Printers & Devices

2 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PA

2. Click Rooms & Rates.
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Settings Check-Inn

The Rooms & Rates screen is displayed.

) Check-Inn - Logged In: admin (Press F12 o log out) - o IEN
Checkcinn. AL S
o5 nson e (]
27 Rooms [ ]
RoomSeacn | || (7o | roomraes
T e

l;! addroom || F3 || EdtRoom E Changeswus‘ ‘; Delete Room

;n | RnnmS:xs Room Description | — Rate.

101 |<Dirty>

KNS
501 <Dity= K
102 <Dity> Qans

103 <Diy> Qans

1 104 Clean> Qans
105 <Clean> qasm
T 105 <Diny aasm
107 <Dity> aasm
108 |<Dity> qasm
109 <Clean> Qans

Sort Room List <F12> | | Print Room List <F11> ‘

g
g

3. Click Room Rates.
The Room Rate Setup window is displayed.

&) Check-Inn - Logged In: admin
Room Rate Setup
! Il Rate Types I’
5 Room Rate Rules
Basic Rates

Done <F10=>

4. Click Rate Types.
The Rate Types window is displayed.

Check-Inn - Logged In- admin (Press F12 10 log out)

nnnnnnnnnnn

Rate types that apply to this property (Rack, AAA, etc ) @

Rate Type Rate Type Rate Tyoe
aaa F2 || AddRate Type

R ‘ Edt Rate Type

|- F6 | sonRate Types

F ‘ Print Rate Types.

gl

Del ‘ Delete Rate Type.

i

[ et |] ot |

Friday, May 15, 2015 - 8:58 PM
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Settings Check-Inn

5. Click Add Rate Type.
The Add Rate Type window is displayed.

Add Rate Type

Enter Rate Type: ‘.|

Done <F10= Cancel <ESC=>

6. Type the name of the rate type you wish to add.
7. Click Done.

8. Continue adding all of your rate types in the same way until all desired rate types have been
added.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

Edit rate type
Editing the rate type changes the name of the rate type.

1. Settings > Rooms & Rates > Room Rates > Rate Types.
The Rate Types window is displayed.

9 Check-Inn - Logged In- admin (Press F12 to log out) =20
Support
Check-Inn. Rate Types PP
By it (i}
Crwchin
& .
A Rate Type Rate Tipe RateType |
- iy 72 | AsaRaeType
& oo
2
g Susts
=
B e F6 | SortRate Types
o
E‘ Tctaiios F7 | PrintRate Types
(T
Del | Delte Rate Type
R suts
Al LA
EA
@ Updme Done <F10> Cancel <ESC>

Friday, May 15, 2015 - 8:58 PM

2. Click to select the rate type you want to edit.
3. Click Edit Rate Type.
The Edit Rate Type window is displayed.

Edit Rate Type

Enter Rate Type: RACK

Done <F10=> Cancel <ESC=

4. Type the new name for this rate type in the Enter Rate Type field.
5. Click Done.
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Settings Check-Inn

Delete rate type
IMPORTANT! Deleting a rate type deletes any and all rate rules associated with that rate type.

1. Settings > Rooms & Rates > Room Rates > Rate Types.
The Rate Types window is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) SR
Support
Check-Inn. Rate Types P
prAnys
fesataion T x
;@ Rate Ty
e Ve e F2 | AddRateType
&j omeo
g{ 3 Edit Rate Type
Iii Camh e = o
P
Froo F7 | PintRate Types
e
=
& Updee. Done <F10> Cancel <ESC>

------- May 15, 2015 - 8:58 P

2. Click to select the rate type you want to delete.
3. Click Delete Rate Type.
A confirmation message is displayed.

Check-Inn Warning: Deleting a rate type

Are you sure you wish to delete the selected rate type? deletes any and a” rate rUIES
associated with that rate type.

Yes <F10>

4. Click Yes.
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Settings Check-Inn

Change the order of rate types in alist

1. Settings > Rooms & Rates > Room Rates > Rate Types.
The Rate Types window is displayed.

)

9 Check-Inn - Logged In: admin (Press F12 to log out)
Check-Inn. Rate Types S reet
Cowckdn
l Resenation [ |
i wn-"&-,,: F2 | AddRate Type
g omeeon
F3 Edit Rate Type
B o
iz} - =
ﬁ Audit
atmn F7 Print Rate Types
W
Del Delete Rate Type
R s
al Leg
& s
@ Done <F10>  Cancel <ESC>

Friday, May 15, 2015 - 868 P

2. Click Sort Rate Types.
The Sort Rate Type window is displayed.

Sort Rate Type
\ Number Rate Type
p AARP Move Rate Type Up
2 AAA

¥ Move Rate Type Down

Done <F10> Cancel <ESC>

3. Click to highlight the rate type you want to move.
4. Click Move Rate Type Up or Move Rate Type Down until the rate types are in the desired order.
5. Click Done.
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Settings Check-Inn

Print a list of rate types

1. Settings > Rooms & Rates > Room Rates > Rate Types.
The Rate Types window is displayed.

eck-Inn - Logged In- admin (Press F12 10 lox =0

E/ Check-In q out)
Check-Inn. Rate Types S"’g"
By Innsoft Inc

& R .
i mk':, Rate Type = Rate Type Rate Type
A oo

o

g Cash Haguiter

L

e

@j z:w.

@ e Done <F10>  Cancel <ESC>

F2 | AddRateType
F3 | EditRate Type

F6 | SortRate Types

Del | Delete Rate Type

Friday, May 15, 2015 - 868 P

2. Click Print Rate Types.
A print preview of the list of rate types is displayed.

3. Print or email the list as needed.

Select a page range

Print Pages |1 : -1 B

Print Print 2x Email Done
(k2] || [F4] [Fe] | f_[E10] 3
Print one copy Print two copies Email the list Click Done

4. Click Done.
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RATE RULES (ADVANCED RATES)

This section includes information about Rate rules, and the steps to:
= Add rate rule
= Add Link to Rates
=  Add Minimum Stay rule
= Add No Arrival rule
= Add Occupancy-Triggered rates
= Add package rates
= Move rate rules

= Copy rates
= Check your rates

The Advanced Rate System in Check-Innis designed to allow maximum flexibility and control of
your rates through the use of rules. If you don’t set up Advanced Rates (Advanced Rates are
recommended), you will use Basic Rates.

Rate rules are statements assigned to each room type that are used by the program to determine
which rate to offer based on date, day of the week, occupancy, rate type and rate duration.

The Advanced Rates screen is located here: Settings > Rooms & Rates > Room Rates > Room
Rate Rules

Check-Inn - Logged In: admin (Press F12 to log out)

Checl(-lnn Advanced Rates S”""°"

By Innsoft Inc.

ﬂ Checkn .
[ Creckin Room Type QQNS v Rate Type RACK v
Walk-in 5
Rate Duration Daily Rate ™
ﬂ Check-Out
Add Rate Rule Edit Rate Rule Move Rate Rule Copy Rate Rule Delete Rate Rule
@ Gllgsts e Stat | End | Days of Week/ | Minimum Occupancy | RmRate/ | ExAdut | ExChild
yP Date Date |Linked Rate Type| Stay PANCY | o, Rate Adj
=
- l Bt i 08/31/08 | [All Days] X
| Daily Rate 09/01/07  09/03/07  [All Days] [N/A] [N/A] SSQ 95 $10.00/1 $5.00/0
Daily Rate 11/01/07  05/31/08  [All Days] [N/A] [N/A] $69.95  $10.00/1 $5.00/0
ﬁ Audit | Daily Rate 12/22/07  01/01/08 | [All Days] [N/A] >70% Prop $89.95  $10.001 $5.00/0
| Daily Rate 06/01/07  08/31/07  [All Days] [N/A] [N/A] $79.95  $10.001 $5.00/0
ﬁﬁﬁ | Daily Rate 09/01/07 | 10/31/07  [All Days] [N/A] [N/A] $74.95  $10.0011 $5.00/0
16 | Resemvations. =
Daily Rate 09/01/08  10/31/08  [All Days] NA] Al §7595  $10.001  $5.00/0
| Daily Rate 11/01/08  05/31/03  [All Days] [N/A] [N/A] §70.95  $10.001 $5.00/0
ﬂ Repotts Daily Rate [ALL] [ALL] SuMTuWTh N/A] N/A] $79.95  $10.001  $5.00/0
Daily Rate [ALL] [ALL] F.Sa [N/A] [N/A] $84.95  $10.001 $5.00/0
| Minimum 04/1715 | 04/17/15 | [All Days] 2 N/A] [N/A] N/A] N/A]
% Settings.
(@) Log Out &
@ Update Print Rate Rules <F2> Advanced Rates Calendar <F3> Done <F10>

Saturday, May 16, 2015 - 1:56 PM
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Settings Check-Inn

This term: Refers to this:

Room type | Room types that have been added to the system can be selected using the
Room Type drop-down menu.
(For more information on adding rooms see Add a room).
Rate type You can select rate types (such as AAA and AARP) from the Rate Type drop-
down menu.
Rate = Daily: Daily rates post on each day of a guest’s stay.
duration =  Weekly: Weekly rates post on the first day of each week of a guest’s stay
(for example, if a guest checks in on a Monday, room and tax post again
on the following Monday).
= Monthly: Monthly rates post for the first month on the day of check-in and
on the same calendar date of each additional month (for example, if a
guest checks in on Monday, February 1% for three months, room rental
charges post again on March 1%, April 1%, and so on).
= Package: The number of nights in a package rate may vary. Room and
miscellaneous charges post on the first day of each new package cycle
(for example, if a guest checks in on March 1% for two, four-night
packages, the next package charge posts on March 5M).
Rate rules

This term: Refers to this:

Rule type There are four types of rate rules that can be added to the rate setup:

= Rate: Rate rules define the dollar amount to be charged for a particular
room and rate type (for example, King NS, Rack rate).

= No Arrival: No Arrival rules are used to prevent a particular rate from
being offered. For example, a No Arrival rule could be applied during a
special event to restrict rates for reservations if the property expects a
high volume of walk-ins at higher rates. (Note: No Arrival rules apply only
to daily rates and one-night packages.)

=  Minimum Stay: Minimum Stay rules can be used to restrict booking to a
minimum number of nights. For example, a Minimum Stay rule can be
applied to weekends to help guarantee consistent occupancy for high
demand periods. (Note: Minimum Stay rules apply only to daily rates and
one-night packages.)

= Link To: Link to Rates are useful when adding rates that have a fixed
percentage increase or decrease in price based on an existing rate that
has already been set in the system. For example, if the hotel has a Rack
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Settings Check-Inn

This term: Refers to this:

rate rule set for a particular room, a Link to Rate could be added to
decrease 10% for AAA members. The system will automatically calculate
the discount even if the rate that is linked to changes. Link to Rates can
be set to round to the nearest dollar or calculate an exact total.

(Note: Link to Rates apply only to daily, weekly, and monthly rates and
cannot be linked to each other.)

Apply to Rate rules can be set to apply to all guests, or they may be restricted to apply
only to reservations. (For example, a rule might be set to apply only to
reservations at a higher rate if the property anticipates a high volume of
advanced bookings.)

Start and Each rate rule added must have a start and end date specified. Room and tax
end date post for each date specified. For example, if a rate rule is set to start on the 3™
of July and end on the 5", room and tax would post on the 3", 4" and 5",
with check-out expected on the 6™. Select “Always” if the rate is permanent.

Occupancy | Adding Occupancy-Triggered rates can increase revenue through higher rates
as demand for rooms rises.

Rate rules, No Arrival rules, and Minimum Stay rules can be set to apply rates
based on the occupancy of a room type or a property-wide basis.

Note: Occupancy-Triggered rates only apply to daily rates and one-night
packages.

Room rate This is the rate for a room before additional charges for adults and children
have been added.

Extra adults | The dollar amount charged for each additional adult or child can be set. The
and children | number of children and/or adults after which additional charges apply should
also be set.

Days of the | The days of the week that the rate rule applies can be selected by checking
week the box (boxes) next to the dates to which the rate will apply. Select “All” to
indicate that the rule applies to all days of the week.

Add rate rule

Note: Before adding a new rate rule, ensure that the correct room type, rate type, and rate duration
are set.
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Settings Check-Inn

Base rate: A base rate is a fallback rate that the property charges for a room when no other particular
rate rules apply. Base rates are normally at the bottom of the rate rule list.

1. Click Settings on the home screen.

< CheckcInn - Logged In: admin (Press F12 to log out

el « 05152015

g |
2 — ]
-

Auto Backup A Successiul
Fr, May 15. 2015 at 11:39 AM
AuteBackup B Successhul

Fri May 15, 2015 & 11:39 Al

Friday, May 18, 2015 - 115 PM

The Settings screen is displayed.

< Check-Inn - Logae n (Press F12 10 Jog out) - ol
: Support
Check-Inn. Settings
By Innsoft Inc @
| x
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates % Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

2. Click Rooms & Rates.
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Settings Check-Inn

The Rooms & Rates screen is displayed.

@ Check-Inn - Logged In: admin (Press F12 o log out) - o IEN

Check-Inn. Rooms & Rates Swpon

By Innsoft Inc. o
27 Rooms [ ]

Friday, May 15,2015 F5 Clean Al

— — O

SottRoom List <F12> || Print Room List <11 |

i R
lm | AddRoom Fa | EdtRoom ﬂ cumgesuns‘ ‘nm Delete Room
Room | Room Status Room Description | Rate. A
501 <Duty= K
103 <Diy> Qans
104 <Clean~ aans
105 <Clean> Qasm
e | 106 <Diny> aasm
108 <Dity> qasm
=) 109 <Clean> Qans

() Check-Inn - Logged In: admin E|
Room Rate Setup

1 Rate Types

2 I‘ Room Rate Rules

Basic Rates

Done <F10=>

4. Click Room Rate Rules.
The Advanced Rates screen is displayed.

Check-Inn - Logged In- admin (Press F12 1o log out) - ol

Advanced Rates Support
(i ]

9
Check-Inn.

By Innsoft Inc.
X
RoomType  QONS v RaleType  |RACK v
Rate Duration _ Dasly Rate -
—
Edt Rate Rule ‘ | Move Rate Rule ‘ | CopyRateRue | Delete Rate Rule

Start End | Days of Wesk/ | Minimum | o RmRate/ = ExAdut | ExChild

Dale | Date |UnkedRate Type| Stay | O°°UPY | & patend) | Chage | Charge

o 08/31/08 _[Afl Days) 5
DaiyRaste 090107 030307 [AlDays] VAl 0] 8995 10001 $5.000

DaiyRaste | 14007 053103 [AlDays] Al oAl $6995 10001 $5.000
DaiyRate 1222207 0UOU03 [AlDays] [NA] | >70% Prop 8995 §10001  $5.000
DaiyRste 060107 083107  [AllDays] AL VAL $7995  $10001 35,000
DaiyRate 090147 103107 [AlDays| VAL A $7495  $10001  $5.000
DaiyRate  |09/01/08 103108 |AN Days| VAl VAL $7595  $10001 35000
DalyRate | 110108 05/3109  [Al Days] 1Al Al $1095 510001 36000
[DaiyRate (ALl [ALL]  SuMTuWTh | [NA] [eA) 57995 10001 55000
DaiyRaste  [ALL]  [AL]  FSa Ay [A] $495 10001 35000
Minimum | Q417115 04117115 _[All Days] 2 Al [ I T T
Print Rate Rules <F2> ‘ Advanced Rates Calendar <> Done <F 10

Saturday, May 16, 2015 - 1:56 PM
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Settings Check-Inn

5. Use the drop-down list for the Room Type field and select the room type you want to use for this
rule.

6. Use the drop-down list for the Rate Type field and select the rate type you want to use for this
rule.

Use the drop-down list for the Rate Duration field to select the duration for this rule.
8. Click Add Rate Rule.
The Add Rate Rule window is displayed.

) Check-Inn - Logged In: admin
Add Rate Rule

— T
RewDwston | DyRee |
RuleType Rate  1v| Applyto ALL
Start Date 15/16/2015 v, Days of Week
ErdDae (562015 [v] e 2 ALY
- [ Sunday [ Thursday

Occupancy  [N/A] v/ 0 []% [byRoom v|  [JMonday ClEnday
R Rate § [ Tuesday [ Saturday
Extra Adult § After 1 Adult

Extra Child $ | After 0 Children

| Done <F10> | Cancel <ESC>

9. Complete the fields on the Add Rate Rule screen.

Complete this  With this information:

field:

Rule Type Choose: Rate, No Arrival, or Min. Stay.

Apply to Choose: All or Reservation.

Start Date The date the rule goes into effect

End Date The last date the rule is in effect

Always If the rate rule is always in effect (there is no end date; you only have

one rate), click to select this check box.

If you are adding a base rate, select the Always check box.

Occupancy Use the Occupancy fields to show how full or empty your property must
be for this rule to take effect.

= Choose N/A, Greater than, or Less than.

= Type or enter a number to show the occupancy percent the
property must reach for this rule to take effect.

= Use the drop-down list to select whether this requirement must be
met by Room or by Property.

= Important! Occupancy based rate rules are added IN ADDITION to
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Settings Check-Inn

Complete this  With this information:

field:
normal (non-occupancy based) rate rules of the same time period.

Room Rate The amount to charge for this room

Extra Adult The amount to charge for each extra adult

Drop-down list The number of adults at which extra charges take effect
next to Extra Adult

Extra Child The amount to charge for each extra child.

Drop-down list The number of children at which extra charges take effect
next to Extra Child

Day of Week The days of the week that this rule applies

10.Click Done.
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Settings

Add Link to Rates

Link to Rates are helpful for handling discount rate types. Once you have your Link to Rate in place,
you only have to manage your Rack rate type, and the discount rate types automatically discount by

whatever percentage you put into the rule.

For example:

Check-Inn

= Say you have a Rack rate for $50.00 and you have a AAA discount rate of 10% off.
= You can create a AAA rate type and add a Link to Rate rule in the AAA rate type.
= You link to your Rack rate and set the Link to Rate rule to go lower by 10%.

= Instead of selecting a start date and an end date, you click the Always button.

= You won’t have to continually manage the discount rates; you only need to manage your Rack

rate type.
1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.
Checkin AT N 5
;: el 5@—. ____ This is the rate type you
a : T3 e - ' want to link to another rate

“zs_
(=
&
o
U=
| &

2. Use the Rate Type drop-down menu to select the rate type you want to link to another rate

3. Click Add Rate Rule.

The Add Rate Rule screen is displayed.

2> || Advanced Rates Caendar <3

Check-Inn - Logged In: admin
-09g

anl ===

Add Rate Rule

Room Type i 5 {[

Rate Duration

Rate
No Arrival
Min. Stay

o Rate

Rule Type Apply to |ALL

Start Date
Always

End Date
Occupancy  [INA] -l o
Room Rate §
Extra Adult § After 1 Adult

Extra Child § [After 0 Children

Rate Type

Daily Rate

< | %] [by Room vt

Days of Week

vIAI Wednesday

Sunday Thursday

Monday Friday

Tuesday Saturday

Done <F10> || Cancel <ESC>

4. Select Link to Rate from the Rule Type drop-down menu.

Check-In Walk-In

Guest Screen Audit

Stand-Alone Cash Reqister
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Settings Check-Inn

Selecting Link to Rate changes the fields available on the Add Rate Rule screen.

) Check-lnn - Logged In: admin . - =5

Add Rate Rule

Room Type QaNs Rate Type AAA

Rate Duration Daily Rate

RuleType |LinktoRate ~| Applyto ALL
StartDate  [ALL)

= /| Always
End Date IALL]

Linked to RACK

Adjust Rate Decrease by (No Rounding) - 10 IR S

Done <F10> || Cancel <ESC>

=l

5. Complete the following fields as described in Add rate rule.

= Apply to (normally set to ALL)
= Start Date & End Date (normally set to Always)

Use the Linked to drop-down menu to select the type of rate you want to link to.
Use the Adjust Rate drop-down menu and make a selection.

These are your options:

Decrease by (Round to nearest dollar)
= Decrease by (No Rounding)

= Increase by (Round to nearest dollar)
= Increase by (No Rounding)

8. Enter the number for the amount you want to adjust by.
9. Click Done.
Note: Use the same procedure to set Link to Rate rules on any other discount rate type.

Add Link to Rates for weekly and monthly guests if applicable.
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Settings Check-Inn

Add Minimum Stay rule
Minimum Stay rules can increase revenue by increasing occupancy and locking in more room nights.

Note: It is not necessary to add Minimum Stay rules for Linked-to rates if the rate being linked to has
an existing Minimum Stay rule.

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.

Check-inn - Logged In: admin (Press 12 to log out) -

<@

EEESHRW  AdancedRates  \g4
as

&
l ChwckOnt
& o
o

G

Move Rate Rule CopyRateRule  Delete Rate Ruie

RmRate/ | ExAdut | ExChid
330,05 $10.001] _§5000)]
$6395 510001 85000
$60.95  $10.001  $5.0000

@ Updats. Print Rate Rules <F2= | | Advanced Rales Calendar <F3= Done <F10>

2. Select the room type, rate type, and rate duration.
Click Add Rate Rule.
The Add Rate Rule screen is displayed.

i) Check-Inn - Logged In: admin Pt
| Add Rate Rule
- R o Rack
Rate Duration Daily Rate
Rule Type Apply to |ALL
Rate
Start Date No Arrival Days of Week
S Always Al Wed
End Date 6/21/2015 Ll inesday
Sunday Thursday
Occupancy  |[NA] -] 0 lo%/[byRoom ~| iMonday Friday
Minimum Number of Nights 2 Tuesday Saturday
Done <F10> || Cancel <ESC>

4. Select Min. Stay from the Rule Type drop-down menu.
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Settings Check-Inn

Selecting Min. Stay changes the fields available on the Add Rate Rule screen.

) Check-Inn - Logged In: admin =)
Add Rate Rule

RoomType | ‘Qans Rate Type RACK

Rate Duration Daily Rate

RuleType  |Min. Stay -] Applyto

Start Date 6/6/2015 [+l Days of Week

[ Aways aA Wadras]
EndDate 61282015 |+ 4 el " n:s ay
L Sunday [ Thursday

Occupancy  |[N/A] ~] 0 Zlo|[byRoom ~| (iMonday 7] Friday

- , -
Minimum Number of Nights 2 ey e

Done <F10> Cancel <ESC>

5. Complete the following fields as described in Add rate rule.

= Apply to
m Start Date
m End Date

6. Type a number in the Minimum Number of Nights field (or use the up/down arrows to choose a
number).

7. Click to select check boxes in the Days of the Week section to indicate which days of the week
this rule is in effect.

8. Click Done.
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Settings Check-Inn

Add No Arrival rule

Note: It is not necessary to add No Arrival rules to discount rate types that have a Link to Rate rule, if
the rate being linked to has an existing No Arrival rule.

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.

Check-Inn - Logged In: admin (Press £12 10 log out] -0

4 ut)
Check-Inn. Advanced Rates Suvgn

Choeidy
Sagaaban

e RoomType QNS v| RaleTpe  RACK
b Rate Duration ~ Daily Rate

Ao ]
Add Rate Rule Edi Rate Rule Move Rate Rule Copy Rate Rule Delete Rate.
Duests Stant x Adult
5

cuponcy
s

ﬁ Aut

2

| %6 |/ Ressmarins
@ Repats
fgg Settngs

o Leyous
A

56995 510001
5 $10.00

@
5 $10.001
10,00

10.001
$095  sw0001 s
7995 510,001

2. Select the room type, rate type, and rate duration.
3. Click Add Rate Rule.
The Add Rate Rule screen is displayed.

@ Check-Inn - Logged In: admin E
Add Rate Rule
oom e GG st e sewo
Rate Duration Daily Rate
Rule Type v|§ Applyto ALL
Start Date Days of Week
EndDate [lLLinkto Rate | Aways v All [] Wednesday
[] Sunday [ Thursday

Occupancy  [N/A] v| 0 % byRoom v| []Monday [ Friday
Room Rate § [ Tuesday [ Saturday
Extra Adult $ After 1 Adult v
Extra Child $ After 0 Children v

Done <F10> Cancel <ESC>

4. Select No Arrival from the Rule Type drop-down menu.
Selecting No Arrival changes the fields available on the Add Rate Rule screen.

() Check-Inn - Logged In: admin
Add Rate Rule
e SN e swor |
Rate Duration Daily Rate
RuleType  NoAmival v Applyto ALL
Start Date 5/16/2015 v Days of Week
[J Aways All Wednesd:
EndDate 51612015 ? i LiWednesday
[] Sunday [ Thursday
Occupancy  [N/A] v/ 0 [5|% byRoom v = [JMonday [ Friday
[J Tuesday [ Saturday

Done <F10> || Cancel <ESC>
J
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5. Complete the following fields as described in Add rate rule.

Apply to
Start Date
End Date

Occupancy (three fields)

Days of Week

6. Click Done.
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Settings Check-Inn

Add Occupancy-Triggered rates

Adding Occupancy-Triggered rates can increase revenue through higher rates as demand for rooms
rises. If you use Occupancy-Triggered rates, use them in addition to normal rates for the same time
period.

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.

The Advanced Rates screen is displayed.

) Check-Inn - Logged In: admin (Press F12 to log out) -0
Support
Check-Inn. Advanced Rates PP
By nnsaft nc (i ]
‘r Chectin ]
o
0 Roam Type  QQNS v Rate Type RACK |
- Rate Duration  Daily Rate. ]
&
EdtRateRue | Wove Rate Rue Deete Rate Rue
o Date | o ate Adj h
T ek g o
fo) cosinigr T ) % St 5000
| %995 stooon 5000
G : o
pva) 5001
— o
Fi] Ressraotn P
— 1A
1] Repat: Ay
& A
Ve 2
xS S
T
3 &
@ Update Print Rate Rules <F2> | | Advanced Rales Calendar <F3> Done <F10>

2. Select the room type, rate type, and rate duration.
3. Click Add Rate Rule.
The Add Rate Rule screen is displayed.

@ Check-Inn - Logged In: admin
Add Rate Rule
e Rae T Rack
Rate Duration Daily Rate
Rule Type  Rate v Applyto ALL
Start Date 5/16/2015 v Days of Week
[ Alway All Wednesd:
EndDate 51612015 v = = MR Ty
[ Sunday [ Thursday
Occupancy [N/A] v 0 | % by Room v (] Monday [ Friday
Room Rats'$ [ Tuesday [] Saturday
Extra Adult § After 1 Adult
Extra Child $ Aiter O Children
Done <F10> | Cancel <ESC>

4. Select Rate from the Rule Type drop-down menu.
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Settings Check-Inn

5. Complete the following fields as described in Add rate rule:
= Applyto
= Start Date
= End Date
= Occupancy (three fields)
= Room Rate
= Extra Adult (two fields)
= Extra Child (two fields)
= Days of Week

6. Click Done.
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Settings Check-Inn

Add package rates

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.
The Advanced Rates screen is displayed.

9 Check-Inn - Logged Iz admin (Press F12 to log out) = o
Check-Inn. Advanced Rates SO
ek x
Rasanation
— l Roomte  aans v RaleType  |RACK »1

Wakn

[ et
& o
&~
i
G s

inl Loy
e

iz

Delete Rate Rule

B e RS R e

Select the room type and rate type

Use the Rate Duration drop-down list and choose Package Rate.
Click Add Rate Rule.

The Add Rate Rule screen is displayed.

@ Check-Inn - Logged In: admin Ea
Add Rate Rule
monpe  [NGESIINN et Rk
Rate Duration Package Rate
Rule Type  Rate v Applyto ALL
Start Date 5/16/2015 v Days of Week
[ Aways Al [] Wednesday
EndDate  |516/2015  |v ” Y
[ Sunday [ Thursday
Occupancy [N/A] v 0 2 %| byRoom v []Monday [ Friday
Room Rate § 1 R DaysinPackagetll I ml=) WL
Extra Adult $ After 1 Adult
Miscellaneous Charges
Extra Child $ After 0 Children
Done <F10> | Cancel <ESC>

Select Rate from the Rule Type drop-down menu.
Complete the following fields as described in Add rate rule:

= Applyto
= Start Date
= End Date

= Occupancy (three fields)
= Room Rate $

= Extra Adult $ (two fields)
= Extra Child $ (two fields)

7. Type or use the arrows to select a number for the Days in Package field.
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Settings Check-Inn

8. Click to select check boxes in the Days of the Week section to indicate which days of the week
this rule is in effect.

9. Click Miscellaneous Charges.
The Miscellaneous Charges window is displayed.

Miscellaneous Charges

Charge Category Charge Every Amount

Misc.1  [NA]_ Package v
Misc. 2 [N/A] Package v
Misc. 3 [N/A] Package

Misc. 5 [N/A] Package v

Misc. 6 [N/A] | Package vl

Misc. 7 [N/A]

v
v
3

Misc.4  |[NA] v| |Package v
5
G
v| Package
Y

®» » v » » » B »

Misc. 8 [N/A] Package v

Combine Miscellaneous Charges with Room Rental on Folio

Done <F10>

10.Complete the fields on the screen as needed.

For this field: Do this:

Charge Category | Select the appropriate sales category from the drop-down list

You may need to add a sales category to the list. For information on
how to do that, see Enter sales categories.

Charge Every Select Package from the drop-down list.

Amount Type the amount you are charging for this package.

Combine Determine whether you want to keep this box selected.
Miscellaneous . .

Cllqarges witﬁ When this box is selected, room rental charges and package charges
Room Rental on are combined on folios and confirmations, masking the overall

Folio breakdown of charges.

11.Click Done.

12.Click Done again.
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Settings Check-Inn

Move rate rules

Rate rules are applied in the order they are listed—from the top down—on the Advances Rates
screen. You must organize your rate rules so that the most restrictive rules and highest priced
rate rules are at the top of the list.

Rule order:
= No Arrival and Minimum Stay
= Holiday/special event rates that are higher priced than Occupancy-Triggered rates

= Occupancy-Triggered rates listed in order of priority (most restrictive and highest prices listed
first)

» Remaining rates, from most restrictive to least restrictive.

Note: We recommend that you have a general “always” rate at the bottom of your rate rule list,
which is active when no other rate rule above it is. This prevents dates getting missed and not
having any rate at all.

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.

The Advanced Rates screen is displayed.

) Check-Inn - Logged In: admin (Press F12 to log out =55

Check-Inn Advanced Rates S“g"

i L]
- Aot [cans V] Reene  [Rack .

- e Rale Duration Dy Rate:

& o T

s

il

Sarurday. May 16, 2015 - 1:56 PA

2. Click Move Rate Rule.
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Settings Check-Inn

The Advanced Rates screen is displayed with the Move Rate Up and Move Rate Down buttons
active.

=)

) Check-Inn - Logged In: admin (Press 12 1o log out)
Support
Check-Inn. Advanced Rates i
8y Innsoft Inc (i)
Cneckin
Resenation
e RoomType QNS RaleType  RACK
Walkin
Rate Duration Dady Rate
i omeeon
4 Wove Rate Up Copy Rate Rule Done - Wove
Suksts . Start ays Nirsmum Rm Rate / Ex Adult Ex Child
z raerer | 3 | EH [ oo e | sy | fzaal | Saae | S
=] DalyRate  |06/0108  08/21/08 [AlDays] o] ] $8095 100011 35000
Ll ContFaputer DaiyRate |09/01/07  0/0307 _[All Days] Al Al $99.95  $10.001  $5.00/0
= | Dady Rate | 11/01/07 | 05131108 _[All Days] A [NVA $69.95  $10.00/1) 35 00/0}
G o DaiyRse  |122207 010103 (Al Days] INA] | >70% Prop 0001 $5.000
00107 ol AL A 7 1 ss000
e oana? AL Al 495 si0001  $5000
[} Resesmins A 10001 Ss0m0
— A A )
ﬁ Repts A A 0
= Al Ay
PR Ve 2 7]
R sum

al L
(E4 =)

— M=

3. Click to select the rule you want to move, and click Move Rate Up or Move Rate Down until the
rate is in the desired position.

Saturday, May 16. 2015 - 1:56 PM

Click Done - Move.

5. Click Advanced Rates Calendar to ensure that you have listed the rates in the correct order. For
more information, see Check your rates.
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Settings Check-Inn

Copy rates
The Copy Rate Rule feature allows you to share rate rules between room types.

IMPORTANT! Copying rates removes all rates in the destination rates room type and replaces
them with all rates in the source rates room type. You cannot undo a copy!

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.
The Advanced Rates screen is displayed.

) Checkin - Logged I admin (Press F12 to log cut

Check-Inn. Advanced Rates S”f”é"

RoomType  QONS v RaeType  |RACK -]

Rate Duration  Daly Rate.

Add Rate Rue Edit Rate Rule. Move Rate Rule CopyRateRule | | Delete Rate Rue
e Ty a Occopancy B

@ Upditn Prict Rate Rules <F2> | Advanced Rates Calendar <F2> Done <F10>

Saturday. May 16, 2015 - 156 PA

2. Click to select the room type, rate type, and rate duration you want to copy rates to.
3. Click Copy Rate Rule.
The Copy Rate Rules screen is displayed.

Copy Rate Rules
Source Rates
From Room Type Y
From Rate Type Ml |
|
Destination Rates
To Room Type: QQNS
To Rate Type: RACK
Rate Duration: Daily Rate

* Warning. Please use this feature carefully. *
Copy rates will REMOVE all existing rates in the "Destination Rates” Room Type.

*** There is no way to undo a copy ***

Cancel <ESC>

4. In the Source Rates section, select the room type that you want to copy the rate from in the From
Room Type drop-down menu.

5. In the Source Rates section, select the rate type that you want to copy the rate from in the From
Rate Type drop-down menu.

6. In the Destination Rates section, verify that the room type, rate type, and rate duration you are
copying to are correct.

7. Click Copy.
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Settings Check-Inn

Check your rates

After setting, moving, or changing your rates, be sure to check them using the Advanced Rates
Calendar.

1. Settings > Rooms & Rates > Room Rates > Room Rate Rules.
The Advanced Rates screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out; -8

<9
Check-Inn. Advanced Rates S“'g“

a4 o L
tmtatn

i T ReomType  QQNS RACK

A v

~  RateType

Rate Duration  Daly Rate.

Add Rate Ruse

Edit Rate Rule Move Rate Rule CopyRateRule  Delete Rate Rue

Ve Ame | Exda | Exou |

oy Y| Chueny | Crage | Chage

Se095 S0 00| 56,000

w3 swoon s

w3 swon  ssu
stean

S10% Prog.

495 510001

Al A

Done <F10>

Saturday. May 16, 2015 - 156 PA

2. Click Advanced Rates Calendar.
The Advanced Room Rates Calendar is displayed.

)] Check-Inn - Logged In: admin Ea
Advanced Room Rates Calendar
6@ June 2015 =
Room Type QQNS v RateType RACK v
Adults 1 v| Children 0 v| Occupancy 50% v | Duration Daily v
[J Reservation Room Rates
SUN MON TUE WED THU FRI SAT
1 2 3 | 4 | 5 | 6
[N/A] $79.95 $79.95 $79.95 $84.95 $84.95
7 8 9 10 1 12 13
$79.95 $79.95 $79.95 $79.95 $79.95 $84.95 $84.95
14 15 16 17 18 19 | 20
$79.95 $79.95 $79.95 $79.95 $79.95 $84.95 $84.95
21 22 23 24 25 26 27
$79.95 $79.95 $79.95 $79.95 $79.95 $84.95 $84.95
28 29 30
$79.95 $79.95 $79.95
[J Minimum Stay [l No Arrival Day

‘ Done <F10> ‘

The calendar shows the active rate for each date. Make sure that rate is what you want it to be.
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Settings Check-Inn

This section includes information on how to:
Set basic rates

Specify special rate days

= Link rates

= Print room rates

New and existing users of Check-Innare strongly encouraged to set up rates using our Advanced
Rates system. Advanced rates can be set up more quickly and easily and are far more powerful than
basic rates. (See Advanced Rates for more information.)

Rate groups allow you to set several rates and discounts for each room. These rates can change for
different time periods, and/or automatically change between normal and special rates throughout the
guest’s stay. Once this step is completed, you are able to select the appropriate rate or discount from
a list that is displayed when you enter a rate in the rate field of the Guest Screen.

Think about the different types of rooms in your property (for example, king, queen, king with
Jacuzzi). You will be assigning a set of rate groups for each type of room. Each type of room may
have up to six rate groups. These may include a daily (with up to two special daily rates), weekly, a
monthly, and a package rate group. Within each rate group, you may define the various discount
rates that you extend to your guests (for example, AAA, AARP, and Corporate).

Each group is assigned one of the following rate types:

= Daily: Daily rates are charged per night. A room may have both normal and special rates of
this type.

m  Weekly: Weekly rates post on the first day of each week of a guest’s stay (for example, if a
guest checks in on a Monday, room and tax post again on the following Monday).

= Monthly: Monthly rates post for the first month on the day of check-in and on the same
calendar date of each additional month (for example, if a guest checks in on Monday, February
1% for three months, room rental charges post again on March 1%, April 1%, and so on).

= Package: The number of nights in a package rate may vary. Room and miscellaneous
charges post on the first day of each new package cycle (for example, if a guest checks in on
March 1% for two, four-night packages, the next package charge posts on March 5™). A
package rate can be set to represent periods of time that can vary from one to ninety-nine
days.
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Settings Check-Inn
Set basic rates

Note: Check-Inn searches for rates from right to left starting with date column 21. To ensure proper
function, set the broadest date range in column 1 with the next widest range in column 2, and so on.

1. Click Settings on the home screen.

) Checicinn - Logged I ess F12 1o log out) - ol

Support
Check-inn. A

MAXMUM RATES OA
R v nd 3
7

AutoBackup B Successhul
Fri May 15, 2015 & 11:39 Al

Friday, May 18, 2015 - 115 PM

The Settings screen is displayed.

9 Check-Inn - Logged.
Check-Inn.
By Innsoft Inc. 6
x
1 | Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 sl . 5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

2. Click Rooms & Rates.

The Rooms & Rates screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) 59

@

Check-Inn. Rooms & Rates 5“’%"
By Innsoft Inc.

‘““""' | 27Rooms =

A S
Walken

. —— | =1

- 7 Linen Status
&P o
F2 | AddRoom F3 | EdtRoom F4 | Change Status | | Del | Delete Room

g Cah Rogster Room Room Status Room Description | Rate

— 101 |<Diny> QaNS

ﬁ* At 500  <Dity> KNS

-1 501 <Durty= K

@‘ onoty 102 <Diny> Qons

ot 103 <Dity> aans

= ( Tapon 104 <Clean> QaNs
ﬁ. - 105 <Clean> Qasm
— 106 <Diny> aasm
IR sense 107 <Diny> aasm

= 108 <Dirty> Qasm
() 109 <Cloan> aans
E | Sort Raom List <F12> Print Room List <F11>
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Settings Check-Inn
3. Click Room Rates.
The Room Rate Setup window is displayed.

) Check-Inn - Logged In: admin

Room Rate Setup

1 Rate Types
2 Room Rate Rules
3 Basic Rates

Activate Basic Rate System

Done <F10=>

Click to select the “Activate Basic Rate System” check box.
5. Click Basic Rates.

A warning screen displays this message: “Warning! Advanced rates active. Advanced rates
override basic rates. Continue?”

6. Click Yes if you want to continue.
The Basic Rates screen is displayed.

Check-Inn - Logged In- admin (Press F12 1o log out) a

< -
Check-inn. NETIEN
By Innsoft Inc. e

Rate Group ————5———1 wen o B | TS =|— Group Rate Type

’ — Date columns
L |
[ et |
-
o

@
XK e | -
— e
B Done

Saturday, May 16. 2015 - 1:56 PM

Rate Descrigtion

Rate Description

- Link Room Rates
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Settings Check-Inn

If you want to set | Do this:

a group rate type

that is:
Daily, weekly, or 1. Click the Rate Group drop-down and select a rate group that is not
monthly currently being used.

2. Click the Group Rate Type drop-down and select a rate type. Each type
of rate needs its own group.

3. Type a name for this group type in the Rate Description field. Use a
name that clearly identifies what this rate type is. For example, 2 people
10% discount.

4. Type the rate for each date column.

If you have previously entered your room numbers and descriptions, you
will need to go back to the Room Numbers and Descriptions screen and
edit each of your rooms so that the Rate/Group includes all the group
letters for this type of room.

A package rate 1. Click the Rate Group drop-down and select a rate group that is not
currently being used.

2. Click the Group Rate Type drop-down and select Package.
3. Enter the number of nights in the package in the Nights column.
4. Enter the package rate for each date column.

If you have previously entered your room numbers and descriptions, you
will need to go back to the Room Numbers and Descriptions screen and
edit each of your rooms so that the Rate/Group includes all the group
letters for this type of room.

7. Double-click on the Rate Description row of the column you want to set dates for.
8. Select a start date for the Start Date field. This is the first day the rate will be active.
9. Select an end date for the End Date field. This is the last day the rate will be active.
10.Click to select the “Link Room Rates” check box.

This allows the rate for a guest to automatically change between the date columns during a
guest’s stay. For further information about link rates, please see the Link rates section of this
manual.

11.Click Done.
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Settings Check-Inn

Specify special rate days

If your property has different rates depending on the day of the week, Check-Inn can adjust guest
rates automatically on these days with special rate groups.

Note: If your property has higher rates on the weekend, this option is quite useful.

Set up a special rate

1. Settings > Rooms & Rates > Room Rates > Basic Rates (and select the “Activate Basic
Rate System” check box).

The Basic Rates screen is displayed.

) Check-inn - Logged i adrin (Press F12 1o log out) - =
i S rt
Check-Inn. Basic Rates e
¥
a5 =
L Wi Rate Giowp  [GroupA iv.  GrospReteTyps DaiyRates v
1 2 4 4 6 & T 8
&
B v 0B/0SA
B conss SINGLE 000 | 000

DOUBLE 000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000, 000 000 000 000 000
000 000 000, 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000 ,

o |[ e [l 72 || seveee [ = Lok s

Done <F10>

ffffff

ot (L0 LoE (B

& &
§

Saturday. May 16. 2015 - 1:56 PM

2. Click Special Days.
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Settings

The Special Days window is displayed.

Special Days
1 Sunday Normal
2 Monday Special B
3 Tuesday Special B
4 Wednesday Normal
5 Thursday Normal
6 Friday Normal
7 Saturday Normal
Done <F10=

3. Select the days of the week the rate will be active by pressing the number to the left of each day
or clicking the button for the day of the week you are setting. (For example, to select Sunday you
would press 1 or click Sunday.) Each time you click the day of the week, the setting toggles

between Normal, Special A, and Special B.

Note: You can set each day to Normal, Special A, or Special B rates. Continue until the correct

setting is shown for each day.

IMPORTANT! Be careful to choose the correct setting for each day. These settings apply to all
rooms in your inventory.

4. Click Done when you are finished.

The Basic Rates screen is displayed.

o

upport

2 Checkcinn - Logged i adrmin (Press F12 o 1og out) S
Checkcinn. AT

l Rate Group  GroupA

Group Rate Type  Daly Rates

SINGLE 000 O
DOUBLE 000 000
000 000
000 000
000 000
000 000
000 000
000 000
000 000
000 000
000 0.00

LI 6 B 1K

F2 Print Rates F2 Set Dates

E%Ef }«?‘

0.00
000
000
000
000
000
000
0.00
0.00
0.00

0.00
000
000
000
000
000
0.00
0.00
0.00
0.00

508
000
000 000
000 000 G
000 000
000 000
000 000
000 000
000 000
000 000
000 000
000 000 0

Done <F10>

Saturday. May 16. 2015 - 1:56 PM

@l Days - Link Room Rales
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Settings Check-Inn

5. Click to select the “Link Room Rates” check box. This allows the rates for guests to change
between the normal rate and special rates at the appropriate times during their stay.

Note: For further information about link rates, please see the Link rates section of this manual.

6. Use the drop-down list for the Rate Group field to select a rate group that is not currently being
used (for example, Group D). This is used to create the rates for your Special A group.

7. Use the drop-down list for the Group Rate Type field, and select Daily Rates.

8. Enter the new rates for Special A days in this group. Make sure to enter the information in the
Rate Description field exactly as it appears in the Normal daily rate group.

Note: If needed, create a rate group for Special B days in the same manner as above.

If you have previously entered your room numbers and descriptions, you will need to go back to the
Room Numbers and Descriptions screen and add the letter of the new daily rate group(s) to the
Rate/Group field for each room that will use these special rates. Make sure that you include all rate
groups for this room type, especially if you are using Special A and Special B daily rates.

IMPORTANT! The letter of the Normal daily rate group must be listed before the letter of the Special
daily rate group from left to right. If you are using two special rate days, be sure that your Special A
rate group is listed before your Special B rate group from left to right.

9. Click Done.

Here’s an example of how special rates might be used:
= Normal rates apply from Sunday through Thursday.
= Friday’s rates are slightly higher than normal.
= Saturday’s rates are much higher than normal.
= All Queen rooms use rates from:

= Group A for Sunday — Thursday rates. (Normal)
= Group D for Friday rates. (Special A)

= Group E for Saturday rates. (Special B)

|

Therefore, all Queen rooms must show ADE in the rate column on the Room Numbers
and Descriptions screen.

Note: If the rate column showed AED, then Friday and Saturday would switch, meaning Group E
would be charged on Friday and Group D would be charged on Saturday.
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Settings Check-Inn

Link rates

1. Settings > Rooms & Rates > Room Rates > Basic Rates (and select the “Activate Basic
Rate System” check box).

The Basic Rates screen is displayed.

9 ress F12 10 log out) =i,

Rate Group  GroupA i GrowpRateType  DaiyRates
1 2 3 4 5 6 7 8

nsos | o [ asosns | cwoss | ovesas | osusws | anosts | ssoses [~
ownsos | onosas | ososvs | capsas | owusos | owoses | osasns | osvsts
SINGLE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
DOUBLE 000 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 000 0.00 000 000 000 0.00 0.00
000 000 000 000 000 000 0.00 000
000 000 0w 000 o000 000 000 000
000 000 000 000 000 000 000 000
000 000 000 0.00 000 000 000 000
000 000 0.00 0.00 000 000 0.00 000
000 0.00 0.00 0.00 000 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00 000

A Qe O

Done <F10>

Saturday. May 16. 2015 - 1:56 PM

2. Add or change rates as needed.
3. If appropriate, click to select the “Link Room Rates” check box.

This setting: Does this:

Check box Check-Inn automatically adjusts room rates based on the dated
selected columns and special days for your property.
For special rates to work properly, Link Room Rates must be
selected.
Check box not Check-Inn does not automatically adjust rates. You must make all
selected changes manually on the Guest Information screen.

4. Click Done.
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Settings Check-Inn

Print room rates

1. Settings > Rooms & Rates > Room Rates > Basic Rates (and select the “Activate Basic
Rate System” check box).
The Basic Rates screen is displayed.

9 Check-Inn - Logged In- admin (Press F12 to log out) =0

i Support
Check-Inn. asic Rates uppo
B3 Innsoft I )

Gonchin
1= =
i :—\Tmf Rate Group  [GroupA v GroupRate Type  Daily Rates
1 2 3 4 L] 6 7 8
S oo - —
Rate Descriptic

0SS | 06usms | o6nsns | osnses

8w SINGLE 000 000 000 000 0.
|pousLE 000 000 000 000 000 000 000 000
| 000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000
ﬁ [ 000 000 000 000 000 000 000 000
e [ 000 000 000 000 000 000 000 000

000 000 000 000 000 000 000 000

A
[ ] imemis 000 000 000 000 000 000 000 000
= | 000 000 000 000 000 000 000 000
o 000 000 000 000 000 000 000 000
000 000 000 000 000 000 000 000,

R suts
T 5 e e -

(EA =T
Done <F10>

WY nimn

Saturday, May 16. 2015 - 1:55 PM

2. Click Print Rates.
A print preview of the room rates is displayed.

3. Print or email the list as needed.

Select a page range

Print Pages 1 : -1 =

Print Print 2x Email Done
[F2] [F4] [Fe] F10]
Print one copy Print two copies Email the list Click Done

4. Click Done.
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Settings Check-Inn

TAX AND SALES CATEGORIES

This section includes information on how to:
= Set tax percentages, flat tax, and tax exemption types
= Set an auto tax exemption
= Set taxes for lodging, phone, and room deposit charges
= Enter sales categories
= Auto-charge all guests
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Settings

Set tax percentages, flat tax, and tax exemption types

1. Click Settings on the home screen.

&
Bcheck-lnm
y

CheckcInn - Logged In: admin (Press F12 to log out)

AR
I ——

i« J5152015

£o [l Refrash Gag Prnt

MAXMUM RATES

1

Auto Backup A Successhl
Fri, May 16. 2015 at 11:39 Al
AutoBackup B Suc

Fii_ May 15, 2015 at 11

cesshul
39 A

Friday, May 18, 2015 - 115 PM

The Settings screen is displayed.

Check-Inn - Lo

(Press 12 to log out)

9
Check-inn. ST N -

0
e ]
L]

By Innsoft Inc.
+ | ropeyremesrdanes | 8| piown Do
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

Click Tax & Sales Categories.

The Tax & Sales Categories screen is displayed.

Check-Inn - Logged In:

By Innsoft Inc

U Gk

W

‘ mq Lodging | Taxes:AB | Phone

A omceon ltem3  CRBRAB Taxes AB
@ st Item4  NEWSPAPER Taxes: B

= ‘. tem5 TOLETRIES Taxes. B

L] ettt |

ma ax tem6 PARKING Taxes: B
R

i ltem7 DAMAGE “Taxes. None
16 w =

=N ‘ ftem8 REFUND Taxes: None

ﬁ Papes ‘ ltem9  ADJUSTMENT Taxes. AB

% St EVENT FEE Taxes: None
ol LegOua tem 11 LFTTKT Taxes: None

3. Click Modify Taxes.

Settings Home Screen

admin (Press 12 1o log out)

£
Check-Inn. Tax & Sales Categories S“fg"

- =

Taxes:None  Rm.Deposit Taxes: None
Item 12 CAR WASH Taxes: None
Item 13 Taxes. None
Item 14, Taxes. None
Item 15 Taxes. None
Item 16 Taxes. None
Item 17 Taxes: None
Item 18 Taxes. None
Item 19 Taxes: None
Item 20 Taxes: None

Wody Taxes <F2>

Saturday, May 16. 2015 - 1:55 PM
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Settings Check-Inn

The Modify Tax Settings window is displayed.

Check-Inn - Logged In: admin

Modify Tax Settings
Percentages Exemptions
Enter a name and percentage for each tax in your area.

Tax A Tax Rate 8.0000 % Exempt from: A
TaxB CITY SALES TaxRate 1.0000 % Exempt from: B

TaX pe rce ntag €es —— TaxC TaxRate 00000 % Type 3 Exempt from: None
Tax D Tax Rate 0.0000 % Auto Exemption

Flat Tax ] OFF - No Automatic Exemptions

Enter the name and dollar amount for any flat tax. All Monthly Guests
Flat tax IF"‘ TaxE 55 I I Amount 000 I Clafter (10 2] Days & Monthly
Done <F10>

Enter tax 1. Enter the name of each tax (up to four taxes) charged in your area
percentages in the Tax A, B, C, or D field (for example, state sales tax, city sales
tax, or county lodging tax).

2. Enter the corresponding tax rate in the tax rate field.

Enter a flat tax 1. Type the name of the tax in the Flat Tax E field.
2. Type the amount of the flat tax in the Amount field.

Set tax exemption | You may enter up to three types of tax exemptions (Type 1, Type 2,
types Type 3).

1. Click the button next to the exemption you want to add/change.
The Set Exempt Taxes window for that selection is displayed.

Check-Inn - Logged In: admin
Set Exempt Taxes

Exomﬂ Txﬁ 1 Tax Breakdown

ek brenetioes STATE LODG 8.0000%
A [VSTATE LODG - 8.0000%)

B [ICITY SALES - 1.0000%
C [IN/A-0.0000%

Total Taxes: 8.0000%
D [JN/A-0.0000%

E [JFlat Tax E - $0.00

Done <F10>

2. Click to select the check box next to the tax that will not be
charged when this exemption type is selected at check-in.

3. Click Done.

4. Click Done when you have finished entering the tax types.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

Set an auto tax exemption

Use this feature if your property is located in an area that offers tax exemption to certain types of
guests.

1. Settings > Tax & Sales Categories > Modify Taxes.
The Modify Tax Settings window is displayed.

Check-Inn - Logged In: admin
Modify Tax Settings
Percentages Exemptions
Enter a name and percentage for each tax in your area. Select Taxes that will NOT be charged.

Tax A TaxRate 8.0000 |% Type 1 Exempt from: A
TaxB |CITY SALES TaxRate [1.0000 % Type 2 Exempt from: B
TaxC | | TaxRate 00000 % Type 3 Exempt from: None
Tax D TaxRate [0.0000 % Auto Exemption
Flat Tax ] OFF - No Automatic Exemptions
Enter the name and dollar amount for any flat tax. All Monthly Guests
FlatTaxE 55 Amount 0.0 [lAfter (10 2] Days & Monthly,

Done <F10>

2. Review the options for auto exemption and make the appropriate selection.

Click to select this For this situation:

check box:

OFF — No Automatic There are no exemptions in your area.

Exemptions

All Monthly Guests There is no room tax for monthly guests in your area.

Selecting this option sets the monthly duration to tax exempt.

After __ Days & Monthly If there is no room tax for monthly guests or daily guests who
have stayed in the hotel over a certain number of nights.

If you select this option, enter the number of days that daily
guests must stay in order to be tax exempt.

3. Click Done.
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Settings Check-Inn

Set taxes for lodging, phone, and room deposit charges

1. Settings > Tax & Sales Categories.
The Tax & Sales Categories screen is displayed.

Check-Inn - Logas 0 (Press F1 =

@ Press 12 1o log out)
Check-Inn. Tax & Sales Categories 5"‘8‘
By Innsoft Inc

ﬂ Cneckin
Resenation .
 Cunckin - :
Waikin Lodging | Taxes:AB Phone  Taxes'None  Rm.Deposit Tares None
& omceon ftem3  CRERAB Taxes: AB Mom 12 [CAR WASH Taxes: None
@ Sonsts ltem4 NEWSPAPER Taxes: B Item 13 Taxes: None
= tem§ TOLETRES Taxes. B tom 14 Taxes. None
E Cash Haguiter
z tem6 PARKING Taxes: B Item 15 Taxes: None
o
em7 DAMAGE Taxes. None ttem 16 Taxes: None
.
= ftem8 REFUND Taxes: None ttem 17 Taxes: None
ﬁ Ppas ltem9  ADJUSTMENT Taxes. AB ttem 18 Taxes: None
% Suttga Item 10 EVENT FEE Taxes: None ttem 19 Taxes: None
Al L tem 11 LFT TKT Taxes. None ttem 20 Taxes: None
(B
X Modify Taxes <F2>
B
Saturday. May 16, 2015 - 1:55 PM

2. Click the Taxes: button next to Lodging.
The Set Taxes screen is displayed.

Check-Inn - Logged In: admin

Set Taxes
Lodging Tax Breakdown
SeestExemptlaes STATE LODG 8.0000%
it CITY SALES 1.0000%
B CITY SALES - 1.0000%
C [JN/A-0.0000%
Total Taxes: 9.0000%

D [IN/A-0.0000%
Auto-Charge All Guests

E [JFlatTax E - $0.00 Charge Amount  0.00

Done <F10>

3. Click to select the check box for each tax that applies to lodging charges.

On the right-hand side of the screen you can see a breakdown of the taxes and the total
percentage that guests will be charged.

4. Click Done.
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Settings

5. Repeat these steps for Phone and Rm. Deposit.

£
Check-Inn.

Check-Inn - Logged In- admin (Press 12 1o log out)

Tax & Sales Categories S“"?o”‘

.......

By Innsoft Inc.
amn x
_ Lodging | Taxes:AB || Phone  TaesNowe  Rm.Deposit Taxesm1
Item 3 CR!B)?RAE - Taxes. AB Item 12 1CﬂRWI§H7 Taxes. None
Hem4 NEWSPAPER | Taxes:B fom13 | Taxes: None
tem5 TOLETRES Taxes. B tom14 | Taxes. None
— fem6 PARKNG Tares: B tem1s | | Taes None
_ Mem7 DAMAGE Taxes None tem16 | Taxes. None
_ Mem8 REFUND | Taxes:None Mem17 | | Taxes:None
Item9  ADJUSTWENT Taxes:AB ttem18 | Taxes: None
fem10 EVENTFEE |  Taxes None tem19 | Taxes: None
Memt UFTTKT | TwesNone | Bm20 [ || TwesNone
L L —
—,, Saturday, May 16, 2015 - 1:56 PM

6. Click Done.
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Settings Check-Inn

Enter sales categories

The first three sales categories at the top of the screen (Lodging, Phone, and Rm. Deposit) are fixed
and cannot be changed. Item numbers 3 through 20 can be set to include any additional charge
categories (for example, Pet Fee, Crib, Rollaway, and so on) that you wish to track on your daily and
monthly reports.

Check-Inn - Logged In- admin (Press F12 1o log out =8

9 t)
Check-Inn. Tax & Sales Categories S“’g"
By Innsoft Inc

Lodging, Phone and aATE =
Rm. Deposit cannot ——————— wwom _ wews | rone  Taccion  mnowost  Twesvow
be changed & oo | e
— N I e You can set items 3
— T e through 20 to include
v e e - additional charge
Lo [t ltem8 REFUND Taxes: None ttem 17 Taxes: None H
ﬁ: pas Item® ADJUSTMENT Taxes. AB Item 18 Taxes. None Categorles
% Sliinga Item 10 EVENT FEE Taxes: None ttem 19 Taxes: None
l;?.i z;uu tem 11 LIFT TKT Taxes. None Item 20 Taxes. None
@ o Modify Taxes <F2>

Saturday, May 16. 2015 - 1:56 PM

1. Settings > Tax & Sales Categories.
The Tax & Sales Categories screen is displayed.

Check-Inn - Logged In- admin (Press F12 to log out S

9 t)
Check-Inn. Tax & Sales Categories S“*g"
By Innsoft Inc

& ook
Resenation .
Checkin A
Walkin Lodging | Taxes:AB | Phone Taxes: None Rm. Deposit Taxes: None
A oo ftem3 CRERAB TwesAB | Mom12 [CARWASH Taves: None i
@ Sowste tem4 NEWSPAPER Taxes: B Item 13 Taxes: None
= ltem5 TOLETRIES S ttem 14
I:\‘ i Taxes: B Taxes. None
e em 6  PARKING Taxes: B Item 15 Taxes. None
ﬁ Audit
ltem7  DAMAGE Taxes. None ttem 16 Taxes. None
ak=n
1% Rasesations
At Item8 REFUND Taxes: None ttem 17 Taxes: None
ﬂ» Payan item9  ADJUSTMENT Taxes. AB ttem 18 Taxes: None
% Suttgn Item 10 EVENT FEE Taxes: None ttem 19 Taxes: None
Al Logunt 4 Item 11 LIFT TKT Taxes: None Item 20 Taxes. None
=] e
Modfy Taxes <F2>
WY unten

Saturday, May 16. 2015 - 1:56 PM

2. Enter the item name next to the item number.
3. Click the Taxes: None button next to the item name.
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Settings Check-Inn

The Set Taxes window for that item is displayed.

Check-Inn - Logged In: admin
Set Taxes
CAR WASH Tax Breakdown

Select ltem Taxes:

B [JCITY SALES - 1.0000%

C [IN/A-0.0000%

Total Taxes: 0.0000%
D [N/A-0.0000%
[] Auto-Charge All Guests

E Flat Tax E - $0.00 Charge Amount  0.00

Done <F10>

4. Click to select the check boxes for all taxes that apply to the item.

On the right-hand side of the screen you can see a breakdown of the taxes and the total
percentage that guests will be charged.

Click Done once the taxes are correct.
Repeat this process for all sales categories available.
Click Done when you are finished adding sales categories and their taxes.
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Settings Check-Inn

Auto-charge all guests

If you have a repeating charge you wish to charge all guests checked in to your property, you may set
up a maximum of three auto-repeating charges on the Tax & Sales Categories screen. If you have
over three auto-repeating charges set up, only the first three will apply.

1. Settings > Tax & Sales Categories.
The Tax & Sales Categories screen is displayed.

Check-Inn - Logged In- admin (Press 12 to log out -8

< )
Check-Inn. Tax & Sales Categories S“‘g"

4 L3
- TRt Lodging | Taxes:AB Phone  TaxesNone = Rm.Deposit = Tares:None
& o ftem3  CRERAB Taxes: AB Mem 12 [CAR WASH Taxes: None:
ﬂ Gty Item4 NEWSPAPER Taxes: B Item 13 Taxes: None
= Item 5 TOLETRIES Taxes B ttem 14 Taxes: None
ﬂ Item 6  PARKING. Taxes: B ttem 15 Taxes: None
,,,,,,
i Item7  DAMAGE Taxes. None Item 16 Taxes. None
i ftem8 REFUND Taxes: None Item 17 Taxes: None
gl Item9 ADJUSTMENT Taxes: AB ftem 18 Taxes: None
7-'% Item 10 EVENT FEE Taxes: None ftem 19 Taxes: None

Log Ot & ttem 11 LIFT KT Taxes: None ftem 20 Taxes: None
Ext

Wody Taxes <F2>

& &
§

Saturday. May 16. 2015 - 1:56 PM

2. Click the Taxes: [your tax] button next to the item name you would like to enter a repeating
charge for.

The Set Taxes window for that item is displayed.

Check-Inn - Logged In: admin
Set Taxes
PARKING Tax Breakdown

Select Exempt Taxes
A [JSTATE LODG - 8.0000%] SYSAIES %
B CITY SALES - 1.0000%

C [IN/A-0.0000%
Total Taxes: 1.0000%

D [IN/A-0.0000%
[] Auto-Charge All Guests

E Flat Tax E - $0.00 Charge Amount 000

Done <F10>

3. Click to select the check box for “Auto-Charge All Guests.”

Enter the amount you want to charge in the Charge Amount field.
5. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

CHECK-IN/OUT TIMES

Use these steps to set the check-out, check-in, early check-in, close out, and hold-to time for your
property.

1. Click Settings on the home screen.

) CheckInn - Logged In: adimin (Press F12 10 log ou) - ol

Support
Check-n. A

Fri May 15. 2015 & 11:39 AM

AutoBackup B Successhul
Fri May 15, 2015 & 11:39 AM

Friday, May 15, 2015 - 115 PM

The Settings screen is displayed.

°) Check-Inn - Logged - admin (Press F12 to log out) - oiEl

Check-Inn. Settings e

By (i ]
g omeee

1 Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences
- 3 Tax & Sales Categories 8 Statements
A
m 4 Check-In/Out Times 9 Passwords & Security
G sl . 5 Credit Cards & Phone Limit A Event Tracking
= B Maintain Check-Inn Files.
R s

Friday, May 15, 2015 - 1:13 PM

2. Click Check-In/Out Times.
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Settings Check-Inn

The Check-In/Out Times window is displayed.

9 Check-Inn - Logged In- admin (Press F12 1o log out) =50
Check-Inn. Check-In/Out Times Stppoit
By Innsoft Inc @
l Conchiin
Resecation
i Checkdn
Walkin
oo E
Guest reminder printed on folios. Check-Out Time 00 AM %
[;_J: Cash Floutor
Room and tax is posted on all stayovers. Check-In Time 1:00 PM |2
ﬁ Avdi
= Guest checkedin ater ths time il notbe f Eory Check-In Time | 8:00 AM [
[ 6.} Besemcuns
Beginning and ending of financial day. Close Out Time 8:00 AM =
L
% Reminder of Non-Guaranteed reservations. Hold to Time 6:00 PM 1=
Suttmgs
il Lo
& &k
Y st

Saturday. May 16. 2015 - 1:56 PM

3. Make changes to each field as needed.

To set this: Do this:

Check-out Type the check-out time (or use the arrows to select a time) in the Check-
time Out Time field.

= The check-out time will be printed on your guests’ folios and reservation
confirmations to let your guests know when they are expected to check
out.

= Guests are not charged for the next day unless they fail to check out
before the check-In time.

Check-in time | Type the check-in time (or use the arrows to select a time) in the Check-In
Time field.

= Check-In time is the time when room and tax charges are posted for
guests who were charged for last night and will be charged again for
tonight.

Early check- | Type the early check-in time (or use the arrows to select a time) in the Early
in time Check-In Time field.

= If guests check in prior to this time, they will be charged for the previous
night.

= This is also the time of day when the reservations for the current day
will be displayed.

Close out Type the close out time (or use the arrows to select a time) in the Close Out
time Time field.

= This time marks the beginning and ending of your financial day. This is
a 24-hour period.

= Your Daily Financial Reports are based on this time.
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Settings Check-Inn

To set this: Do this:

Hold to time | Type the hold to time (or use the arrows to select a time) in the Hold to
Time field.

= This is a reminder to clerks for non-guaranteed reservations.

Note: Reservations are not automatically cancelled at this time; it is simply
a reminder.

4. Click X in the upper right to save and exit the screen.
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Settings

CREDIT CARDS AND PHONE LIMITS

Check-Inn

This section includes information to:

Enter credit card information

Enter a specialty payment type

Enter a billing balance

Set the default phone limit

Process credit cards

Learn requirements for the Credit Card Processing module

Enter merchant account information

Set up high-speed card processing

Set up your modem

Select your credit card print options

Learn about credit card security

Access the Administrative Security Console
Set passwords for credit card security
Generate encryption keys

View or print the security log
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Settings

Enter credit card information

Note: This information is set up in Check-Inn by default, so it is not normally required to make

changes to this part of the program.

IMPORTANT! If you change the order of the credit cards after you begin entering credit card
transactions, the credit card summary on the Daily Financial Report displays incorrect totals. If this

happens, call Innsoft Technical Support

1. Click Settings on the home screen.

]
Check-Inn.
By Innsoft Inc.

(503-643-8162, option 2).

Friday, May 15, 2015 - 115 P}

The Settings screen is displayed.

fup B Suc
Fir May 15, 2015 &t 11:39 AM

cesshul

) Check-Inn - Logged In- admin (Press F12 to log out) - o el
2 Support
Check-Inn. Settings
By imsat (i ]
x

1 roperty Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PA

2. Click Credit Cards & Phone Limit.
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Settings

Check-Inn

The Credit Cards & Phone Limit screen is displayed.

2 Check-inn - Logged I admin (Press F12 to g ou) -8
Check-Inn. Credit Cards & Phone Limit s“‘g"
8y Innsoft I
a:
Name [ETIE Symbol VM Discount (00000 %M B (¥ Direct Depositg——— D"‘ect DepOS|t
Typ e Of Name American Exp symbol Ax i i Discount 0.0000 %M i ¥ Direct Deposiy
. Name Discover symboi 0C il Discount 00000 %l ¥ Direct Deposi .
Credlt Name Diner's Symbol DN Discount (0.0000 %8 M 4 Direct Deposil Dlscount percentage
Cal’d Name Carte Blanche symbol B il Discourt (00000 %M ¥ Direct Depost
Name JCBUJAL Symbol  JJ Discount 0.0000 % ¥ Direct Deposil Sym bol
Biling Balance  0.00 Default Phone Limit 50.00

3. Change the names for the credit cards if you would like, and delete any that you don’t accept.
If the symbol for the credit card is incorrect, enter the correct symbol in the Symbol field.
5. Enter the discount percentage for each credit card you accept in the Discount % field. This is the

Saturday. May 16. 2015 - 1:56 PM

percentage of the total sale that each card company takes as a processing fee.

6. Click to select the “Direct Deposit” check box for each card that directly deposits payments to your
bank account, or leave it blank if the credit card company issues you a settlement check.

7. Click Done.
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Settings Check-Inn

Enter a specialty payment type

If your property accepts fewer than six credit card types, Check-Inn can track one specialty payment
type (for example, checks or gift certificates) in an unused credit card slot.

The payments to this specialty type are listed in the Credit column on guest folios and Daily Financial
Reports. These entries are listed with the symbol you have chosen.

If you are using the Credit Card Processing module, this payment type is listed separately in the Cash
Register screens. Specialty payments do not require authorization and are not sent with credit card
batches.

1. Settings > Credit Card & Phone Limit.
The Credit Cards & Phone Limit screen is displayed.

Credit Cards & Phone Limit

Symbol
Discount =0
Name
of
credit
card

2. Type an asterisk (*) followed by the name of the specialty item in an unused credit card slot (for
example, “*Check”). This name will be listed as a payment type in all Cash Register screens.

3. Enter a symbol for the payment type in the Symbol field (for example, “CK” for “Checks”).
Ensure that the Discount % field is zero.
5. Determine whether or not to select the check box for “Direct Deposit.”

Note: In the Accounts Receivable Summary section of the Daily Financial Report or the Credit
Card Audit, there is a Payments Received column. Selecting (or not selecting) the “Direct Deposit”
check box affects the dollar amount in this column.

If you: Then this happens:
Select the check box | A value is entered in the Payments Received column to match

for Direct Deposit Today’s Net, so the Balance Today is always zero.

Do not select the There will be a large balance for credit cards in the A/R summary of

check box for Direct the financial reports (unless and until someone reconciles the
Deposit Credit Card Audit).

6. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings

Enter a billing balance

If you are wanting to transfer an existing Accounts Receivable balance from a previous PMS
software, the Billing Balance feature may work for you. If you enter an amount into the Billing Balance

Check-Inn

field, a miscellaneous billing entry will be added to Check-Inn’s Accounts Receivable.

Note: The amount entered in the Billing Balance field will not be affected by activity in Accounts

Receivable.

1. Settings > Credit Card & Phone Limit.
The Credit Cards & Phone Limit screen is displayed.

9 Check-Inn - Logged In- admin (Press F12 1o log out) -8
Check-Inn. Credit Cards & Phone Limit S"Fg"

&

a2

& o Name VisaMC Symbol VM Discount (00000 | %

B o Name | American Exp Symbol AX | Discount (00000 %

L Name  Discover Symbol DC | Discownt (00000 %

£ won Name Diner's Symbol DN | Discount (00000 %

T Name |Carte Blanche Symbol CB | Discownt (00000 %

‘”—; - Name. checks Symbol CH | Discount (00000 %
l Biling Balance 0.0 l Defaut Phone Limit
Processing Setup <F2> Securty <£4> I Done <F10> I

2 =%

Sunday, May

¥ Direct Depasit
4 Direct Deposit
I+ Direct Deposit
4 Diect Deposit
v Direct Deposit

[1Direct Deposit

50.00

Cancel <ESC>

17. 2015 - 844 AM

2. Enter the amount in the Billing Balance field.

3. Click Done.
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Settings Check-Inn

Set the default phone limit

You must purchase Call-Inn~Call Accounting or Phone Monitor for this feature to function. Contact
Innsoft Sales (800-950-8665).

Each guest that you check in will be allowed to make phone calls up to the dollar limit that you define
here. Once the set limit has been reached, an “over limit” warning is displayed on your terminal, and
the guest is added to the Phone Limit Violation Report. Credit limits for individual guests can be set
through the Cash Register/Guest Screen, either during check-in or after, from the Guest Screen.

Note: If you have set up the Mitel Toll Control feature within the Call-Inn~Call Accounting software,
the guest’s phone is turned off when this phone credit limit has been reached.

1. Settings > Credit Card & Phone Limit.
The Credit Cards & Phone Limit screen is displayed.

Check =i

9 Inn - Logged In: admin (Press F12 to log out)
Check-Inn. Credit Cards & Phone Limit s“‘g"

& o
il
x

& o Name | Visa/M Symbol VM Discount (00000 | % [Vl Direct Deposit
R su Name American Exp Symbol AX | Discount (00000 %  (Direct Deposit
‘; \ Name Discover Symbol DC Discount 00000 %  [VIDirect Deposit
ﬂ o Name Dy Symbol DN Discount 0.0000 % (¥ Direct Deposit
= Name | Carte Blanche Symbol | CB Discount 00000 % [ Direct Deposit
| 77 e
= Name checks Symbol CH Discount 00000 %  [1Direct Deposit
= Biling Balance 0.0 Defaut Phone Limit 50,00 l
R

Processing Setup <F3> <ESC>
(= e
B

Sunday, May 17, 2015 - 8:44 AM

2. Enter the initial phone credit limit for your guests in the Default Phone Limit field.
3. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

Process credit cards

IMPORTANT! The Credit Card Processing module is required to process credit cards in Check-Inn. If
you are not sure that you have this, please contact the Innsoft Sales department during normal
business hours (800-950-8665, 7 AM. to 4 PM, Monday—Friday, PT).

IMPORTANT! It is highly recommended that you call Innsoft Technical Support to configure and test
your merchant account information in the Check-Inn system. (In many cases, Innsoft Technical
Support may already have your setup information.) Innsoft Technical Support can be reached at 503-
643-8162, option 2, and is open Monday—Friday from 7 AM to 4 PM (PT).

Requirements for the Credit Card Processing module

In order to use the Credit Card Processing module, you must have a merchant account compatible
with one of the following platforms:

= TSYS

= FDMS North

= FDMS South
You will need a “VAR” or a “Parameter” sheet, which you can obtain from your credit card processor.
This document contains your merchant account settings. When requesting an account setup sheet,

be sure to inform your merchant account representative that you intend to process credit cards using
Check-Inn lodging software. This will help ensure that you receive the appropriate setup sheet.

Note: It is strongly recommended that you have a magnetic stripe reader, which is used to swipe your
customer’s credit cards and input the credit card information into Check-Inn.
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Settings

Enter merchant account information

1. Settings > Credit Card & Phone Limit.

The Credit Cards & Phone Limit screen is displayed.

Check-Inn - Logged In- admin (Press F12 1o log out)

'/
Check-Inn. Credit Cards & Phone Limit S“‘g"

ﬂ Cneckin
Resenation
{ Checkin
Walkitn
R omeeon
Name VisaMC Symbol VM
B so Neme American Exp Symbol AX
ool Gt et Name Discover Symbol DC
T Name Diner’s Symbol ON
= Name Carte Blanche Symbol | CB
{7 Resemations
= Name checks Symbol  CH
o
= Biling Balance 0.0
5%
Security <F4>
Al LegOWA
(E3 =
B

=)

x
Discount (00000 %  [¥IDirect Deposit
Discount (00000 % [ Direct Deposit
Discount (00000 % [¥IDirect Deposit
Discount (00000 % [ Direct Deposit
Discount (00000 %  [¥Direct Deposit
Discount 00000 %  [1Direct Deposit
Default Phone Limit  50.00
Done <F10> Cancel <ESC>

Sunday, May 17. 2015 - 8:44 AM

2. Click Processing Setup.

The Credit Card Processing screen is displayed.

9 Check

Check-Inn. Credit Card Processing S"ig"

=)

& ook
Resesation
( Cunckin
Walkin Credi Card Processor TS X
Merchant Setup i

ﬂ meRO Merchant ¥ | 888000002427 saw  |OR 5 Main 4802337835
@ i Torminal# 1515 Zip Code 97005 Al 1

- Phone # 5036438162 SIC Code 5999 Al 02

| Cash Haguinr
= e 999995 5099 b e
ﬁ 5 Acquirer BIN Store # EiA e et

A
AgentBank # 000000 Chaing 111111 | Dupkcate Preuth. Receipts
{77 Resesaions Merchant City | Beaverion 1 Duplicate Sake Receipts.
ﬁ: Modem Setup
e <INTERNET CREDIT CARD PROCESSING>

%" Suttmgn Select Madem

] Print Setup <F2> | Intemet Setup <F3> Dane <F10= Cancel <ESC>
B[
B e

Sunday, May 17. 2015 - 907 AM

Check-Inn

3. Select your credit card processor from the Credit Card Processor drop-down list.

Enter all of the merchant setup information found on the VAR sheet provided by your card
processor, as well as modem setup information.

Note: If you have a Qual. code or 6-digit terminal number, the card processor is Chase.
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Settings Check-Inn

If you are using this Do this:
credit card network:

Chase (FDMS South) Enter your 12-digit merchant number.

Enter the 4-digit terminal number.

Enter your 5-digit Qual. Code.

Select your state abbreviation from the drop-down list.

Enter your 5-digit ZIP code.

R T o

Enter the specific SE numbers for each card that is supported.
7. Enter up to 3 dial-up numbers.

If a 9 is required to get an outside line at your property, include a 9 in
the dial-up number.

Click Done

Cardnet (FDMS North) Enter your 12-digit merchant number.
Enter your 6-digit terminal number.
Select your state abbreviation from the drop-down list.

Enter your 5-digit ZIP code.

a 0N =

Enter the merchant phone number.
6. Enter up to 3 dial-up numbers.

If a 9 is required to get an outside line at your property, include a 9 in
the dial-up number.

Click Done.

Vital (TSYS) Enter your 12-digit merchant number.

Enter your 4-digit terminal number.

Select your state abbreviation from the drop-down list.
Enter your 5-digit ZIP code.

Enter the merchant phone number.

Enter your 6-digit acquirer BIN number.

Enter the SIC (merchant category) code.

Enter your 6-digit agent bank number.

© ©® N o o bk~ 0N PPN

Enter your 4-digit store number.
10. Enter your 6-digit chain number.
11.Enter your merchant city name.

12.Enter up to 3 dial-up numbers.
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Settings

If you are using this

Check-Inn

Do this:

credit card network:

If a9 is required to get an outside line at your property, include a 9 in
the dial-up number.

13.Click Done.
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Settings Check-Inn

Set up high-speed card processing

Follow these steps to set up high-speed credit card processing (after entering your merchant account
information):

1. Settings > Credit Card & Phone Limit.
The Credit Cards & Phone Limit screen is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) =i
i imi Support
Check-Inn. Credit Cards & Phone Limit PP
By Innsoft (i ]
ﬂ Cneckin
Resenation
i Checkidn
Walktn
x
oo Name VisaMC Symbol VM | Discount (00000 %  [¥Direct Depasit
B o Name American Exp Symbol | AX Discount 0.0000 %  [¥iDirect Deposit
Q Cash Hoi Name Discover Symbol DC Discount (00000 %  [¥IDirect Deposit
ﬁ . Name Diner's Symbol DN Discount 0.0000 % (¥ Direct Deposit
= Name | Carte Blanche Symbol | CB Discount 00000 % (¥ Direct Deposit
]‘17"1 Reseaations
— Name checks Symbol CH Discount [0.0000 %  [lDireci Deposit
o
— Biling Balance  0.00 Defaut Phone Limit 50,00
% Setmgn
Securnty <F4> Done <F10> Cancel <ESC>
Al LogOua
=] e
Y unten

Sunday, May 17. 2015 - 8:44 AM

2. Click Processing Setup.
The Credit Card Processing screen is displayed.

[ B~ & - =)
H o Support
Check-Inn. g3 Credit Card Processing PP
o
e
4 crecron Credt Card Processor[TSYS (Vea) _— x
Merchant Setup. Dial-Up Numbers.
B s Merchants 123456769100 o [OR i 8005551212
? e 2 [ e oooseszizt
Ll e Prones BAETS2 Sccose 990 e ooz
- Prining Optons

= B

G st 00 o et

~ e 4 Duplcate Sk Recets
L

- Modem Setup.
v <INTERNET GREDIT CARD PROCESSING>

il Log Out &

&) & —

ome 10| caceseso> |

S

3. Click Internet Setup.
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Settings

The Internet Credit Card Setup window is displayed.

Check-Inn - Logged In: admin
Internet Credit Card Setup

Internet card processing requires an account number from your
internet car i Innsoft, Inc.

l Activation Code l

Internet Setup

[[] Enable Partial Authorizations (Not Recommended)

Host Name ssl2.vitalps.net
Second Host Name ssl1.vitalps.net
Set Internet Defaults
Done <F10> Cancel <ESC>

Click to select the “Enable Internet card processing” check box.

Check-Inn

5. Type the activation code from your invoice in the Activation Code field.

Note: If you are using Chase or Cardnet you need to enter a Datawire ID in the Datawire ID (DID)
field (this field is visible when you are using Chase or Cardnet). (Contact your merchant services

representative to obtain a Datawire ID.)

6. Click Done.

Note: If you receive an error message when attempting to use high-speed card processing, verify that
you have a working Internet connection. If your Internet connection is not functioning, call your
Internet service provider (ISP) to troubleshoot the problem.

If you have a working internet connection but are still receiving an error call Innsoft Technical Support

(503-643-8162, option 2).
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Settings Check-Inn

Set up your modem

Note: Innsoft strongly recommends that you use high speed processing (the Internet) instead of a
modem to process credit cards.

If you have an Internet connection, you do not need to set up your modem.
Any modem that is compatible with Windows should work with Check-Inn.

1. Settings > Credit Card & Phone Limit.
The Credit Cards & Phone Limit screen is displayed.

Check-Inn - Logged In- admin (Press F12 to log out o

'/ ) =
Check-Inn. Credit Cards & Phone Limit S“‘g"

e
Resenation
i Checkidn
Walkitn
x
ﬂ Chmcku
Name VisaMC Symbol VM | Discount (00000 %  [vIDirect Deposit
B oo Name | American Exp Symbol AX | Discount (00000 %  (Direct Depost
g G o Name Discover Symbol DC Discount (00000 %  [¥IDirect Deposit
=g Name Diner’s Symbol DN | Discount (00000 %  iDirect Deposit
oy Name |Carte Blanche Symbol CB | Discownt (00000 %  viDirect Deposit
{7 e
= Name checks Symbol  CH Discount [0.0000 %  [liDirect Deposit
o
Biling Balance 0.0 Default Phone Limit 50.00
Security <E4> Done <F10> Cancel <€SC>

Sunday, May 17. 2015 - 8:44 AM

2. Click Processing Setup.
The Credit Card Processing screen is displayed.

Crecelon - Logged i sdmn . » Yoy

Check-Inn. g Credit Card Processing

Credt Cond Processer (1575 s . T
Merchant Setup Dial-Up Numbers
Mechons TAEETERTDD D an 5005851212
Torminat# 1515 ZipCode 97005 Aem 800852121
Phonos 5036439162 SIC Code 5999 Aol 8005553232
Printing Options
rocBIn 999955 or 599
Acquier B0 Stoo o =
o AgeotBanks 00000 chans T11TE Lt
- orchantCity Your 7 Dupicate Sale Receits
1) e
Modem Setup
77 TERNET CRED >
o~ " CARD PROCESSINGS
e g0
W e
_ Print Setup <62> | Intemet Setup <3 Done 10> || Gancel <esc>
e

3. Click Select Modem.

Guest Screen Audit
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Settings Check-Inn

4. Use the drop-down box to select a modem currently installed within Windows.

9 Cheacin

n. A5 Credit Card Processing 2

Credt Card Processor [ T5YS via) - [l
DiakUp Numbers
| B e Morchunt 8 123455891 swe  [OR - Waln 3005551212

Zip Code 97005 Meey 800555212

SIC Code 5998

<INTERNET CREDIT CARD PROCESSING>

e

Pt Sewp <F2+ | btomet Setup <3 [ oone<Fie- | cancalescs

5. Click OK.

Note: Do not access Modem Properties without the assistance of an Innsoft technician. If you are
having trouble connecting to your credit card processor, call Innsoft Technical Support (503-643-
8162, option 2).

Settings Home Screen

Check-In Reservation

Check-In Walk-In

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out

Stand-Alone Cash Reqister

Reservations

Reports

Troubleshooting

Appendix EMV




Settings Check-Inn

Select your credit card print options

On the Credit Card Processing screen there are three printing options. These options determine
when and how many receipts should print after processing a credit card transaction or pre-authorizing
a credit card

1. Settings > Credit Card & Phone Limit > Processing Setup.
The Credit Card Processing screen is displayed.

Check-Inn - Logged In: admin (Press F12 1o log out) i

9 |
Check-Inn. Credit Card Processing Support
Byl ot 6

Merchant Setup Dial-Up Numbers
Mecchant§ 888000002427 Sme OR v Main 4802237835
Torminal # 1515 Zip Code 97005 Al #1

Phone# 5036438162 SIC Code | 5999 au 0

Printing Options

— ClPrint Pre-Auth Receipts
AgentBank# 000000 Chain# 111111 [ Duplcate Pre-Auth, Receipls
Merchant City Beaverton ["] Duplicate Sale Receipts

Acquirer BIN 999995 Store# 5999

Modem Setup =
<INTERNET CREDIT CARD PROCESSING>

Select Modem

Sunday, May 17, 2015 - 9.07 AM

2. Click to select a printing option.

This printing Does this:

option:

Print Pre-Auth Forces the program to automatically print a credit card authorization
Receipts draft when a credit card is pre-authorized

Duplicate Pre-Auth Forces the program to print separate customer and merchant
Receipts receipts when a credit card is pre-authorized

Duplicate Sales Force the program to automatically print separate customer and
Receipts merchant receipts when a credit card sale is processed

3. Click Done.
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Settings

Credit card security

Credit card information such as card numbers and credit card batches is encrypted and password

protected by Check-Inn to help prevent fraud and misuse.

By taking the time to create secure passwords and encrypt your data, you can protect your customers
from fraud and yourself from potential liability. You can access settings for credit card security such
as logs, password settings, and encryption through the Administrative Security Console.

Access the Administrative Security Console

1. Settings > Credit Card & Phone Limit.
2. The Credit Cards & Phone Limit screen is displayed.

innsoft Inc.

9
Bclh

Al Lot
1k (=) e . 4

Check-Inn - Logged In- admin (Press ¥

uy
eck-Inn. Credit Cards & Phone Limit 3“‘3"
ft i

Name VisaMC Symbol VM

Name American Exp. Symbol  AX
Name. Discover Symbol DC
Name Diner's Symbol DN
Name: Carte Blanche Symbol  CB
Name checks Symbol CH

Biling Balance  0.00

Processing Setup <F3> Securty <F4>

Click Security.

12 to log o X

Discount 00000 I Direct Deposit

Discount |0.0000 ¥ Direct Deposit
Discount (00000 ¥ Direct Deposit

Discount 00000 [ Direct Deposit

* R R R 2R

Discount |0.0000 v/ Direct Deposit

Discount 0.0000 [Iirect Deposit

Default Phone Limit  50.00

Done <F10>

Sunday, May 17. 2015 - 8:44 AM

Cancel <ESC>

The Administrative Security Console is displayed.

Setup Password

Generate New Key

Security Log

Security Help

Purge

Exit Security Console
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Settings Check-Inn

Set passwords for credit card security

Setting passwords in the Administrative Security Console allows you to restrict access to sensitive
credit card information such as batch history and authorization logs. Please take a few moments to
set passwords by following the instructions below.

WARNING: Do not lose your administrator password! Loss of the administrator password may result
in credit card data loss. A non-refundable fee of $250.00 and a notarized statement from the property
owner or manager will be required before any attempt is made to recover the administrator password.
Passwords may not be recoverable.

1. Settings > Credit Card & Phone Limit > Security.

The Administrative Security Console is displayed.

Setup Password Generate New Key
Security Log Security Help
Purge Exit Security Console

2. Click Setup Password.
A warning message is displayed.

9 Check-Inn - Logged In: admin | x|

* WARNING*
*** DO NOT LOSE THE ADMINISTRATOR PASSWORD ***

LOSS OF THE ADMINISTRATOR PASSWORD COULD RESULT IN THE LOSS OF ALL CREDIT
CARD INFORMATION IN THE CHECK-INN SOF TWARE.

3. Read the warning message.
4. Click Continue.
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Settings Check-Inn

The Setup Credit Card Passwords screen is displayed.

@ Check-Inn - Logged In: admin

| setup Credit Card Passwords

* Important *
Credit Card password access is not required for normal operation. Do not setup passwords for
desk clerks as it is not required and will reduce credit card security.

* Non-admin accounts will be able to view seftled batches and credit card history reports.
* Administrators will be allowed to set passwords.

* Passwords must be at least 8 characters long and contain letters and numbers.

* As per PCl standards all passwords must be changed every 90 days.

¥ Enabled ¥/ Admin ¥ KeyAdmin  Admin

Set Password - Not Set

[JEnabled [Admin  []KeyAdmin et Password - Not Set
[JEnabled []Admin []KeyAdmin Set Password - Not Set
[CJEnabled [ Admin Key Admin Set Password - Not Set
CJEnabled []Admin  [] KeyAdmin Set Password - Not Set
Cancel <ESC> Done <F10> ‘

5. Type a name for the user in the Full Name field.

Note: Passwords that are not marked as Admin are allowed access to batch history and the
authorization log (Audit > Credit Card Processing > History Report).

6. Click Set Password.

The Set User Password — Administrator window is displayed.

& Che;);—lnn- Logged In: admin [ x | Note: You must enter a
Set User Password - Administrator password that contains both
*Notes* letters and numbers and is at
* Passwords are case sensitive. least 8 characters in Iength-
* Passwords must be eight(8) characters long. The paSSWOTd is case
* Passwords must contain letters and numbers. sensitive.

Enter Password “

Confirm Password

| Done<F10> | | Cancel <ESC>

Type the new password in the Enter Password field.
Re-enter the password in the Confirm Password field.
9. Click Done.

If the username and password were entered correctly you receive this message: “Success!
Password updated.”
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Generate encryption keys

An encryption key is a secret code used to secure your data. By generating an encryption key in
Check-Inn, you can protect sensitive credit card information in the event that your data is stolen or
compromised.

We recommend that you generate a new encryption key as soon as possible and regenerate a new
key at least every 90 days. To generate an encryption key please follow the steps below:

1. Settings > Credit Card & Phone Limit > Security.
The Administrative Security Console is displayed.

Setup Password Generate New Key
1
Security Log } Security Help
o L
Purge : Exit Security Console i

J

2. Click Generate New Key.
The Credit Card Encryption Key Generator window is displayed.

)] Check-Inn - Logged In: admin

| Credit Card Encryption Key Generator

* Important *
An encryption key is secret information that encrypts your data. By creating a new key you
will re-encrypt your data with new secret information. This is just like changing the
combination on a lock and helps keep your information safe

1) Re-encrypting will take a few minutes. Once started do not interrupt.
2) Press "Generate New Key & Re-encrypt"” to start.

I Generate New Key & Re-encrypt I

Key Generation Status: N/A

| Done <F10>

3. Read the Important message.
4. Click Generate New Key & Re-encrypt.
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Settings Check-Inn

If successful, “Encryption Key Valid — 0 Days old” is displayed.

‘ Setup Password Generate New Key
Security Log Security Help
Purge Exit Security Console

5. Click X to save and exit.
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View or print the security log

The security log contains a detailed date/time-stamped list of successful and unsuccessful logins to
the administrative security console. Review this information periodically to check for evidence of
unauthorized access. To view the security logs follow the steps below:

1. Settings > Credit Card & Phone Limit > Security.
The Administrative Security Console is displayed.

X

Setup Password Generate New Key
Security Log Security Help
‘{ Purge J Exit Security Console

2. Click Security Log.
The Credit Card Security Log screen is displayed.

Check-Inn - Logged In- admin (Press £12 1o log out) - o

Credit Card Security Log S“‘?Po”‘

Cance <€5C>

Sunday, May 17. 2015 - 9.07 AM

3. Click Print or Search.
4. Click Exit.
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Settings

PRINTERS & DEVICES

Check-Inn

This section includes information to:
= Select a printer
= Activate an electronic cash drawer
= Integrate voicemail
= Set up scanner
= Set up keycard
= Set up signature pad

Select a printer

Any printer that is compatible with Windows will work with Check-Inn.

1. Click Settings on the home screen.

@ Checicinn - Logged In: admin (Press F12 10 log out - ol

K Support
CheckIn. A

I N

£o [l Refresh Gad

Friday, May 15, 2015 - 115 PM

The Settings screen is displayed.

e
oo v <15/ 152015 Tl o — ;
oo ﬁ ot

e ] '

- 23

toBackupA Successiul
Fri May 15. 2015 at 11:39 AM
Successhul

Fri May 15, 2015 & 11:39 AM

) Check-Inn - Logged In- admin (Press £12 10 log out) - olEl
: Support
Check-Inn. Settings
byt (i ]
Ll

1 | Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 CreditCards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PA

2. Click Printers & Devices.
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Settings

The Printers & Devices screen is displayed.

E/ Check-Inn - Logged In- admin (Press F12 o log out) -8
Check-Inn. Printers & Devices See
By Innsoft Inc @
a Cowckiin

Chnckin x
Walhin
& oo "1 JFokoFont [Times NewRoman v LetMargn 00
2 . Current oo Printer boger house printer
= Report Printer
&! Cash Ragtor
SelectPrter | Report Font | Times New Roman v leMargin 00 v
ﬁ Audit
Current Report Printer boger house printer
asmn
LV, [Nty Electronic Cash Drawer Voice Mall
Open Drawer for. OFF v Voice Mail Type [OFF)
L
Trigger String
% 7 Advanced <F5=
. Pot comt v/ Baud 1200
@ Log Ot &
Xl e Scanner Setup <F2> Keycard Setup <Fa> Signature Pad Setup <F4>
WY nime

Sunday, May 17, 2015 - 907 AM

3. In the Folio Printer section, click Select Printer.

The Print Setup window is displayed.
Print Setup n

Properties...

|Nitro PDF Creator (Pro 9)
-N|Send To OneNote 2013

Paper Orientation

Size: Letter v (®) Portrait

Source: | Automatically Select v () Landscape

Network... Cancel

Check-Inn

4. Use the drop-down list for the Name field to select the printer you want to use.

Note: Do not change the page orientation; Check-Inn does not support the landscape layout.

5. Click OK.
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Settings Check-Inn

The Printers & Devices window is displayed.

< Check-Inn - Logged In- admin (Press F12 o log out) -8
g R Support
Check-Inn. Printers & Devices PP
By Innsoft I (i ]
n
&
- Tty E
Wathitn Folio Printer
i ChatOR Select Printer Im.ormn Times New Roman v LleftMargn 00 v I
2 o Curent Folio Printer boger house printer
= Report Printer
Joo] Gt e
SelectPonter | Report Font | Times New Roman v LlefiMargin 00 v

e

Current Report Printer boger house printer
PTER
L7, jsessrwion Electronic Cash Drawer Volce Mail

Open Drawerfor. | OFF v Voice Mail Type  [OFF]

Tiigger String
Advanced <F5>

xR

Pot comt1 v Baud 1200

Scanner Setup <F2> Keycard Setup <F3> Signature Pad Setup <F4>

= =
£

Sunday, May 17, 2015 - 907 AM

6. Select a font from the Folio Font drop-down list.

Note: If you select a font other than Times New Roman it may cause reports and folios to not print
properly.

7. Select the width of the left margin from the Left Margin drop-down list next to the font selection.
Note: Print a sample report before setting a margin. Most printers do not require a margin.

Click X to save an exit this screen.
9. Repeat these steps for the Report Printer.
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Settings

Activate an electronic cash drawer

1. Click Settings on the home screen.

&
Bcheck-lnm
y

CheckcInn - Logged In: admin (Press F12 to log out)

AR
I ——

i« J5152015

£o [l Refrash Gag Prnt

MAXMUM RATES

1

0
e ]
L]

Auto Backup A Successhl
Fri, May 16. 2015 at 11:39 Al
AutoBackup B Suc

Fii_ May 15, 2015 at 11

cesshul
39 A

The Settings screen is displa

Check-Inn - Lo (Press 12 1o log out)

9
Check-inn. ST N -

Friday, May 18, 2015 - 115 PM

yed.

By Innsoft Inc
x
1 | Property Name & Address 6 Printers & Devices ]
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking

Click Printers & Devices.

Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

The Printers & Devices screen is displayed.

Check-Inn - Logged In- admin (Press 12 1o log out)

By Innsoft Inc.

- =

£
Check-Inn. Printers & Devices S“fg"

/! o or | FoloFont | Tmes New Roman v LeftMargn 00 v
$ : Current oo Printer boger house printer
Q ‘ Report Printer
i Select Prer | Report Font | Times New Roman v LefiMargin 00
]
ﬁ Current Report Printer boger house printer
B Open Drawer for. | OFF Voice Mail Type  [OFF]
L
v Advanced <F5=
Ko | 2
(&) ‘

E Scanner Setup <F2> Keycard Setup <F3> Signature Pad Setup <F4>

Sunday, May 17. 2015 - 9.07 AM
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Settings Check-Inn

3. Use the Open Drawer for drop-down list and select the type of transactions that will open the
drawer (All Transactions, Cash Only, Cash & Credit, or Cash & Billings).

4. In the Trigger String field, enter the trigger string that opens the drawer.

Note: For most serial drawers, the trigger string can be anything, such as “AAAA.” Use the Port
drop-down list to select the parallel or serial port the cash drawer you will use.

Note: You should not need to change the Baud field unless instructed to do so by the electronic cash
drawer manufacturer.

5. Click X to save your changes and exit the screen.
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Settings Check-Inn

Integrate voicemail

Check-Inn has the ability to send guest information—such as name, room number, and occupancy
status—to a voicemail system.

This requires a separate module, so please call Innsoft Sales (800-950-8995) during normal business
hours for more information.

1. Click Settings on the home screen.

< CheckcInn - Logged In: admin (Press F12 to log out’

Si
Checlcinn. A

.
=

i« J5152015 v >0 Evandcia

Room 7
Dall o [l Rehash

toBackupA Successiul
Fr, May 15. 2015 at 11:39 AM
AutoBackup B Successhul
Fri May 15, 2015 & 11:39 Al

Guaranteed

Friday, May 18, 2015 - 115 PM

The Settings screen is displayed.

) Checkinn - Logg n (Press £12 0 log out) - ol
: Support
Check-Inn. Settings
By Innsoft Inc @
L x
1 | Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files.

Friday, May 15, 2015 - 1:13 PM

2. Click Printers & Devices.
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Settings

The Printers & Devices screen is displayed.

< Check-Inn - Logged In: admin (Press F12 to log out) -0
Check-Inn. Printers & Devices S“‘g"
By Inn e

4a

i Wl Foli L

i Check ; ,s,.l.ﬂ, Pnn!lr Folo Font | Times New Roman v Left Margn 00 v

ﬂ( Current Folio Printer boger house printer

Report Printer

Select Printer

Current Report Printer

| B &

Report Fort | Times New Roman

boger house printer

v LefiMargin 00 v

Check-Inn

& v e gt ] ot
& E ik Scanner Setup <F2> Keycard Setup <F3> Signature Pad Setup <Fd>
W e
3. Use the Voice Mail Type drop-down list and select either Innovation or Centigram.
Note: Contact your voicemail provider to determine which type you have.
4. Click Advanced.
The Advanced Voicemail window is displayed.
Advanced Voicemail
Voice Mail Settings COM 1 v
Baud Rate Parity Data Bits  Stop Bits
1200 v None v |8 v 1 v
Mitel [OFF] M
Baud Rate Parity Data Bits  Stop Bits
9600 v| None vii8 vi |1 v
Done <F10>= Cancel <ESC>
Use the Voice Mail Settings drop-down list to select the serial port your voicemail system will use.
Configure the rest of the fields on this screen as appropriate.
Note: Contact your voicemail provider for information as needed.
7. Click Done.
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Settings Check-Inn

Set up scanner

Check-Inn has the ability to associate scanned ID images to a guest folio and store them in Guest
History.

If you have not purchased an ID scanner, contact Innsoft Sales (800-950-8995) during normal
business hours for more information.

IMPORTANT! A scanner not purchased from Innsoft will not work with Check-Inn.

It is strongly recommended that you contact Innsoft Technical Support (503-643-8162, option 2)
during normal business hours for assistance with the scanner setup.

Note: Please do not connect the ID scanner until Check-Inn tells you to.

Setting up the scanner is a two-part process:
= Configure the scanner
= Calibrate the scanner

Configure the scanner
1. Settings > Printers & Devices > Scanner Setup.
The Scanner Maintenance screen is displayed.

) Check o - Logged b s

Check-Inn. Scanner Maintenance
By innsoft Inc

Done <F10>

2. Click Install Drivers and click Yes when asked if you want to install drivers.
The Driver Installation window is displayed.

Driver Installation

Scanner Model Number: [DocketPORT 687 -

DocketPORT 667
The model number is ¢ DocketPORT 665
*’_’_': RT 687

Install <F10> Cancel <ESC>
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Settings Check-Inn

3.

4.

Click the drop-down arrow for the Scanner Model Number field, and select the model of the
scanner that you are installing.

Click Install.

You will receive a message asking you to make sure the scanner is disconnected from the
computer before continuing. Please do so.

Click OK once you are ready.

Note: If your computer’'s security settings are set high, you may be prompted to allow the driver to
install. Please do so.

The driver install is “silent,” so after a few seconds you should see a message that says drivers
were successfully installed.

1 Validate Scanner

Check-Inn 2 Install Drivers

Scanner Drivers Successfully Installed 3
Please CONNECT your scanner now.

| OK<ENTER>

5 Scanner Options

Scanner Validated No Scanner Found No

Drivers Found  Yes - 687 Scanner Calibrated No

Done <F10>

If you receive a message that states “File.... not found.” and that Check-Inn is unable to install
drivers, please contact Innsoft Technical Support (503-643-8162, option 2).

You should now see a green “Yes” at the bottom-left of your screen, next to “Drivers Found.”

Plug the scanner into the back of your computer.
IMPORTANT! Innsoft does not recommend plugging the scanner into the front of your computer
nor into USB hubs. If you are forced to use a USB hub, make sure it is a powered USB hub.

After a few seconds, at the bottom of your screen, you should see a green “Yes” next to “Scanner
Found.”
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Settings Check-Inn

Calibrate the scanner

In the box that your scanner came in you will find calibration paper. It's about the size of a post card
and has two black arrows and a black bar on both sides of the paper.

Be sure that you have removed all packaging from your scanner, including the paper that is in the
scanner tray.

1. Click Calibrate Scanner and insert the calibration paper into your scanner.

1 Validate Scanner

2 Install Drivers

3 Calibrate Scanner
Preparing to Calibrate
*INSERT CALIBRATION PAPER * 4 Test Seanner
Cancel <ESC>
5 Scanner Options

6 Clean Scanner

Scanner Validated No Scanner Found Yes

Drivers Found ~ Yes - 687 Scanner Calibrated Yes

Done <F10>

If the

calibration:

Is successful “Calibration Successful” is displayed and it should say “Yes” in green next
to “Scanner Calibrated.”

Check-Inn 2 Install Dnvers
Caltbration Successful 3 Calibrate Scanner
== o [ e

5 Scanner Options

Scanner Validated No Scanner Found Yes

Drivers Found ~ Yes - 887 Scanner Calibrated Yes

Is not successful | = Please try again.

= Check your scanner for debris and try using the cleaning paper (sent
in the box with your scanner).

Preparing to Calibrate
*INSERT CALIBRATION PAPER * A

Cancel <ESC> =

Scanner Validated No Scanner Found Yes
Drivers Found ~ Yes - 687 Scanner Calibrated ~ Yes
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Settings Check-Inn

2. Test the scanner. Click the Test Scanner button and insert your ID into the scanner.
Note: IDs should be placed in the middle of the scanner, landscape wise (the “wide” way), as
follows:
= 687: Face up
= 667: Face down
= 665: Face down

3. Validate your scanner. Call Innsoft Technical Support (503-643-8162, option 2) during normal
business hours (Monday — Friday, 7:00 AM to 4:00 PM, PT) to validate your scanner.

IMPORTANT! Your scanner is validated per computer, per user account. If you log into another
account on the computer that the scanner was validated on, the scanner will not work. If you want to
move the scanner to another account or to another computer, Innsoft will need to un-validate the
scanner first and then re-validate the scanner in the new location.

IMPORTANT! The serial number (S/N) on the bottom of your scanner is used to validate your
scanner. Please do not cover the S/N number, as there may be several occasions in the future that
you will need that number to validate or un-validate your scanner.
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Settings

Set up keycard

Check-Inn

Currently, Check-Inn supports Kaba/llco and Onity card lock systems only.

It is strongly recommended to contact Innsoft Technical Support (503-643-8162, option 2), during

normal business hours, for assistance with the keycard interface setup.

Before you can setup a keycard interface, you must have the following done:

nullmodem serial cable.

assistance with this).

Once this is done, you can move on to the setup procedure.

1. Settings > Printers & Devices > Keycard Setup.

The Keycard Interface Setup screen is displayed.

-
(/) Check-Inn - Logged In: admin

Keycard Interface Setup

KeycardType [(NONE - OFF)

Interface Type

Keycard Options

1
Done <F10> ‘ { Cancel <ESC>

Your keycard machine must connect to the computer that Check-Inn is running on with a 9-pin

Your keycard machine must be in PMS mode (contact your keycard machine vendor for

2. Select your keycard machine by from the Keycard Type drop-down list.

= - _
) Check-Inn - Logged In: admin

=23

Keycard Interface Setup

Keycard Type (NONE - OFF)
O O

Interface Type Kaba / lico
)ne Computer Onity

Keycard Options

Done <F10>

Cancel <ESC> |
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http://www.kaba-ilco.com/
http://en.onity.com/Pages/Home.aspx

Settings Check-Inn

3. Use the drop-down list to select your Interface Type Connection.

['@ checkeinn - Logged In: admin [===)
Keycard Interface Setup
Keycard Type Kaba / lico
Interface Type
Connection | |One Computer  ~ ‘ Serial Setup <F2> Front Desk Unit# 0 -
One Computer
Master |
Ke d Opti
eycard Options| Slave
Option to create keycard with no housekeeping access Default Keys Made 1 - ‘
Default Authorization # 100 . -
Common Area Setup <F3>
Default Key Expiration Time 12:00 PM ———
5 = — =
Test Communications <F9> ‘ Done <F10> ‘ Cancel <ESC> }

= If you have one computer at your property using Check-Inn, choose One Computer.

= If you have Check-Inn networked and you are setting up your keycard on the main computer,
choose Master.

= If you have Check-Inn networked and you are setting up your keycard on a workstation,
choose Slave.

4. Click Serial Setup.

Serial Port Setup

Communication Port :Com1 v
Baud Rate 9600 v
Data Bits 8 v
Parity None v
Stop Bits 1 v

Auto Find <F2> Done <F10= Cancel <ESC>

5. Determine the port number that your keycard machine is using and enter it here. Change
additional settings as needed (refer to your keycard vendor for more info, or contact Innsoft
Technical support).

6. Click Done when finished.

@ Check-Inn - Logged In: admin [ x |
Keycard Interface Setup

Keycard Type Kaba / lico

Interface Type

Connection  One Computer v/ | Serial Setup <F2> Front Desk Unit# 0 e

Keycard Options
[[] Option to create keycard with no housekeeping access Default Keys Made |
Default Authorization # 100

Common Area Setup <F3>
Default Key Expiration Time 12:00 PM

Test Communications <F9> Done <F10> Cancel <ESC>
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Settings

7. Front Desk Unit #:

Check-Inn

= If you only have one computer, enter 0.
= If this is the main computer in a network, enter 1.
= If this is a workstation in a network, enter the workstation number, starting with 2.

8. Click Test Communications to make sure it's working.

Keycard options

This option: Does this:

Option to create keycard
with no housekeeping
access

Creates a button on the Guest Screen keycard creation screen
that allows you to block housekeeping access.

Default Keys Made

Determines the number of keys that Check-Inn will make when
creating keycards for a guest.

Default Authorization #

Displays the operator code. (We recommend leaving this alone.)

Default Key Expiration
Time

Displays the time that all keycards expire and will no longer
work.

Common Area Setup

Allows you to create up to 8 “common” areas that can be
accessed by the guest (for example, the gym and the pool).

= Enter the name of the common area into the blank field.

= If you click the Default button next to a field, a guest will
always be given access to this common area.
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Settings Check-Inn
Set up signature pad

Check-Inn has the ability to store a guest signature electronically to a guest folio and in Guest History.

If you have not purchased a signature pad, contact Innsoft Sales (800-950-8995) during normal
business hours for more information.

IMPORTANT! A signhature pad not purchased from Innsoft will not work with Check-Inn.

It is strongly recommended that you contact Innsoft Technical Support (503-643-8162, option 2)
during normal business hours for assistance with the signature pad setup.

If you have purchased an ID scanner from Innsoft, access the Signature Pad Setup screen to set it
up.

Note: Please do not connect the ID scanner until Check-Inn tells you to.

1. Settings > Printers & Devices > Keycard Setup.
The Signature Pad Setup screen is displayed.

Signature Pad Setup

Click "Test" to check the signature pad

Validated No Drwvers No Pad Found No

2. Click Install Drivers and click Yes when asked if you want to install drivers.

Driver Installation

Signa 2
Topaz T-LBK460-HSB-R ~

The model number can be found on the back of the pad.

4
Sea st

Validated No Drivers No Pad Found No 5
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Settings Check-Inn

3. Click the drop-down arrow for Signature Pad Model Number, select the model of the scanner that
you are installing, and click Install.

This is a “silent” install, however you will need to click Agree to a License Agreement one time.

Note: If your computers security settings are set high, you may be prompted to allow the driver to
install. Please do so.

If you receive a message that states “File.... not found” and that Check-Inn is unable to install drivers,
please contact Innsoft Technical Support (503-643-8162, option 2).

After a few seconds, you should see a message that says drivers were successfully installed and
a green “Yes” next to Drivers.

Check-Inn

Signature pad drivers successfully installed 2
Please CONNECT your signature pad now.
4 |

4 Options |

Validated No Drivers Yes Pad Found No 5 Purge Settings

Done <F10>

4. Plug the signature pad into the back of your computer, and click Recheck.

Signature Pad Not Found 2
Attach signature pad and click "Recheck”

3

(Recheck takes 15 seconds) 4 Options

Validated No Drivers Yes  PadFound No 5 Purge Settings

After a few seconds you should see a green “Yes” next to Pad Found.

IMPORTANT! Innsoft does not recommend plugging the signature pad into the front of your computer
nor into USB hubs. If you are forced to use a USB hub, make sure it is a powered USB hub.
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Settings Check-Inn

You should now see that your signature pad screen is lit up. This confirms that you have power
going to it, and that it’'s communicating with your computer.

@ Check I - Logged i admin | P=moy =

Check-Inn. M= Signature Pad Setup

A Validate

| e

[ Test

Enr/ <

K e ok Tt chck st : Purge Settings: This option allows for

il : automatic signature file purges based on a

Ll e - specific time setting that you can choose from
= T Validated No Drivers No Pad Found No 5

0 — the drop-down menu.

e If you choose to have Check-Inn automatically
= purge, be sure to click the “Auto Purge” check

box. Alternately, you can perform manual
purges at will. This is not required.

5. Test the signature pad. Click the Test button and look for information showing on the signature

pad screen. You should be prompted to sign the signature pad, which you will also be able to see
on the Check-Inn screen.

6. Validate your signature pad. Call Innsoft Technical Support during normal business hours to
validate. (503-643-8162, option 2, Monday — Friday, 7:00 AM to 4:00 PM, PT).
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Settings Check-Inn

7. Use the Options screen to set up your statements and decide when you want the signature pad to
automatically prompt for a signature.

Note: The following options determine when the signature pad will automatically prompt for a
signature. When making these decisions, keep in mind that you can always manually tell the
signature pad to prompt for a signature by clicking the Sign button at the bottom of a
receipt/confirmation print preview screen.

Check-In Signature Pad Agreements
(@ Check-Inn - Logged]in: admin >
| Signature Pad Options
| Signature Prompt I Signature Pad Agreements (Optional)l
ChECk-OUt I Guest Page 1 Guest Agreement Page 2
\‘ I Checkin  [Always -l
\I Check-Out [First Signature -
l Guest Agreement Page 3 Guest Agreement Page 4
U se p ad | n Other Options
H —_— . 3
reservations Pl st gesman Page
U se pad | n /_ I ["] Use pad in accounts receivable l
accounts ; ;
rece Ivable I Pl e o= l Credit Card Agreement Page 1 Credit Card Agreement Page 2
1 I [”] Auto print credit card receipt l
Done <F10> [ Cancel <ESC>
Include
signature on
guest copy Auto print credit card receipt

Field name: Description:

Check-In Decide if you want the signature pad to automatically prompt for a signature
during check-in.

= Always will always automatically prompt for a signature pad.
= Off will not automatically prompt for a signature.

Most properties set this to Always.
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Check-Inn

Field name: Description:

Check-Out

Decide when or if you want the signature pad to automatically prompt for a
signature during check-out.

= Off: The signature pad will not automatically prompt for a signature
during check-out.

= First Signature: The signature pad will automatically prompt only if
there was no signature made prior to check-out.

= Always: The signature pad will always automatically prompt for a
signature during check-out.

Most properties set this to First Signature.

Use pad in
reservations

Specify whether the signature pad will automatically prompt when making
an advance deposit on a reservation.

Most properties will not check this box.

Use pad in
accounts
receivable

Specify whether the signature pad will automatically prompt when making a
payment in Accounts Receivable.

Most properties will not check this box.

Include
signature on
guest copy

= If this box is not checked, the guest's signature will not show on the
initial receipt that prints after a customer signs.

If you wish to view or print the signature, you can always go to their
Guest Screen and view their folio (Guest Screen > Statements), which
will have their signature. *

= |If this box is checked, the guest's signature will show on the initial
printout of the customer's receipt (which is typically their copy).

Most properties will not check this box.

Auto print
credit card
receipt

= If the box is not checked, and you are using the Credit Card
Processing module, no receipt will automatically print when making a
credit card payment.

= If this box is checked, and you are using the Credit Card Processing
module, Check-Inn will automatically print a receipt for a credit card
payment.

Most properties will not check this box. Leaving this box un-checked will
help you with saving money on paper and toner, and will help you stay
“green.”
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Check-Inn

Field name: Description:

Signature Pad
Agreements
(Optional)

To help with eliminating paper, instead of having your guests sign their folio

(or in addition to, depending on what you want), you can have them sign for
the most important things in your hotel's policies (for example, your pet
policy, your smoking policy and a liability disclaimer) on the signature pad.

Statement agreements include six customizable agreements (eight if you
are using the Credit Card Processing module), which will display on the
signature pad and which will prompt your guest to “agree” to the
agreements. There are two lines per agreement, each of which allow for 29
characters.
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Settings Check-Inn

COLORS & PREFERENCES

This section includes information on how to:
= Use marketing codes
= Set occupancy alarm
= Set screen saver
= Set grid preferences
= Set background color
m Select Check-Inn features
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Marketing codes

This section includes information to:
= Add a marketing code
= Edit a marketing code
m Delete a marketing code
= Print a list of marketing codes

A marketing code is a unigue name that you create to track a segment of customers.

For example: If you publish a 10% discount coupon and would like to know what kind of revenue this
generates, enter “Coup10” as the marketing code. You can generate a report that shows the revenue
generated using this coupon.

These codes are assigned on the guest’s Remarks screen.

Add a marketing code

The marketing codes that you enter on this screen are displayed in a drop-down list on the guest’s
Remarks screen.

1. Click Settings on the home screen.

& Check-Inn - Logged In: admin (Press F12 to log out)

F ) Support
Check-Inn. SEEEEEEGE.

MGHER RATES OA.
Room Typ «J6 15 M e Expand "
=TT —]

==
o £
. &=

B -
]
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Settings Home Screen

Settings

The Settings screen is displayed.

9 Check-Inn - Logged In- admin (Press F12 to log out) - olEl
3 Support
Check-Inn. Settings
By Innsoft Inc. 0
x

1 | Property Name & Address i 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PI

Click Colors & Preferences.

The Colors & Preferences screen is displayed.

@ Checkednn - Logged In: admin =&
Check-Inn. Colors & Preferences St
By Innsoft Inc. 0

L]
nl Market Codes l F6 | ScesnSawer | Coors Bue -l

F5 | Occupancy Aarn 7 Grid Preferences Highiight: [Light Cyan ~+|
W Start in maximized mode | Allow conference o dummy rooms
 Quick Search for repeat quests 2 Alow Billing as payment option
= Break down taxes by calegory  Allow balance transfers
2 Hide pels on fegistralion card  Auto-sor resenvalions
 Hide sale items 8 and 9 on guest folios. % Auto-charge no-shows
1 Last name 7 Automatic popup of remarks
£ Add fiekd for manal folio number  Date and tme stamp on folios

1 Room # in upper right comer of folio # Date and time stamp on reports
¥ Force sequential guest numbers. #Include quest status on finance report

7 Force quest information % Include quest names on Housekeeping

7 Record and report audit changes #Include billing ivoice number

@ Second address line in quest information % Include folio number on quest folio

“r #Include check-in times on folios & confimations

NAERRARE

Done <F10> | | Cancel <ESC»

Click Market Codes.
The Market Codes screen is displayed.

@ Check-Inn - Logged In: admin (Press F12 to log out) - olEE
Check-Inn. Market Codes Support
By Innsoft Inc. o
| [— -
Market Code Market Code Market Code

L ETEEEaTTTE— 2l Adcue
FEIE
B .
- I

Del Delete Code

4. Click Add Code.

Check-In Reservation Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen Check-Out Stand-Alone Cash Register

Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

The Add Market Code window is displayed.

Add Market Code

Enter Code: | ‘

Done <F10= Cancel <ESC=

5. In the Add Market Code field, enter the marketing code the way you want it displayed in the drop-
down list of remarks.

6. Click Done.
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Edit a marketing code
1. Settings > Colors & Preferences > Market Codes.

The Market Codes screen is displayed.

a

9 Check-Inn - Logged Ir: admin (Press F12 to log out) %
Check-Inn. Market Codes Surgn
By Innsoft In

2]

Enter the marke! codes that apply 1o this property.

Market Code u Market Code
S 2

INTERNET

@ Updats

2. Click to select the market code you want to edit.
3. Click Edit Code.
The Edit Market Code window is displayed.

Edit Market Code The market code you
selected on the previous
Enter Code: [DIRECTINN screen is displayed in the
: il Enter Code field.
Done <F10= Cancel <ESC=>

4. Enter the marketing code the way you want it displayed in the drop-down list of remarks.
5. Click Done.
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Delete a marketing code
1. Settings > Colors & Preferences > Market Codes.
The Market Codes screen is displayed.

- o

9 Check-Inn - Logged In: admin (Press F12 to log out)
Support
Check-Inn. Market Codes vp
By Innsoft Inc (i ]
Checkin
Rasitvaticat Enter the market codes that apply Lo this property. =
| Chack Market Code Yo Market Code
L = I
INTERNET - e
G creckon
& s 3 Edit Code
‘__t; Cash Asgstar
Gl wu
F6 Print List
=
17 | Rasenatians
L
i
e
o LoaQurs
(EIRT
Y i

2. Click to select the market code you want to delete.
3. Click Delete Code.
4. Click Done.
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Print a list of marketing codes
1. Settings > Colors & Preferences > Market Codes.

The Market Codes screen is displayed.

o)

) Checi-Inn - Logged In: admin (Press F12 to log out)

Check-Inn. Market Codes T

'l Checkin —
Hissnabion Enter the market codes that apply to this property. x

Market Code

ey e f2 | asdcote

I CheckOa

& hcacnd F3 Edt Code

L

& e
Fe Prnt List

(7] Ressnors

§ ||, agrts
Del | Delete Code

L LgOu s
e =

)

2. Click Print List.
A print preview of the list of market codes is displayed.

3. Print or email the list as needed.
Select a page range

PrintPages |1 = -1 =

Print Print 2x Email Done
[F2] || [F4] [Fé] F10]
Print one copy Print two copies Email the list Click Done
4. Click Done.
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Set occupancy alarm

The occupancy alarm alerts employees when a set percentage of rooms have been rented at your
property. You may set two alarms for each day of the week. The alarm messages are displayed on
both the home screen and on the Reservations screen.

1. Click Settings on the home screen.

L/ Check-Inn - Logged In: admin (Press F12 to log out) - e

BCheck-Inn,.

omTipe [l «§6/18/2015 v Expand Giid
e | Rowwoncaa J_ Recetoots For

Successhul

Thu, Jun 18, 2015 at 360 PM
Auto-Dackup B Succassiul
Thu, Jun 18, 2015 a 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

F) Check-Inn - Logged In n (Press F12 1o log out) - oiEl
2 Support
Check-Inn. Settings
& sett e (]
x

1 Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PA

2. Click Colors & Preferences.
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The Colors & Preferences screen is displayed.

@ Chackinn- Logged i sdrin =3 |

Check-Inn. Colors & Preferences s”‘g"

Byl

x
& cmoon F4 Market Codes. 6 Screen Saver Colors: | Bue -
_'_/,’., Guvsts 5 Occupancy Alarm E7 Grid Preferences Highiight: |Light Cyan
= ¥ Start in maximized mode Z Allow conference or dummy r0oms
;_,! Cash Ragutet # Quick Search for repeat guests % Allow Billing as payment option
. Break down laxes by category Z Alow balance transfers
| &  Hide pets on registration card 2 Aulo-sor reservations
ﬁ Audit Hide sale items & and 9 on guest folios 2 Aulo-charge no-shows
Last name firstin guest information 2 Automatic popup of remarks
d field for manual folio number % Date and time stamp on folios
Rezenations Room  in upper right comer of folio % Date and time stamp on reports
I ¥ Force sequential guest numbers ¥ Include guest status on finance report
Force quest information # Include guest names on Housekeeping
Rapods Record and report audit changes # Include billing invoice number
@ Second address line in quest information  Include folio number on quest folio

#Include check.-in imes on folios & confirmations

Done <F10> | cancel<esc>

3. Click Occupancy Alarm.
The Occupancy Alarm window is displayed.

Check-Inn - Logged In: admin

Occupancy Alarm
Weekday Alarm 1 Alarm 2
Sunday 1@7;1 % 0 2 %
Monday 0 = % 0 = %
Tuesday 0 = % 0 = %
Wednesday 0 2 % 0 2 %
Thursday 0 = % 0 2 %
Friday 50 = % 80 = %
Saturday 0 = % 0 = %

Alarm 1 Message HIGHER RATES

Alarm 2 Message MAXIMUM RATES

Done <F10>

4. For each day of the week, set the percentage of rooms that must be rented before each message
will be displayed. Type in a number or use the arrow keys to increase or decrease the percentage.

Note: To disable a message on a certain day, set the percentage to zero.
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5. Type the messages that you wish to be displayed in the Alarm Message fields (for example,
“‘Higher Rates” “Maximum Rates” “No Discounts” “Do Not Rent”).

Note: The message shown is for informational purposes only. Rates are not affected by showing
the message.

6. Click Done.
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Set screen saver

Note: The screen saver you set here does not replace the screen saver you have set up for
Windows.

Use the Screen Saver feature to:
= Activate/deactivate the screen saver.
= Specify the amount of idle time before the screen saver displays.
= Choose a background color.
= Load animage to display.
= Choose to use a transparent color in the logo image.
= Set the screen saver speed.
= Add up to two messages to display as the screen saver.

1. Click Settings on the home screen.

< Checiinn - Logged In: admin (Press F12 to log out) o

2 i Support
check-inn. SN -

— WIGHER RATES O.A
o0m Type v pand Grid 1
5

«§6/182015

fal
Thu, Jun 18, 2015 at 350 PM

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

) CheckIm admin (Press F12 1o log out) - ol
Support
Check-inn. CCT
By ot (i ]
x
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates. 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
G st I 5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

2. Click Colors & Preferences.
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The Colors & Preferences screen is displayed.

@ Checicin - Lagged s sdmin

By Innsoft Inc.

e

=3

Check-Inn. Colors & Preferences S”‘K"

L)
F4 Warket Codes 6 I Screen Saver I Colors: Biue - ‘
F5 | OccupancyAlarm 24 Grid Preferences Highiight: [Light Cyan -

W Start in maximized mode

 Quick Search for repeat guests

£ Break down taxes by calegory

 Hide pets on registration card

1 Hide sale items 8 and 9 on guest folios
I Last name firstin guest information

1 Add fied for manual folio number

" Room # in upper right comer of folio

W Force sequential guest numbers

7 Force quest information

7 Record and report audit changes.

@ Second address line in quest information

2 Allow conference or dummy rooms

2 Allow Billing as payment option

# Allow balance transfers

% Aulo-sort resenvalions

 Aulo-charge no-shows

 Automatic popup of remarks

 Date and time stamg on folios

¥ Date and time stamp on reports

# Include guest status on finance report

# Include quest names on Housekeeping

¥ Include billing invoice number

# Include folio number on guest folio
Includ ck-in imes on folios &

Done <F10> |

Cancel <ESC>

3. Click Sc

reen Saver.

The Screen Saver window is displayed.

Screen Saver Settings - Logged In: admin

Screen Saver

Delay before activation (minutes): | 1 minute v

Background col

Logo file:

Use transparent color in logo image

lor

n/a

Ifthis is checked, the color ofthe LOWER LEFT

pixel in the logo image is the transparent color

and pixels of that color are ignored.

Screen saver speed:

Slow

Message Line 1

0

Fast

Message Line 2

Settings Home Screen

Done <F10> |

Cancel <ESC>

Check-In Reservation

Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen

Check-Out

Stand-Alone Cash Register

Reservations

Reports

Troubleshooting

Appendix

EMV




Settings Check-Inn

4. Configure your preferences as needed.

To do this: Follow these steps:

ACtIVate/d eaCtlvate Screen Saver Zr:;r;g:ls ;:::fed In: admin
the screen saver

Delay before activation (minutes): 1 minute v

Background color

Logo file: nia
Ifthis is checked, the color of the LOWER LEFT
Use transparent color in logo image  pixel in the logo image is the transparent color
and pixels of that color are ignored.
Screen saver speed:
Slow Fast
Message Line 1
Message Line 2
Done <F10> Cancel <ESC>

= Click to select the “Activate screen saver” check box: The
screen saver is active.

= Clear (deselect) the “Activate screen saver” check box: The
screen saver is not active.

Screen Saver Settings - Logged In: admin

Screen Saver

Specify the amount
of idle time before ElActvae screen saver

the screen saver is ety beore actton (s [ mense <]
displayed SR s e

Logo file:

a

color of the LOWER LEFT
ge Is the transparent color

1v]Use transparent color in logo im2
L 120 minutes or are Ignored.

Screen saver speed
Slow Fast

Message Line 1
Message Line 2

Done <F10> Cancel <ESC>

Use the “Delay before activation (minutes)” drop-down list to specify
the amount of time the computer will be idle before the screen saver
is displayed.
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Settings

To do this: Follow these steps:

Choose a
background color

Check-Inn

Screen Saver Settings - Logged In: admin

Screen Saver

Activate screen saver
Delay before activation (minutes): |1 minute
Background color 7T
Logo file:

Ifthis is che
Use transparent color in logo image  pixel in the

and pixels |
Screen saver speed:

Slow

Message Line 1

Message Line 2

Done <F10> ‘

EEEEET
EEEE
EEEEAT°

B

Color

g
@,
o
Q
S
9
a

=
|
m
Jis]

EEET

(=N |
NE .
H N
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HEE
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o
a
E]
8
a

jDofie Gsto Colovs o2

[ox ] [ oo

Cancel <ESC> |

1. Click in the Background color field.

The Color window is displayed.

2. Click to choose/define a color.

3. Click OK.

Load an image to
display

Screen Saver Settings - Logged In: admin
Screen Saver

Acti

Delay before activati i 1 minute v

Background color

Logo file: I n/a

Ifthis is checked, the color of the LOWER LEFT

Use transparent color in logo image
and pixels of that color are ignored.

Screen saver speed:

Message Line 1 |
Message Line2 |

Done <F10> Cancel <ESC> |

1. Click in the Logo file field.

pixel in the logo image is the transparent color

Fast

2. Browse to locate the file you want to use.

3. Click OK.
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Check-Inn

To do this: Follow these steps:

Specify whether or
not to use
transparent color in
the logo

Screen Saver Settings - Logged In: admin
Screen Saver

Activate screen saver
Delay before activation (minutes): 1 minute v
Background color

Logo file: nla

Ifthis is checked, the color of the LOWER LEFT
Use transparent color in logo image pixel in the logo image is the transparent color
and pixels of that color are ignored.

Screen saver speed:

Message Line 1
Message Line 2

Done <F10> Cancel <ESC>

= Click to select the “Use transparent color in logo image”
check box: The color of the lower left pixel in the logo image is
identified as the transparent color, and pixels of that color are
ignored (transparent).

= Clear (deselect) the “Use transparent color in logo image”
check box: The logo is not transparent.

Specify screen
saver speed

Note: This refers to the speed that your screen saver image/message
changes position on the screen.

Screen Saver Settings - Logged In: admin
Screen Saver

Activate screen saver
Delay before activation (minutes): 1 minute v
Background color

Logo file: n/a

Ifthis is checked, the color of the LOWER LEFT
Use transparent color in logo image pixel in the logo image is the transparent color

and EiXHS of that color are ignored.
)

Screen saver speed:

Slow Fast

Message Line 1

Message Line 2

Done <F10> Cancel <ESC>

Click and drag the to indicate the speed with which you want the
image/message to move.
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Settings

To do this:

Display a message
(or two)

Check-Inn

Follow these steps:

Screen Saver Settings - Logged In: admin

Screen Saver

Activate screen saver

Delay before activation (minutes): 1 minute vl

Background color
Logo file: | n/a
Ifthis is checked, the color of the LOWER LEFT
Use transparent color in logo image  pixel in the logo image is the transparent color
and pixels of that color are ignored.
Screen saver speed: U
Siow Fast
Message Line 1 |
Message Line 2 \
Done <F10> Cancel <ESC>

Type your message(s) in the Message Line 1 and Message Line 2
fields.

This message shows below any image when the screen saver is
active.

5. Click Done

Settings Home Screen
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Settings

Set grid preferences

Use this feature to:
= Setyour grid refresh interval.
= Specify what happens when you double-click today’s date on the grid.
= Set the width of cells on the grid.
= Set the size of the font on the grid.
= Specify whether or not to display yesterday’s date on the grid.

1. Click Settings on the home screen.

/)
check-inn. S -
1

Check-Inn - Logged In: admin (Press F12 10 log out) =

HIGHER RATES 0.

RoomTie [l < §6/18/2015 v Expand Grid 1"
uuuuuuuu e | Rowwoncaa J_ Recetoots P
C o June 2015 > -
oo [ ew | e wr
TR e | ¢ | e o “
e =]
=
]
L]
Qasm
: oK

Successhul
Thu, Jun 18, 2015 at 360 PM
Auto-Backup B Succassiul
Thu, Jun 18, 2015 a 3:50 PM

mmmmmmmmm

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

L4
Check-Inn.

Check-Inn - Logged In: n (Press F12 1o log out) - oiEl
............................................... -
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PA

2. Click Colors & Preferences.
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Settings Check-Inn

The Colors & Preferences screen is displayed.

& Check-lnn - Logged In: admin =3

Check-Inn. Colors & Preferences : s“'g"

ByInnsoft inc

L}
F4 Market Codes 6 Screen Saver Colors:  Biue -l
e — —
= Scopnpyten i Horko lgn.cym 5

 Start in maximized mode | Allow conference o dummy rooms.
% Quick Search for repeat guests 2 Allow Billing as payment option

£ Break down taxes by calegory 2 Allow balance transfers

 Hide pets on registration card % Aulo-sort resenvalions

1 Hide sale items 8 and 9 on guest folios % Aulo-charge no-shows

1 Last name “ Automatic popup of remarks

1 Add fied for manual folio number |7 Date and time stamg on folios

" Room # in upper right comer of folio | Date and time stamp on reports

W Force sequential guest numbers. % Include guest status on finance report
7 Force quest information ¥ Include guest names on Housekeeping

7 Record and report audit changes | #Include billing invoice number

@ Second address line in quest information @ Include folio number on guest folio

| # nclude check.in tmes on folios & confimations

| Cancel <€SC> |

il
i

3. Click Grid Preferences.
The Grid Preferences window is displayed.

Refreshinterval: 1

Option for double-clicking today's date
() Check-in a guest
() Create a reservation

@ Always ask whether | want to check-in or create a reservation

Grid cell width: ||

=1

Grid font size:

[]Hide Yesterday in Grid

Done <F10> Cancel <ESC>
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Settings Check-Inn

4. Configure your preferences as needed.

To do this: Follow these steps:

Set the refresh interval SalEmes oo sy

Refresh interval: |1 minute vI

15 seconds
Option for double-g{30 seconds

(O Check-in a gue:

O Create a reservaiv

(@ Always ask whether | want to check-in or create a reservation

Grid cell width:

Grid font size:
[] Hide Yesterday in Grid

| Done <F10> Cancel <ESC>

Use the Refresh interval drop-down list to select how often you
want the screen to refresh/update.

This is useful on networked systems to ensure that all terminals
display current (or matching) information.

Specify what happens when you :
double-click a date on the grid Refreshintenval |

Option for double-clicking today's date
(O Check-in a guest

O Create a reservation

@ Always ask whether | want to check-in or create a reservation

Grid cell width:

Grid font size:
[Hide Yesterday in Grid

Done <F10> Cancel <ESC> ‘

Choose an option under “Option for double-clicking today’s date”
= Check-in a guest: The Check-In function is activated.

= Create areservation: The Reservation function is
activated.

= Always ask whether | want to check-in or create a
reservation: You are asked whether you want to check-in a
guest. Click Yes to check-in, or No to reserve a room.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Settings

To do this: Follow these steps:

Change the size of the grid cells

Option for double-clicking today's date
O Check-in a guest

O Create a reservation

@ Always ask whether | want to check-in or create a reservation

| crid cellwidth: || |

Grid font size: [l

[[] Hide Yesterday in Grid

‘ Done <F10> ‘ Cancel <ESC>

Check-Inn

Click and drag the bar on the Grid cell width field.

Change the grid font size

Option for double-clicking today's date
() Check-in a guest

O Create a reservation

@ Always ask whether | want to check-in or create a reservation

Grid cell width: ||

Grid font size: [l
| |

[Hide Yesterday in Grid

‘ Cancel <ESC>

‘ Done <F10>

Click and drag the bar on the Grid font size field.
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Settings

To do this: Follow these ste

Hide/display yesterday’s date on
the grid

Information for the previous day
can be shown on the grid until
check-in time is reached. This
makes it easy to see guests who
are checking out today.

Check-Inn

Refreshinterval:

Option for double-clicking today's date
O Check-in a guest

O Create a reservation

@ Always ask whether | want to check-in or create a reservation

Grid cell width:

Grid font size:

l [1Hide Yesterday in Grid I

! Done <F10> | Cancel <ESC>
L

Click to select the “Hide Yesterday in Grid” check box:
Yesterday’s date is not visible on the grid.

Clear (deselect) the “Hide Yesterday in Grid” check box:
Yesterday’s date is visible on the grid until check-in time.

5. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Settings Check-Inn

Set background color

1. Click Settings on the home screen.

Checiclnn - Logged In: admin (Press F12 to log out) =0
Suppon

WIGHER RATES [

oo toe <] 5162015 Tl e “

aiststus Ml F5 | Rofresh Gao ResstDate

<
Check-Inn.
By innsoft Inc.

Successhul
rnu Jun 18, 2015 at 360 PM

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

$4 Check-nn - Logg imin (Press F12 10 log out) _ ol
Check-inn. SEEEEGEGECTE -

By Innsoft Inc.

Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

2. Click Colors & Preferences.
The Colors & Preferences screen is displayed.

D Checkim - Logged s sdmin =@

Check-Inn. Colors & Preferences S”'g"

By Innsoft Inc

L]
F4 MarketCodes | 76 Screen Saver Colors: Biue -l
5 Occupancy Alarm 7 Gnid Preferences Haghiight: [Light Cyan -|

|1 Allow conference or dummy rooms
# Allow Billing as paymert option

¥ Start in maximized mode
% Quick Search for repeat quests

© Break down laxes by category 2 Allow balance transfers
 Hide pels on registration card 2 Aulo-sor reservations
Hide sale items & and 9 on guest folios @ Auto-charge no-shows
Last name firstin guest information % Automatic popup of remarks
Add fiekd for manuai folio number % Date and tme stamp on folios
1 Room # in upper right comer of folio ‘ # Date and time stamp on reports
¥ Force sequential guest numbers ‘ #Include quest status on finance report
Force quest information # Include guest names on Housekeeping

| # nclude biling imvoice number
% Include folio number on guest folio
|| @ Include check-in times on folios & confimations

Record and report audit changes
¥ Second address line in quest information

Done <F10> | Cancel <ESC>
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Settings Check-Inn

3. Use the Colors drop-down menu to select the background color for your Check-Inn screens.

Checlk-Inn. £&=3 Colors & Preferences ) s“'g"

Bylnnsoft Inc

1l
X
o WL
5 Honotane
_ F5 OccupancyNamn | F7 Grid Preferences Hghiig @:f:m
Red
= | startin maximized mode  Allow conference or dummy BT
= |2 Quick Searchor repeat guests + Allow Billng as payment optidll Green
 Break down laxes by category + Allow balance transfers Yellow
= Hide pets on registration card % Auto-sort reservations
i  Hide sale items 8 and 9 on guest folios ¥ Auto-charge no-shows
Last name firstin guest information + Automalic popup of remarks i Te
Add field for manual folio number  Date and time stamp on foliod
 Room # in upper right comer of foio ¥ Date and time stamp on repoff i
Force sequential guest numbers  Include guest status on financ e
+ Force guest information +nciude guest names on Hous|
il  Record and report audit changes “iInclude billing invoice number
¥ Second address line in guest information Inciude folio number on guest folio
+ Inciude check-in times on foos & confirmations
= l Done <F10> I Cancel <ESC>
-

4. Click Done.
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Settings Check-Inn

Select Check-Inn features

1. Click Settings on the home screen.

Checiclnn - Logged In: admin (Press F12 to log out) =0
Suppon

WIGHER RATES [

oo toe <] 5162015 Tl e “

aiststus Ml F5 | Rofresh Gao ResstDate

<
Check-Inn.
By innsoft Inc.

Successhul
rnu Jun 18, 2015 at 360 PM

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

F) Checkinn - Logg imin (Press £12 1o Jog ou) - o El
: Support
Check-Inn. Settings
By Innsoft Inc 6
x

1 Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

2. Click Colors & Preferences.
The Colors & Preferences screen is displayed.

D Checkim - Logged s sdmin =@

Check-Inn. Colors & Preferences S”'g"

By Innsoft Inc

L]
F4 MarketCodes | 76 Screen Saver Colors: Biue -l
5 Occupancy Alarm 7 Gnid Preferences Haghiight: [Light Cyan -|

|1 Allow conference or dummy rooms
# Allow Billing as paymert option

¥ Start in maximized mode
% Quick Search for repeat quests

© Break down laxes by category 2 Allow balance transfers
 Hide pels on registration card 2 Aulo-sor reservations
Hide sale items & and 9 on guest folios @ Auto-charge no-shows
Last name firstin guest information % Automatic popup of remarks
Add fiekd for manuai folio number % Date and tme stamp on folios
1 Room # in upper right comer of folio ‘ # Date and time stamp on reports
¥ Force sequential guest numbers ‘ #Include quest status on finance report
Force quest information # Include guest names on Housekeeping

| # nclude biling imvoice number
% Include folio number on guest folio
|| @ Include check-in times on folios & confimations

Record and report audit changes
¥ Second address line in quest information

Done <F10> | Cancel <ESC>
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Settings

Check-Inn

3. Click to select the check box for each feature you want to activate.

This feature: Does this:

Start in maximized
mode

When selected: Starts Check-Inn in full-screen mode. You can
resize the window as needed.

Quick Search for repeat
guests

When selected: A screen is displayed at guest check-in and
when making reservations that allows you to search for a previous
guest by entering the guest’s last and first names. A listing of all
guests in the guest history that fit the description is displayed.
When you select a guest, that guest’s information is added to the
Guest Screen for the current guest check-in.

Note: A guest that has stayed at your property more than once
will have multiple entries in the list.

When this feature is not selected: You will not be prompted to
search for any past guests that have stayed at the property.

Break down taxes by
category

When selected: Folios will include total amounts for each tax. A
breakdown of the individual taxes charged will show on the
customer’s receipt/folio.

When not selected: Folios do show a breakdown for each tax.
Only the total of all taxes charged will show.

Hide pets on registration
card

When selected: The field for number of pets will not be
displayed on registration cards.

When this feature is not selected: The field for number of pets
will be displayed on registration cards.

Hide sale items 8 and 9
on guest folios

When selected: Allows you to post a charge for sale items 8 and
9 but does not show the breakdown on the folio. This might be
useful if you need to track the various expenses that make up a
package (for example, golf, breakfast, etc.), but you do not want
the customer to be aware of the breakdown.

Note: The amount will still be added to the miscellaneous charge
total on guest folios.

When this feature is not selected: Guest folios display sale
items 8 and 9 just like any other item.

Last name first in guest
information

When selected: Display the last name first when viewing guest
information.

When this feature is not selected: Displays the first name first
when viewing guest information.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations
Reports Troubleshooting Appendix EMV




Settings Check-Inn

This feature: Does this:

Add field for manual When selected: Changes the Remarks to Guest field to Folio.
folio number This could be useful for having your own folio number on folios.

When this feature is not selected: The Remarks to Guest field
is displayed in the Guest Information screen.

Note: Any information that is typed into this field will be printed on
the guest folio.

Room # in upper right of | When selected: Displays the guest’s room number in the upper
folio right of the folio.

When this feature is not selected: The guest’s room number is
not displayed in the upper right of the folio.

Force sequential guest | When selected: Check-Inn keeps the last four digits of the guest
numbers number sequential for checked-in guests.

When this feature is not selected: Guest numbers will increase
but may not be sequential.

Note: Innsoft does not recommend the use of this feature as
it can cause your guest numbers to be extremely large.

Force guest information | When selected: The clerk is forced to enter the guest’s first and
last name, clerk name, and rate to complete a check-in. The clerk
is also forced to enter the guest’s first and last name, phone
number, and clerk name to make a reservation. This setting has
no effect when Advanced Passwords are active.

When this feature is not selected: Only the guest name and
rate are required to complete a check-in, and only the guest’s
name to make a reservation.

Record and report audit | When selected: Any changes made in the Audit or Edit screens
changes are recorded on the Shift Report. In addition, the time and date
that this feature was turned on, the time and date that the
changes were made, the date affected, and a separate Shift
Summary for Audit section are displayed on the Shift Report. An
“Audit Tracking” notation displays at the top of each page of the
Shift Report. This setting has no effect when Advanced
Passwords are active.

When this feature is not selected: Changes in the Audit or Edit
screens are not recorded. However, the time and date that this
feature was turned off is still recorded on the Shift Report.

Note: This feature can only be turned off when Basic Passwords
or no passwords are in use. Innsoft does not recommend
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Settings Check-Inn

This feature: Does this:

turning this feature off.

Second address linein | When selected: Adds an additional line to the Guest Screen and
guest information the reservation information screen.

When this feature is not selected: There is only one address
line on the Guest Screen and the reservation information screen.

Allow conference or When selected: Allows you to enter conference rooms (or
dummy rooms dummy rooms, garages, boat slips, RV spaces, etc.) in the
computer so that these rooms will not affect your total number of
rooms occupied or available. Enter a letter (except for S, which is
used to mark split rooms) before the room number to make it a
“‘dummy room” (for example, C101).

When this feature is not selected: Rooms with a letter other
than S before the room number will behave no differently than
other rooms entered in the system.

Allow Billing as payment | When selected: Allows “Billing” as a payment option in guest
options Cash Register screens. This applies to Check-In, Check-Out,
Reservations, and the Guest Screen.

When this feature is not selected: This removes Billing as an
option for payment in the guest Cash Register screens.

Allow balance transfers | ® Check-Inn allows the transfer of charges and credits between
rooms.

= Only one transfer may be entered during each cash register
transaction.

When selected: Allows “Rm Transfer” as a payment option on
guest Cash Register screens. This applies to Check-In, Check-
Out, and the Guest screen.

When this feature is not selected: This removes “Rm Transfer”
as a payment option on the guest Cash Register screen.

Auto-sort reservations When selected: The program will automatically sort reservations
to allow for more availability and to resolve conflicts. Existing
reservations will be transferred to other rooms of the same room
type to better accommodate a new reservation.

When this feature is not selected: The program will not sort
reservations for you. Any reservation conflicts that occur result in
a night count adjustment. This can cause IRC reservations to fail
and is not recommended.

Auto-charge no-shows | When selected: Automatically applies one night’s lodging
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Settings Check-Inn

This feature: Does this:

charges or a forfeit amount to no-show guests and transfers the
balance to Accounts Receivable.

When this feature is not selected: No-show charges must be
added manually to the guest’s folio.

Note: If a no-show has an advance deposit and this feature is not
selected, that amount will be sent to Accounts Receivable as a

credit.
Automatic popup of When selected: If remarks for a guest are present, the remarks
remarks window is displayed automatically when checking-in the guest or

making a reservation.

When this feature is not selected: The remarks window is not
automatically displayed.

Date and time stamp on | When selected: Printed folios include the date and time that the
folios folio was printed.

When this feature is not selected: The time and date that the
folio was printed are not displayed on the folio.

Date and time stamp on | When selected: All printed reports include the date and time.

reports . . .
P When this feature is not selected: Printed reports do not

include the date and time.

Include guest status on | When selected: Displays the status of a guest on finance reports.
finance report (For example, Cl = Check-Inn; SO = Stayover.)

For information on what each status code means, see the Daily
Financial Report. The legend for the statuses is directly under the
guest detail information.

When this feature is not selected: Does not display the status
(for example, CO for Check-out) of a guest on finance reports.

Include guest names on | When selected: Displays the guest name on Housekeeping
Housekeeping Reports.

When this feature is not selected: Does not display the guest
name on Housekeeping Reports. Rooms are listed as

“Dirty” or “Dirty-Unoccupied.”
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Settings Check-Inn

This feature: Does this:

Include billing invoice When selected: Places a sequential invoice number on each
number invoice printed from Accounts Receivable.

When this feature is not selected: Does not place an invoice
number on invoices printed from Accounts Receivable.

The system puts “Invoice” on the invoice instead.

Include folio number on | When selected: Displays the Check-Inn folio number on guest
guest folio folio.

When this feature is not selected: Does not display the Check-
Inn folio number on guest folios.

4. Click Done.
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Settings

STATEMENTS

Check-Inn

This section includes information to:

Set reservation statements

Set billings statements

Edit other statements

Delete a statement

Print a statement

Date and time stamp a statement

Search the text of a statement
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Settings

Set reservation statements

1. Click Settings on the home screen.

<
Check-Inn.
By innsoft In

Check-inn - Logged - admin (Press F12 10 log out)

WIGHER RATES [
3

RoomType [« §6/1812015

#5 | Rofresh Gag

Succassiul
T 18, 2015 at 350 PM

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

9
Check-inn. ST N -

By Innsoft Inc.

Check-Inn - Lo (Press 12 1o log out)

................................................... -
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

2. Click Statements.
The Statements window is displayed.

)
Check-Inn. Statements 5“'3"

By Innsoft inc

Check-Inn - Logged In: admin (Press F12 to log out) =B

Check-Inn

&

2

* 1 Night Deposit, 48 Hour Cancellation & $10 Fee
21 Night Deposit, 1 Week Cancellation & $10 Fee
10 User Defined Reservation Statement

Defaut Reservation Statement
~ None
21 Night Deposit and 24 Hour Cancelation

1 Night Deposit and 48 Hour Cancefiation:

The statement you select is
printed on all reservation

confirmations.

_ 1 Night Deposit and 1 Week Cancellation

&
w'
CH
Fon
@Wﬁ&x

L2

Settings

F4  EditResenation Statement

Default Billing Statement

None User Defined Bifing Statement
® Thank You Message
F5 Edit Biling Statement
Other Statements

Edit other Check-Inn statements and text files.

F6 Edit Other Statements

N

Click X to save and exit.

Home Screen

Check-In Reservation

Check-In Walk-In

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out

Stand-Alone Cash Reqister

Reservations

Reports

Troubleshooting

Appendix EMV




Settings Check-Inn

3. Click to select a reservation statement.

To use this type Follow these steps:

of reservation

statement:
One of the default 1. Click to select the option under the Default Reservation
options listed on the Statement section that best matches your property’s policy.
screen 2. Click X in the upper right to save and exit.
Create a customized 1. Click to select User Defined Reservation Statement.
reservation statement 2. Click Edit Reservation Statement.

3. Click Edit.

4. Type your customized message.

5. Click Save & Exit.
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Settings

Set billing statements

1. Click Settings on the home screen.

£/

gheck-lnn
7k

Check-inn - Logged - admin (Press F12 10 log out)

WIGHER RATES [

<Joraz0ts D BT “
D

#5 | Rofresh Gag

Raom Type.

Dai Status

kup B Succas:
Thu, Jun 18, 2015 at 3:50 PM

.......

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

Check-Inn - Loga ress F12 10 log out)

- omm

9
Check-inn. ST N -
By Innsoft Inc. 6

................................................... -
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking
B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

Click Statements.

The Statements window is displayed.

)
Check-Inn. Statements s“g"

By Innsoft inc

aﬂm

Settings

Check-Inn - Logged In: admin (Press F12 to log out) =B

?
1 =
Default Reservation Statement
_ None
" 1 Night Deposit and 24 Hour Cancellation
. Deposit and 48 Hour Cancelation
1 Night Deposit and 1 Week Cancellation

21 Night Deposit, 48 Hour Cancellation & $10 Fee
1 Night Deposit, 1 Week Cancellation & $10 Fee
0 User Defined Resenvation Statement

F4  EditResenation Statement

Check-Inn

Default Billing Statement
None
* Thank You Message

User Defined Bifing Statement

F5 Edit Biling Statement

Click X to save and exit.

Other Statements
Edit other Check-Inn statements and text files.

F6

Home Screen

Edit Other Statements

Check-In Reservation

Check-In Walk-In

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out

Stand-Alone Cash Reqister
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Settings Check-Inn

3. Click to select a billing statement.

To use this type of Follow these steps:

billing statement:

One of the default 1. Click to select the option under the Default Billing Statement
options listed on the section that best matches your property’s policy.
screen 2. Click X in the upper right to save and exit.
Create a customized 1. Click to select User Defined Billing Statement.
billing statement 2. Click Edit Billing Statement.
3. Click Edit.
4. Create your customized billing statement.
5. Click Save & Exit.
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Edit other statements

1. Click Settings on the home screen.

< Check-Inn - Logged In: admin (Press F12 to log out)

gheck-lnn
7k

WIGHER RATES [

RoomType [« §6/1812015

aiststus Ml F5 | Rofresh Gao

B Succas
Thu, Jun 18, 2015 at 3:50 PM

rised

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

Check-Inn - Loga

Click Statements.

ress F12 10 log out)

9
Check-inn. ST N -
By Innsoft Inc. 6

B Maintai

- omm

in Check-Inn Files

Friday, May 15, 2015 - 1:1 PM

The Statements window is displayed.

Check-Inn - Logged In: admin (Press

)
Check-Inn. Statements s“g"

F12 0 log out)

................................................... -
1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements
4 Check-In/Out Times 9 Passwords & Security
5 Credit Cards & Phone Limit A Event Tracking

=

By Innsoft inc
HM, J
B 4 .
ﬁ (oo Defaut Reservation Statement

~ None 21 Night Deposit, 48 Hour Cancellation & $10 Fee

~1 Night Deposit and 24 Hour Cancelation
O Deposit and 48 Hour Cancelation
21 Night Deposit and 1 Week Cancellation

A

Default Billing Statement

1 Night Deposit, 1 Week Cancellation & $10 Fee

10 User Defined Reservation Statement

F4  EditResenation Statement

e User Defined Biling Statement
I . Ye

Z Thank You Message

= 5 Edit Biling Statement

(] e -

p= Other Statements

@am.,

Edit other Check-Inn statements and text files.

F6

Edit Other Statements

3. Click Edit Other Statements.
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Settings

Check-Inn

The Other Statements screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) -

2 Maintenance

3 Hot Key 1

4 Hot Key 2

59“ x 5 Housekeeping Order

s

@
Check-Inn. Other Statements S“’g"
ByInnsoft Inc

1 [ Quote Statement

7 Registration Card

8 Other Text Files

9 Load Logo File

A Check-Out Statement

4. Click to select a statement to edit.

Selecting this

statement:

Allows you to:

Folio/Receipt

Change the statement at the bottom of the guest’s folio.

Maintenance

Add a general maintenance entry at the end of the Maintenance
Log.

Hot Key 1

Make a Hot Key that displays a pop-up screen anywhere in the
program when CTRL+F1 is pressed.

This can be used for such things as to keep a list of undesirables,
emergency phone numbers, or the phone numbers of local
attractions.

Hot Key 2

Make a second Hot Key (CTRL+F2). Please see “Hot Key 1”
above.

Housekeeping Order

Define the order of your rooms in Housekeeping Reports. On the
blank screen that is provided, list your rooms, each on its own line,
down the left-hand side of the screen.

A blank line between rooms indicates where one housekeeper’s
list ends and the next housekeeper’s list begins.

Quote Statement

Compose a statement that will appear on reservation quotes.

Registration Card

Create a message that will appear on registration cards.

Other Text Files

Edit any other text file in the program by typing the name of the file
and clicking Done (F10).
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Selecting this Allows you to:
statement:

Load Logo File Add your own custom logo image to folios and reports. To add a
logo follow these steps:

1. Select the file using one of these methods:

= Type the name of your file in the File Name field.

= Use the Display Location drop-down list to select the
location on the folio or report where you would like the logo
to appear. Logos may be placed on either the upper right or
upper left of the folio or report.

2. Click Browse to select the location on your computer where
the logo image file is stored.

3. Click Open.
4. Click Load (F10).
5. Add any additional logos in the same way.

Note: The logo will be automatically scaled to match the size of
the name and address header at the top of folios and reports.
Supported file formats include: JPG (JPEG), BMP, and GIF.

Check-Out Statement | Compose a custom thank you statement for check-out folios.

5. Make changes to the statement as needed.
6. Click Save & Exit.
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Delete a statement

1. Settings > Statements.
The Statements window is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) L
Support
Check-Inn. Statements 5
By insoft e (i)
ﬂ Chnckin
Ressrton

| Cheokin -
L et Defaut Resenvtion Statement

. None 1 Night Deposit, 48 Hour Canceliation & $10 Fee
| oo 1 Night Deposit and 24 Hour Cancelation 51 Night Deposit, 1 Week Cancelation & $10 Fee

1 Night Deposit and 48 Hour Canceliation 0 User Defined Reservation Statement
B cwes 1 Night Deposit and 1 Week Cancellation
=y
ﬁ o Default Billing Statement
None User Defined Bifing Statement

T St « Thank You Message

ﬁ Regans 5 Edit Biling Statement

Other Statements

% Switings Edit other Check-Inn statements and text files.
Y Otk

&) B F6 | EditOher Statements

& v

2. Click Edit Reservation Statement, Edit Billing Statement, or Edit Other Statements.
Click to select/edit the statement.
Click Delete & Exit.
This message is displayed: “DELETE current file and exit?”

5. Click Yes.
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Print a statement

1. Settings > Statements.

Check-Inn

The Statements window is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) L
Support
Check-Inn. Statements PP
By Innsoft inc (i ]
ﬂ Chmchin
Ressrton

| Cheokin x
L et Defaut Resenvtion Statement

. None 1 Night Deposit, 48 Hour Canceliation & $10 Fee
A ocrone 1 Night Deposit and 24 Hour Cancelation 51 Night Deposit, 1 Week Cancelation & $10 Fee

1 Night Deposit and 48 Hour Canceliation 0 User Defined Reservation Statement
B cwes 1 Night Deposit and 1 Week Cancellation
=y
ﬁ o Default Billing Statement
None User Defined Bifing Statement
T St « Thark You Message
[ .
= Other Statements
VX Swttings Edit other Check-Inn statements and text files.
Otk

@} g F6 Edit Other Statements
Y pao

2. Click Edit Reservation Statement, Edit Billing Statement, or Edit Other Statements.
Click to select/edit the statement.

Click Print.

A print preview of the list of market codes is displayed.

5. Print or email the list as needed.
Select a page range

PrintPages 1 -1 &
Print Print 2x Email Done
[F2] [F4] [Fe] F10]
Print one copy Print two copies Email the list Click Done

6. Click Done.
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Date and time stamp a statement
Use this feature to add the date and time anywhere in a statement, automatically.

1. Settings > Statements.
The Statements window is displayed.

Check-Inn - Logged In: admin (Press F12 to log out -8

9 g )
Support
Check-inn. SEECSEDN o

Defaut Reservation Statement .
~ None. © 1 Night Deposit, 48 Hour Cancellation & $10 Fee
~1 Night Deposit and 24 Hour Cancellation 21 Night Deposit, 1 Week Cancellation & $10 Fee
@1 Night Deposit and 48 Hour Cancellation ) User Defined Reservation Statement

1 Night Deposit and 1 Week Cancelation

F4 | Edit Resenvation Statement
Default Billing Statement

None User Defined Bifing Statement

 Thank You Message
F5 Edit Biling Statement
Other Statements

<
R swngs Edit ather Check-Inn statements and text files.

Al LagOuk
{E33 fh F6 Edit Other Statements
& e

Click Edit Reservation Statement, Edit Billing Statement, or Edit Other Statements.
Click to select/edit the statement.

Click to put your cursor where you want the date and time stamp to be located.

Click Date & Time.

Note: To delete the date and time stamp, use the backspace key.

a bk~ DN
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Search the text of a statement

1. Settings > Statements.
The Statements window is displayed.

9 Check-Inn - Logged In: admin (Press F12 to log out) -a
Support
Check-Inn. Statements PP
8y Innsoftinc (i)
‘r‘ Chmchin
Ressrton
(| Chaakein .
Walkin Defaut Reservation Statement
- None )1 Night Deposit 48 Hour Cancelation & $10 Fee
B oo 1 Night Deposit and 24 Howr Cancelation 211 Night Deposit, 1 Week Cancellation & $10 Fee
{1 Nigh Deposit and 48 Hour Canceliation O User Defined Reservation Statement
@ S ~ 1 Night Deposit and 1 Week Cancellation
ﬁ o Default Billing Statement

None User Defined Bifing Statement
e  Thank You Message
17 | Ressnataos

ﬁ Ruguits FS Edit Biling Statement

Other Statements

o7

IR seanm Edit other Check-inn statements and fext files.
al Otk

(&) & F6 Edit Other Statements

Y pao

2. Click Edit Reservation Statement, Edit Billing Statement, or Edit Other Statements.
Click to select/edit the statement.
Click Search.
The Find window is displayed.

Find

Find what: Find Next

[] Match case

5. Type the word or phrase you are searching for, and select the “Match case” check box to make
the search case sensitive.

6. Click Find Next.
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Settings Check-Inn

This section includes information on:
= Advanced Passwords
= Basic Passwords

Advanced Passwords

We recommend that you use Advanced Passwords. If you choose to use basic passwords, see
Basic Passwords.

This section contains information to:
= Create groups
= Add users
= Set logout time, time to purge log, and print

The Advanced Password system enables the creation of separate, password protected logins for
each Check-Inn user. Access to program functions is controlled by creating groups with customized
permissions settings for different types of users (desk clerk, auditor, housekeeping, maintenance,
etc.). Please note that Advanced Passwords replace Basic Passwords.

IMPORTANT! If you are changing from using Basic Passwords to using Advanced Passwords, print a
copy of your current shift report before setting up Advanced Passwords. Once Advanced Passwords
have been configured, previous shift reports are not accessible.
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Create groups

Before you can create individual user logins, you must first create user groups. Groups define which
program functions users are restricted from or allowed to access.

For example, you could create a “Clerk” group for desk clerks that allows basic functions such as
guest check-in and processing reservations but restricts access to credit card numbers and audit
functions.

Note: By default, a group called “Administrator” is created when the software is installed. The
Administrator group is the master user with rights to all areas of Check-Inn.

1. Click Settings on the home screen.

) Checi-inn - Logged In: admin (Press F12 to log out)

Che’ck-lnn
By innsoft Inc.

«§6/182015
#5 | Rofresh Gag

Support

r—wmo-—

.
< |

vi+B Exvanscis

Raom Type.
Da

55555555

Succassiul
Thu, Jun 18, 2015 st 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

) Check-Inn - Logged In- admin (Press F12 to log out) - oiEl
: Support
Check-Inn. Settings
By msatt (i ]
x

1 | Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

Click Passwords & Security.
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Settings Check-Inn

The Password Setup window is displayed.

) Check-Inn - Logged In: admin

Password Setup

1 [ Advanced Passwords '

Basic Passwords

Activate Advanced Passwords

Done <F10>

3. Click to select the “Activate Advanced Passwords” check box.
4. Click Advanced Passwords.

If you are switching from using basic passwords to advanced passwords, a message displays
stating that advanced passwords override basic passwords and asking you to verify that you want
to continue.

5. Click Yes.
The Advanced Passwords screen is displayed.

ck-Inn - Logged In: admin (Press F12 10 log out) 0

9 Chex d In: a =
Check-Inn. Advanced Passwords S“‘g"
By InsoRt e

& S

A

l Jem Groups Users

cirk clrk (clerk)
B cons
1

é Gt Hogator
&

7o Edit De
|7 Resesations . ! Add Edit

5 Advanced Password Options.
Ll
LoginTime-Out 10 Minutes v Purge Log After 12 Months

Log O &
et

Print <F2> Done <F10> Cancel <ESC>

[
a ¢ D = w € u: &\ e ["@ suney oy 172005~ N |2

6. On the left-hand side of the screen, under Groups, click Add.
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The Group Rights & Requirements screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) e

@ %
Check-Inn. Group Rights & Requirements s”'g“
Byl

innsoft Inc

F2 CheckAl £3 Presets | F4  CopyGroup F5  femHelp
S o

Program Subcategory: Checkin Rights v hﬁmﬂs
—

Done <F10> Cancel <ESC>

7. Use the drop-down list for Program Subcategory to select a program function set that you wish to
edit. Program functions are divided into rights and requirements.

This type of Refers to this:

function:

Rights Actions that a group member is allowed to perform.

For example: A report right for full credit card number could be
enabled to allow an auditor to view full card numbers in guest history
for the purpose of processing refunds.

Requirements Actions that must be performed by a group member before they may
continue.

For example: A reservation requirement for a credit card could be set
up so that a user would be unable to continue with a reservation
without entering a credit card number.

These are the program functions in the Program Subcategory drop-down list:

This Does this:

subcategory:

Check-In Rights Determines what is allowed during the check-in procedure
Check-In Determines what information is required during the check-in
Requirements procedure

Check-Out Rights Determines what is allowed during the check-out procedure

Guest Screen Rights | Determines what information is required during the check-out
procedure
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Cash Register Rights | Determines if access to the stand-alone cash register is allowed

Audit Rights Determines what features under the ‘Audit’ screen are allowed

Accounts Receivable | Determines what Accounts Receivable rights are allowed
Rights

Reservation Rights Determines what is allowed when making a reservation
Reservation Determines what information is required when making a reservation
Requirements

Reports Rights Determines what reports can be accessed

Settings Rights Determines what can be accessed in the ‘Settings’ screen

Ger;]eral Settings Determines what general settings are allowed

Rights

When you select a program function from the Program Subcategory list, a list of options available
within that subcategory is displayed in the window.

Check-Inn - Logged In: admin (Press F12 t0 log out) - o

o :
Check/Uncheck Al checkcinn. ACE TN
- Presets
. . - - Ll
Click an item to A oo #2 [ | e [hes | w1 emame = [enie | —— [tem Help

highlight it (and then B R T T—
click Item Help). | enke

Type the name of
your new group

Click a check box to =
include it in this group’s 28 srn

pr0fl|e [i] Lyoes W‘ Cancel <ESC>
Y v

8. Type the name for your new group in the For Group field.
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Check-Inn

9. Configure the settings for your group as appropriate:

Click this: To do this:

The name of an item in the list,
then Item Help (F5)

See a brief explanation of each option in a subcategory, click the item.

The check box to the left of an item

Select that item to be included in the group’s rights and requirements.

Check/Uncheck All (F2)

Check or uncheck all of the selections for the program subcategory.

Presets (F3)

Select from a list of generic preconfigured profiles.

Copy Group (F4)

Copy the settings from another group that has already been set up.

10.Click Done.

Once you’ve created groups, you can add users to those groups.
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Add users

Before you can add users, you must create a user group. See Create groups.

Once you’ve created groups, you may add user accounts for individual employees.

1. If you are not already on the Advanced Passwords screen, access it now: (Settings > Passwords
& Security > Activate Advanced Passwords > Advanced Passwords).
The Advanced Passwords screen is displayed.

Check-Inn - Logg dmin (Press F1. =8

9 ged In: a ess F12 10 log out)
Check-Inn. Advanced Passwords S“‘zg"

a4
x
i Groups Users
=

clerk lerk (clerk)
e (e
“ i
[z - =
g Advanced Passwor rd Options:

LoginTime-Out 10 Minutes v Purge Log Alfter 12 Months

Print <F2> Done <F10> Cancel <ESC>
= &
B e
h| b= @l @ Sundey oy 1720500700 Y [

2. On the right-hand side of the screen, under Users, click Add.
The Add/Edit User window is displayed.

Add / Edit User
User Name
Full Name
Employee Active
Member of Groups
N/A vl [IN/A v
N/A ivi INA v

Case Sensitive

Password

Re-enter Password

You can enroll a new employee card by swiping it in this screen.

Del Employee Card <F2> ’ Done <F10> Cancel <ESC=>

3. In the User Name field, type the desired username for the user (for example, John).
In the Full Name field, type the full name for the user (for example, John Doe).

Use the Member of Groups drop-down lists to select the group (or groups) that you want the user
to be a member of.

Note: Normally, you will only select one group.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Settings Check-Inn

6. In the Password field, type the desired password for the user.

About passwords:

The password for each user must be unique.
You may use both letters and numbers in the passwords.

We recommend that you keep the passwords relatively short (six to eight letters) for quick
access.

Passwords are case sensitive.

7. In the Re-enter Password field, retype the password you typed in the Password field.

Note: If you are using employee password cards supplied by Innsoft, swipe the card to encode
the password.

8. Click Done.
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Settings Check-Inn

Set logout time, time to purge log, or print

1. If you are not already on the Advanced Passwords screen, access it now: Settings > Passwords
& Security > Activate Advanced Passwords > Advanced Passwords

The Advanced Passwords screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) L

£
Check-Inn. Advanced Passwords S"‘g“

By Innsoft Inc.

Users
admin (Administrator
clerk (clerk)

Edi el Del
= P:
= LoginTime-Out 10 Minutes v Purge Log After 12 Months VI
Done <F10> Cancel <ESC>
A Lo e sl pai i)
& :

T 0% el @l swwmmssaw Ji

To set this

feature:

Login Time-Out Use the Login Time-Out drop-down list to set the amount of idle time
before a user is automatically logged out of Check-Inn.

Purge Log Use the Purge Log drop-down list to set the number of months that
advanced shift report information will be stored by the program.

Note: It is recommended to set this to 12 months.

Note: For additional information on Advanced Shift Report functions see
Using the Advanced Shift Report.

Print Click Print to print a list of all groups and users and their specific rights
and restrictions.
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Basic Passwords

IMPORTANT! We strongly recommend that you use Advanced Passwords (not Basic Passwords)
for Check-Inn. By default—even on new installs—Advanced Passwords are enabled. Using Basic
Passwords removes features from Check-Inn.

For protection against unauthorized access to Check-Inn, you may set up to three levels of password
protection (clerk, auditor, and security).

This section includes information on how to:
= Understand the three levels of password protection
= Set password
= Lock Check-Inn

Three levels of password protection

This type of

password:

Clerk = Is a global password for all the clerks
= Has limited power to password locks

= May be used on the “password lock” function on the home
screen or upon entry into Check-Inn

Auditor = Gives access to all clerk functions plus partial access to the
Audit screen(s).

= Limits access to the Audit screen to the last three days’
activities

Security = Allows access to all functions

= May be used to limit clerk and auditor access to such screens
as full use of Daily Audit, customization screens, and so on
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Settings

Set Basic Passwords
1. Click Settings on the home screen.

o Check-Inn - Logged In: admin (Press F12 to log out) =R

HIGHER RATES 0.

Check-Inn.

% | rornon o

o) [ l

Room v W «16/182015 v -o Expand Gt “
s

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

Check-Inn - Logged

(Press 12 0 log oul) |

9
Check-inn. ST o
=

1 | Property Name & Address 6 Printers & Devices

2 Rooms & Rates 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PA

2. Click Passwords & Security.
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Check-Inn

The Password Setup window is displayed.

&) Check-Inn
Password Setup
Advanced Passwords
2 Basic Passwords
e : IMPORTANT! Ensure that this
[ JActivate Advanced Passwords check box is not selected.

Done <F10>

3. Ensure that the “Activate Advanced Passwords” check box is cleared (not selected).

4. Click Basic Passwords.

The Basic Passwords screen is displayed.

9 Check-lnn iz
Checkinn AT
By Innsoft

Suséts

4
i hat
&
&l

5. Enter passwords in the Clerk, Auditor, and Security fields.

Clerk Password
Auditor Password
Security Password .

F2 Password Options

You will be asked to confirm each password as you enter it.
All passwords must be different.

If you don’t have an auditor or would not like to use the auditor’'s password just leave the
Auditor field blank.

You may use both letters and numbers in the passwords.

We recommend that you keep the passwords relatively short (six to eight letters) for quick
access.

Passwords are case sensitive.

6. Click Password Options.

The Password Options window is displayed.
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Check-Inn

Password Options

Security Password REQUIRED for:

Auditor Password ALLOWED to access:

[ Delete Guest

['] Change Check-in/out Date

[] Enter User-Defined Room Rate
[ Edit Phone Calls

[ Exit Check-Inn

[ Allow Auditor to Clear Logs

¥ View Monthly Totals on Reports
¥ Email Functions

[ Clean All Rooms
[ Lock/Unlock Reserved Room
["1 Group Check-in/out

Security or Auditor Password REQUIRED for:

[’ Balance Transfers
1 Backup Check-Inn Data

[ Billing Functions [ Daily & Monthly Reports
[ Credit Card Processing

W Exit Check-Inn
¥ Email Functions

Done <F10>

7. Click to select password options.

Check-Inn

Note: There are three categories of password options on this screen.

m Security password required
= Auditor password allowed
= Security or Auditor password required

If selected, this

option:

Delete Guest

Requires a password to do this:

Delete a guest on the Guest screen

You can choose to set
this type of password

for it:
= Security password
required

Change Check-in/out
Date

Change the check-in/out date for a
guest

= Security password
required

Edit Phone Calls

Edit charges for phone calls

= Security password
required

Clean All Rooms

Set all rooms to Clean at one time from
the Room Status screen and
Housekeeping Report

= Security password
required

Lock/Unlock Reserved
Room

Lock or unlock a reservation’s room
number

= Security password
required

Group Check-in/out

Perform a group check-in or check-out

= Security password
required

Billing Functions

Perform any billing functions in
Accounts Receivable

= Security password
required

Balance Transfers

Transfer a room balance to another
room

= Security password
required

Backup Check-Inn Data

Back up the Check-Inn data in any way
other than auto-backups

= Security password
required
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Settings

If selected, this
option:

Exit Check-Inn

Requires a password to do this:

Exit Check-Inn

Check-Inn

You can choose to set
this type of password
for it:

Security password
required

Auditor password
allowed

Email Functions

Change email settings, manage and
send email messages

Security password
required

Auditor password
allowed

Allow Auditor to Clear
Logs

Clear these logs: Long Distance
Breakdown, Phone House Account,
Phone Misc., and POS/Movie Interface

Auditor password
allowed

View Monthly Total on
Reports

View monthly total on financial reports

Auditor password
allowed

Daily & Monthly Reports

View daily and monthly reports

Security or Auditor
password required

Credit Card Processing

Perform any credit card processing
functions, such as submitting batches,
printing batch totals, authorizing credit
cards, modifying entries, and deleting
transactions in the Credit Card Audit.

Security or Auditor
password required

8. Click Done.
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Lock Check-Inn

A password is required to access Check-Inn once it has been locked from the home screen. The
password lock is a way of protecting against access by the general public.

1. Click Lock & Exit.

Checkinn - ol
Support

9
Check-inn. G -

No Events Scheduled
nTpe
\—

T
e [:
.
.
L& ]

=

[ |

AutoBackupA Successul
Tue, Jun 2, 2015 at 6:48 AM
AutoBackup B
Tue, Jun 2. zms-zosm

Tuesday, June 2, 2015 - 327 PM

A confirmation window is displayed.

Please select an option

| Lock Exit Check-Inn Cancel

2. Click Lock.

Check-Inn is locked, and the Password Required window is displayed.

3. Enter the password to unlock Check-Inn.
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EVENT TRACKING

Event Tracking can be accessed either from the home screen of Check-Inn (Today’s Events) or from
the Settings screen (A. Event Tracking).

Today’s Events

Information you add here remains visible for the time frame you specify. You can:
= Add an event

= Edit or delete an event

Add an event

1. Click in the Today’s Events box to open the Today’s Events window.
@9 Check-Inn - Logged In: admin (Press F12 to log out) Sl

Check-inn. . -

=
Eow—1 s | s
[ R i
101-QONS.

103-0QNS %

104 - QQNS
106 - QS

Friday, June 19, 2015 - 8:19 AM

The Today’s Events window is displayed, showing an events that have been entered for today.

() Today's Events

IGolf tournament (Moderate) I

Edit Events

2. Click Edit Events to add and edit event information.
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The Event Tracking screen is displayed.

Checkclnn - Logged In:

@ admin (Press F12 to log out -8
Check-Inn. Event Tracking ng“
B soft

‘‘‘‘‘‘‘

‘ Ok
Raveniian

i‘anlh =
Wiy

F2 m F3  EdtEvent F4  DeleteEvent |  F5  Print Events
1§

l s Event Start Date End Date Effect
[l e 01215 | 031215

L”)d — 2 |Parade
3 | Golf toumament

Res. Statement
Nery Sight Detaut

Dnmms 0327115 Very Siight Defoult

Check-Inn

ijw-
ﬂm
@hm
I
G v
& ™

Y e

3. Click Add Event.
The Add Event window is displayed.

) Add Event
Add Event

Event Name “ ‘
Start Date 3/30/2015 v
End Date 3/30/2015 |v
Effect Very slight ¥
Reservation Default Statement v

Done <F10> Cancel <ESC>

Note: A yellow star appears
next to events scheduled for
the current date.

4. Type the event’'s name in the Event Name field.
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5. Use the drop-down arrow to select a date for the Start Date and End Date fields. (This creates a
date range for the event.)

) Add Event
Add Event
Event Name
Start Date 3/30/2015 v
« Mar 2015 > »
End Date Sun Mon Tue Wed Thu Fri Sat v
L Y
Effect 8 9 10 1 12 13 14 | Y
: 15 7 1
sraatton 16 17 18 19 20 2 "
22 23 24 25 26 27 28
B 1+ 2 3
Don€ s 6 7 3 9 10 n 2

Today - Mon 3/30/2015

Use the calendar feature _
Displays the month and year.

Click the single Click the double
forward or back T e — fOrward or back
arrow to change the 4|4 Dec 2014 4 arrows to change the
month. 'Sun Mon Tue Wed Thu Fri Sa year.

3 X 2 A3E g B G
7 8. % 10 11 12 13
14 15 16 17 18 19 20
o 22X 23 2% N N AN
Click any date to
2 3 i
See the Today . 29 30 31 -1 & 3 select it.
link. Clicking this 4 § 6 7 8 9 10
link inserts the
Today - Wed 1/14/2015

current date into
the selected date
field.
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6. Click the down arrow for the Effect field and select an option to reflect the impact this event will
have on your property.

e Add Event E
Add Event
Event Name
Start Date 3/30/2015 v
End Date 3/30/2015 v

Effect Very slight

Reservation Slight
{Moderate
DoneHeavy

7. Click the down arrow for the Reservation field and select an option.

S/ Add Event =i Note: The options in the Reservation
Add Event drop-down refer to Event Statements
that can be customized in the
Event Name Statements feature (under Settings)
i 3/30/2015 % you have created. These are
statements that, when selected, are
End Date 3/30/2015 v automatically added to reservation
A confirmations during the time of the
Etfact Very slight v event (as disclaimers).
Reservation  Default Statement b4 If your reservation policies
(cancellation, no-shows, etc.) change

Done Statement #1
|Statement #2
‘\Statement #3

8. Click Done.

Settings Home Screen

during the event that you are creating,
we suggest using the Event
Statements.

For example: If a guest is making a
reservation for a time frame when a
significant event is occurring, there may
be a change to the cancellation
window.
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Edit or delete an event

1. Click in the Today’s Events box to open the Today’s Events window.

Check-Inn - Logge 12 1o Jog out) sl

<9
Checkn. .

1 _mﬂrﬁ N oy

Room ps. +J6/182015 v+ Evandcns "
Ousions 75 | meresnona JJreseioue B
| June 2075

S s | en

[ R i}

AutoBackupA Successhul
Tha, Jun 18, 2015 st 350 PM

AutoBackup B Svccessiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Today’s Events window is displayed, showing an events that have been entered for today.

) Today's Events

IGolf tournament (Moderate) I

Edit Events | Done <F10> |

2. Click Edit Events to add and edit event information.
The Event Tracking screen is displayed.

3. Click to highlight the event you want to edit or delete.

Check-Inn - Logged In: admin (Press F12 to log out -8

)
Check-Inn. Event Tracking s“‘g"
By Innsoft Inc.
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If you want to: Then do this:

Edit the event 1. Click Edit Event.
The Edit Event screen is displayed.
@ Edit Event
Edit Event

Event Name | |

StartDate 31212015 &
EndDate  3/12/2015 v
Effect j\/ery slight v :
Reservation ?.Defautt Statement v 1
|

Done <F10= : ' Cancel <ESC>

4l

|
i

2. Edit event details as needed. See Add an event for more information on
the fields on this screen.

Delete the event 1. Click Delete Event.

A confirmation window is displayed.
Check-Inn

Delete the event: Hayride? ’

Yes <F10> No <ESC> |

2. Click Yes.
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Using this feature you can:
= Make data backups
Restore backups
Purge Check-Inn data
= Resolve error messages

Regular data backups are a very important part of safeguarding your Check-Inn data. Backups help
prevent the loss of your financial information in the event of a computer breakdown. Backups contain
a complete record of all information contained in the Check-Inn program. A data backup should be
performed every day.

Note: Innsoft recommends using a flash memory drive with a capacity of at least 2GB for your
backups. Call Innsoft Technical Support (503-643-8162, option 2) for detalils.

We recommend that you enable compression. Enabling compression reduces the size of backup
considerably.

See View last backup status for instructions on viewing your backup status.

Make data backups

There are two types of data backups for Check-Inn:
= Manual backups
= Automatic backups
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Manual backups

As an alternative to the following steps, you can easily access the manual backup screen by double-
clicking Manual Backup in the lower right on the home screen.

As an alternative to using the following steps, you can easily change the location and start a manual
backup by double-clicking Manual Backup, which is found in the lower right of the home screen of
Check-Inn.

Check-Inn - Logged In: admin (Press F12 10 log out)

Check Inn. _

MGHER RATES O.A.
.

RoomTpe [l «§6/1812015 v ﬂ Expand Giig
i~
o i o

,,,,,,,, . : : Manual Backup

Fiday, June 19, 2015 - 819 AM

=

Click Settings on the home screen.

Checi-inn - Logged In: admin (Press F12 to log out)

Check-Inn.
Byinn:

«§6/182015

HIGHER RATES O
availa
/18 &

o o 18 zms;usow

B E
Thu, Jun 18, 2015 at zsom

Fiday, June 19, 2015 - 819 AM
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The Settings screen is displayed.

) Check-Inn - Lo Press F12 to log out) - oiEd
: Support
Check-Inn. Settings
By ot (i ]
Checkin
x

1 | Property Name & Address 6 Printers & Devices

2 Rooms & Rates. 7 Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

Click Maintain Check-Inn Files.

The Maintain Check-Inn Files screen is displayed.

Checic-lnn - Logged In: admin =i

<
Check-Inn. Maintain Check-Inn Files S“fg"
By Innsoft Inc

l Conchin
Resenation

| Chaciin

Wikt

l etk ** Make a daily manual backup *** X

BB cun 1 Full Disk Backup of ALL Check-Inn data Backup Data
)

Joo ot et

il

A

6 JNimerss 3 Save recent Check-Inn data automaticaly each day. Set Auto-Backup

o

R su

Al LegOna
Exit

=

B e

2 Reslore Check-Inn data from an earlier backup. Restore Data

4 Save recent Check-Inn data automatically each day. Purge Data

Saturday. June 6, 2015 - 8:12 PM

3. Click Backup Data.

The Backup Data window is displayed.

Check-Inn - Logged In: admin
Backup Data

Backup Path  |F\CHECKINN BACKUP|

F2 Set Backup Path
Compression is: On []Off
Start Backup <F10> Cancel <ESC>

4. Check the path specified in the Backup Path field.

5.
6.

Settings Home Screen Check-In Reservation

Check-Inn

If you need to change the path, click Set Backup Path and choose a new location.

Click Start Backup.
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The Backup Successful window is displayed.

7. Click OK.
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Automatic backups

By default, Check-Inn is set up to run an automatic backup twice a day: Auto-Backup A and Auto-
Backup B. Both auto-backups are set by default to back up to your local hard drive. It is a good idea
to change the location of Auto-Backup B to an external drive so that your backups are not all
contained in one place. This gives you redundancy and protects you against data loss.

As an alternative to using the following steps, you can easily change both the location and the time of
Auto-Backup B by double-clicking Auto-Backup B, which is found in the lower right of the home
screen of Check-Inn.

Checilnn - Logged

&
Check-Inn.
By innsoft Inc

HIGHER RATES 0.
1

RaomTipe [l «+§6/1812015 v Expand Grig

peT Auto-Backup B

Suararteed

Frday, June 19, 2015 - 819 AM

1. Click Settings on the home screen.

< Checkeinn - Logged In: admin (Press F12 to log out) e

Chefck-lnn, Support
By Innsoft Inc.

—mﬁrmjrmmm P
Room e D T “
[ .

RRATES O.A
«§6/182015 "
= labl 2

cccccc

Fiday, June 19, 2015 - 819 AM
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The Settings screen is displayed.

@ Checkin (Press F12 1o Jog ou) - ol
Support
Check-inn. CCT
5 st (]
E x

1 Property Name & Address 6 Printers & Devices

2 Rooms & Rates % Colors & Preferences

3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

2. Click Maintain Check-Inn Files.
The Maintain Check-Inn Files screen is displayed.

2 CheckcInn - Logged In: admin -0
PR + Support
Check-Inn. Maintain Check-Inn Files P
By ot n (i ]
‘ Cneckin
Resecation
Checkdn
Walkin
l ChalioR *** Make a daily manual backup *** x
BB cun 1 Full Disk Backup of ALL Check-Inn data Backup Data
2 Reslore Check-Inn data from an earlier backup. Restore Data
ﬂ Aadi
ks
16} Rasesations 3 Save recent Check-Inn data automaticaly each day. Set Auto-Backup
L
— 4 Save recent Check-Inn data automatically each day. Purge Data
K aee
Al Legn s
@
Y voime

Saturday. June 6, 2015 - 8:12 PM

3. Click Set Auto-Backup.
The Auto-Backup Settings screen is displayed.

Check-Inn - Logged In: admin

Auto-Backup Settings
Activate Auto-Backup ‘ON -Activate A& B v
Auto-BackupATime: | 3:45AM - Enabled
Auto-Backup B Time:  1:30 PM = Enabled
Auto-Backup B Path:  AUTO\
F2 Set Auto-Backup B Path
Auto-Backup B on network node:  Any Terminal v
Done <F10>
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4. Set the time(s) you would like the auto-backups to start by clicking to highlight the part of time that
you wish to change (hours, minutes, AM/PM), and then using the arrow keys to change the
time/setting. You may either type in the new time or use the arrows to increase or decrease the
numbers and change between AM and PM.

5. In the Auto-Backup B Path field, type the directory where you want to store Auto Backup B.

Type the new drive letter and path or click the Set Auto-Backup Path button and choose a
location. The auto backup defaults to the AUTO\ path on the same hard drive where Check-Inn is
installed.

6. Click Done.
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Restore backups

Use this feature to restore these types of backups:

= Restore disk backup
= Restore auto-backup

Restore disk backup

WARNING! All information in the system will be lost and replaced with the information of the backup
data you select. It is strongly recommended that you call Innsoft Technical Support (503-643-8162,

Check-Inn

option 2) during normal business hours for assistance with restoring a backup.

1. Click Settings on the home screen.

) Check-Inn - Logged In: admin (Press F12 10 log out)

ey Support
check-Inn. SEEEEEEGEEE.

HIGHER RATES 0.
v an 1"
Day Status. oiresh Gid asst Print

S
Thu, Jun 18, 2015 at 360 PM

B
Thu, Jun 18, 2015 a 3:50 PM

Frday, June 19, 2015 - 819 AM

The Settings screen is displayed.

2 Rooms & Rates

3 Tax & Sales Categories

4 Check-In/Out Times

Credit Cards & Phone Limit

fal

ful

- ol

Printers & Devices

Colors & Preferences

Statements

Passwords & Security

Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 113 PA

2. Click Maintain Check-Inn Files.
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The Maintain Check-Inn Files screen is displayed.

Checic-Inn - Logged In: admi o

@ in -
Check-Inn. Maintain Check-Inn Files S“F(g“

*** Make a daily manual backup *** x

1 Full Disk Backup of ALL Check-Inn data. Backup Data

2 Reslore Check-Inn data from an earlier backup. Restore Data

3 Save recent Check-Inn data automatically each day. Set Auto-Backup

4 Save recent Check-Inn data automatically each day. Purge Data

Saturday. June 6, 2015 - 8:12PM

3. Click Restore Data.
The Restore Data window is displayed.

Check-Inn - Logged In: admin
Restore Data

Restoring will replace existing Check-Inn data.

Restore Disk Backup
Data Location F:\CHECKINN BACKUP\ Browse...

F2 Restore Full Backup

Restore Auto-Backup
Select Auto-Backup  06/06/2015 Saturday (A) v

F3 Restore Auto-Backup

‘ Cancel <ESC>

4. Review the Data Location field to ensure it shows the location of your backed up files (that you
want to restore).

If the correct path is not listed, click Browse. Select location of the backup you wish to restore.
Click OK.

5. Click Restore Full Backup.
This message is displayed: “WARNING- Restore will destroy your existing data. Do you wish to
continue?”

6. Click Yes if you want to continue, otherwise click No.
If you selected Yes, this message is displayed: “Are you sure you wish to restore?”

7. Click Yes if you want to continue, otherwise click No.

The system asks if you would like to clear restored guests. (Clearing the restored guests removes
all guests currently checked in.)
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8. If you would like to remove the guests that are currently checked in, click Yes. If you would
like to keep the guests that are currently checked in, click No.

9. Click Done.

Restore auto-backup

WARNING! This overwrites any information currently in the system and restores all data to the day
and time that the auto-backup was made.

We strongly recommend that you call Innsoft Technical Support (503-643-8162, option 2) during
normal business hours for assistance with restoring a backup.

1. Click Settings on the home screen.

@ Checi-inn - Logged In: admin (Press F12 to log out) o

2 Support
check-inn. S -

HIGHER RATES O.A
0m Type v pand Grid 1
iy Status Print
T

«§6/182015

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

1 Property Name & Address 6 Printers & Devices
2 Rooms & Rates 7 Colors & Preferences
3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files

Friday, May 15, 2015 - 1:13 PM

2. Click Maintain Check-Inn Files.
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The Maintain Check-Inn Files screen is displayed.

Check-Inn - Logged In: admit a

9 in =
Check-Inn. Maintain Check-Inn Files S“Eg‘

*** Make a daily manual backup *** x

1 Full Disk Backup of ALL Check-Inn data. Backup Data

G

2 Reslore Check-Inn data from an earlier backup. Restore Data

3 Save recent Check-Inn data automatically each day. Set Auto-Backup

m, | B Ei {[:!

4 Save recent Check-Inn data automatically each day. Purge Data

F & X%

Saturday. June 6, 2015 - 8:12 PM

3. Click Restore Data.
The Restore Data window is displayed.

Check-Inn - Logged In: admin
Restore Data
Restoring will replace existing Check-Inn data.

Restore Disk Backup
Data Location F:\CHECKINN BACKUP\ Browse...

F2 Restore Full Backup

Restore Auto-Backup
Select Auto-Backup  06/06/2015 Saturday (A) v

F3 Restore Auto-Backup

Cancel <ESC>

4. Use the Select Auto-Backup drop-down list to select the dated auto backup you would like to
restore. The backups are displayed in reverse date order so that the last one made is the first one
displayed.

5. Click Restore Auto-Backup.
This message is displayed: “WARNING — Restore will destroy your existing data. Do you wish
to continue?”

6. Click Yes to start restoring, otherwise click No.
If you selected Yes, this message is displayed: “Are you sure you wish to restore?”

7. Click Yes if you are sure about restoring the files, otherwise click No.

The system asks if you would like to clear restored guests. (Clearing the restored guests removes
all guests currently checked in.)

8. If you would like to remove the guests that are currently checked in, click Yes. If you would
like to keep the guests that are currently checked in, click No.
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Purge Check-Inn data

IMPORTANT! Purging your data completely destroys your data from the beginning of your data to the
date entered. The destroyed data will include, but not be limited to guest history, billing information,
audit and all financial information.

We highly recommend that you perform several backups of Check-Inn data files before you continue
with the purge. Purging should only be done when you are absolutely sure that you no longer need
the information in the software.

We strongly recommend that a technician from Innsoft Technical Support (503-643-8162, option 2)
assist you with this procedure.

1. Click Settings on the home screen.

L/ Check-Inn - Logged In: admin (Press 12 to log out) =

Chgck-lnn
By innsoft Inc.

Fiday, June 19, 2015 - 819 AM

The Settings screen is displayed.

@ CheckIn £12 10 log out) - olEN
i Support
Check-Inn. SSEEEEEEEEECT N
n =

roperty Name & Address 6 Printers & Devices
2 Rooms & Rates. 7 Colors & Preferences.
3 Tax & Sales Categories 8 Statements

4 Check-In/Out Times 9 Passwords & Security

5 Credit Cards & Phone Limit A Event Tracking

B Maintain Check-Inn Files.

Friday, May 15, 2015 - 1:13 PM

2. Click Maintain Check-Inn Files.
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The Maintain Check-Inn Files screen is displayed.

9 Check-Inn - Logged In: admin - o
Check-Inn. Maintain Check-Inn Files S“Eg‘

*** Make a daily manual backup *** x

1 Full Disk Backup of ALL Check-Inn data Backup Data
2 Reslore Check-Inn data from an earlier backup. Restore Data

3 Save recent Check-Inn data automatically each day. Set Auto-Backup

4 Save recent Check-Inn data automatically each day. Purge Data

g2
(=] e

3. Click Purge Data.
The Purge Check-Inn Data screen is displayed.

Saturday. June 6, 2015 - 8:12 PM

Check-Inn - Logged In: admin
Purge Check-Inn Data

WARNING! Purged data cannot be restored!

Purge data prior to: ME v '\

All data prior to this date will be erased!

Purge Data Cancel <ESC>

4. In the Purge data prior to field, enter the first date to have data kept in the system. Any information
prior to this date will be purged.

For example, if you want to purge all data before October 20, 2014, you would enter 10/20/2014.

5. Click Purge Data.

This message is displayed: “This will clear daily data prior to ##/##/####, but not reservations.
Continue?”

6. Click Yes to purge the data, otherwise click No.
This is your last warning!

IMPORTANT! Do not turn off the computer while the purge is in progress, as it may permanently
damage your Check-Inn files.

7. To cancel the purge, click Cancel.
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Settings Check-Inn

Almost any document that you can print in Check-Inn can be emailed.

This section includes information on how to:
= Set up and configure email
= Create an emall
= Manage your messages

Set up and configure email

We strongly recommend that you contact Innsoft Technical Support (503-643-8162, option 2) to set
up your email feature.

This section covers the setup and configuration of the following:
= Email settings
= Email statements
= Attachment settings

To set up the Check-Inn email feature, you need the following information:
= Outgoing address of your email provider
= Outgoing port number
= Your email account password

You can normally look this information up online by searching “POP settings for (your email
provider).”

Note: Outgoing addresses for several email providers are listed later in this section.
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Settings Check-Inn

Set up email settings

1. Bring up any print preview screen. For example, run a Guest List report or bring up a guest
statement.

Inn & Suites
123 Innsoft Lane
Anywhere, OR 97005
(503) 555-1212
info@inn: com
Printed: 5/29/2015 - 11:52am

*+* CONFIRMATION *#++

JOHN.

53 AVE
PINEVILLE LA 71360

NS
13.00

Daily Rate: 113.00 = Tax
Chece-in: 0612715 Out 06/14/15  Nights: 2 Guests: 10
C.Card: ###=#==v=+3#1111 Expiration Date: #2/=%
[ Charges | Pavment I
[ Dae | Room | Phone | Mixc Tax | Toml | Credit | Cash Bill Tot || Balamee |
(52015 T 2600 o000 o000l 3164 os7.64] 0.00] 0.00 0.00 00o] 25764

(Taxes - State: $18.08, City: $13.56)

Amouat Teadered : $0.00
Change : 50.00

Check-outtime: 11:00am  Check-in time: 3:00pm

Confirmation number: 1042 - Made on: 052612015

2. Click Email.
An email window is displayed.

Check-Inn
File Settings Details
To: :| v
CC: v
Subject: Test BB
Statement: Email Statement #1 v
Message Text
Send <F10> Save <F3> Manage <F4>

Done <ESC>
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Settings

3. Click Settings and select Mail Settings.

Daily Status Repert I
PA Test Kevin - Beaverton
SN Pac P
Check-Inn
Filell Settings | Details
Mail Settings v
Login Settings
d Attachment Settings
Statements
Statement: Email Statement #1 v
Message Text

The Email Settings window is displayed.

-
Check-Inn - Logged In: admin

N\

Email Settings
Host Address
Outgoing mail server and port number (if needed).

Email Host

Example
| smtp.gmail.com:465 OR smtp.mail.isp.com

|| ReplyAddress
Email Replies will be sent to this address.

Reply To

Example
UserName@YourHost.com

Sender Name
This is the name that appears on your email.

Sender
Example
Your Property Name
|
’ Auto-Set ’ ‘ Save <F10> H Cancel <ESC>
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Settings Check-Inn

4. Type the host address in the Email Host field (for example, smtp.YourHost.com or
mail.YourHost.com).

Note: If you are unsure of what to enter for your outgoing mail server address try searching it
online or contact your email provider. If your email provider uses a port other than port 25 to send
mail, add a colon and the port number at the end of the host name (for example,
SMTP.YourHost.com:487 or mail.YourHost.com:487).

If your email provider is: | Use this information:

Gmail smtp.gmail.com:465 (username and password required)
GoDaddy smtpout.secureserver.net:465 (username and password required)
AOL smtp.am.com:587 (full email address and password required)
Verizon outgoing.verizon.net:465 (username and password required)
ATT.net outbound.att.net:465 (username and password required)

Yahoo smtp.mail.yahoo.com:465 (username and password required)
Comcast smtp.comcast.net:465 (username and password required)
HostGator mail.(theirdomain).com:465 (username and password required)

5. Type your reply address in the Reply To field. This is the address where replies to your email will
be sent (for example, YourName@ YourHost.com).

Note: This email address does not need to be the same address you are using for outgoing mail.

6. Type the sender name in the Sender field. This is the name that appears on all emails that you
send, and is typically your property name.

7. Click Save.

8. Click Settings and select Login Settings.

Check-Inn

Fild) | Settings | Details

Mail Settings
Login Settings

l Attachment Settings

Statements

Statement:  Email Statement #1 v

Message Text
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mailto:YourName@YourHost.com

Settings Check-Inn
The Login Settings window is displayed.
Check-Inn
Login Settings

** Usually Required **

Your username and password are
used to verify your account.

L1 Use Login Information

Username

Password

Save <F10> Cancel <ESC>

9. Click to select the “Use Login Information” check box.
10. Enter your username and password in the correct fields.
11.Click Save.

12.Send a test email to yourself so that you can confirm that the email feature is set up correctly.
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Settings Check-Inn

Configure email statements

Email statements are custom email messages that can be added to the Check-Inn email system. If an
email statement is selected when sending a message, the text of that statement appears in the body
of the email. Up to five statements may be added to the Check-Inn system.

1. Bring up a print preview of a screen.
2. Click Email.
An email window is displayed.

Check-Inn
File Settings Details

To: | v
CC: v
Subject: Test BB

Statement: Email Statement #1 v

Message Text

Send <F10> Save <F3> Manage <F4>

Done <ESC=

3. Click Settings and select Statements.

Check-Inn

File éettingrsﬂ Details
Mail Settings
Login Settings

(¢ Attachment Settings

Statements

Statement: Email Statement #1 v

Message Text
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Settings Check-Inn

The Email Settings window is displayed.

Check-Inn
Email Settings
Statements

Select the email statement that you would like to view or edit.

Email Statement Email Statement #1 v
Email Statement #1
Email Statement #2
Email Statement #3
Email Statement #4
Email Statement #5

Save <F10> Cancel <ESC>

Use the Email Statements drop-down list to select a statement number.
5. Type the desired text.
Note: Be sure to carefully proofread your message!

6. Click Save.
Repeat the same steps to add additional statements.

When sending email, you can insert an email statement by selecting it from the Statement drop-down
list. Select “None” from the list if you do not wish to include a statement in the email message.
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Settings

Configure attachment settings

1. Bring up a print preview of a screen.
2. Click Email.

An email window is displayed.

Check-Inn
File Settings Details

To: | v

CC: v
Subject: Test BB

Statement: Email Statement #1 v

Message Text

Send <F10> Save <F3> Manage <F4>

Done <ESC>

3. Click Settings and select Attachment Settings.

v
|

Check-Inn

Eil \:ﬁmings Details
Mail Settings
Login Settings
f Attachment Settings

Statements

Statement: Email Statement #1 v

Message Text

The Attachment Settings window is displayed.

Check-Inn
Attachment Settings

[[] Save as BMP or JPG (not recommended)

Resize Attached Pages  100% of Original

Attachment will be saved as a PDF

Save <F10> Cancel <ESC>
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Settings Check-Inn

4. If you need to save the file as a BMP or JPG, click to select the “Save as BMP or JPG (not
recommended)” check box.

Note: If you select this option, each page is formatted to fit on one 8% x11 page. If you need to
change the size of the attached page, click the down arrow and select the percentage of the
original size for the attachment (100% to 40%).

5. If you don’t need to save the file as a BMP or JPG, leave the “Save as BMP or JPG” check box
unchecked. Attachments will be saved as PDFs.

6. Click Save.
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Settings Check-Inn

Create an email
Check-Inn can email almost any screen that you can print.

For example: If you want to email a confirmation, click the Print Confirm button on a reservation
screen, and then click the Email button at the bottom of the print preview. This leads you to the Email
screen, which allows you to send an email.

This example is illustrated in the steps below.

1. From a reservation screen, click Print Confirm.

Check-Inn - Logged In: admin (Press F1 LT

@ ress F12 1o log out)
Check-Inn. Reservation / 104 QQNS S"ﬁf@m

Confirmation # 2091086 - Date Made: 06/02/2016

"
| Goee
R LastName FRANKS FirstName [TONY F2 Change
& cmceon Addressiine 1 1234 MAIN STREET
Address fine 2 F3 || EieeDepoct
B oo City [SACRAMENTO Sute CA | ZpCode (95885 1
= Country || Phone
] ewhi =
e v Company ~ Emal [TONYFRANKS@NICEGUES = F& ;
A~ Remarks
ﬂ At 6 Cancel
Ak Rate |7 WV Nights 3 = [JHdeRoomand Cier
[ 2, et NS 199 ||ADN] Mo =l Taxon Folo F7 | TravelAgency
— Credit Card Information
=l Card Number Exp F8 | SearchMaster
Amval Time Forfet Amount
™ ¥ Guaranteed [ 16:00PMHokd  Fa | Group Booking
- g
In: Wi 3 3,2018 rday, . 2015
T in: Wednesday, June 3, 20 Out: Saturday, June 6, 2 - —

Continue <F10>

2 |2 0%

Tuesday, June 2, 2015 - 917 PM

The print preview for that reservation is displayed.

3#2 CONFRMATION *#*

TONY FRANKS
1234 MAIN STREET
SACRAMENTO CA 93865

e
= e
DailyRate: 79.95 (84 95 Fri 0605)

84 +Tax
Crzcicin 080315 Ow:060615 Nights 3 Guests 10

Amount Tendersd: 5000
Clenz: $0.00

Mixce llznsous Regort
CARWASH: 600

Checkou time: 11:00em  Chackintime: 100pm
Confirmation mumber: 2091086 - Made o 08022015

I Print Pages |1

Print Print 2x Email
F2 Fa B
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Settings Check-Inn

2.

Select the pages you would like to email by entering the start page and end page in the Print
Pages field. You may type in new start and end pages, or use the arrow keys to adjust each
number.

Note: Email attachments are limited to 36 pages.

Click Email.
The email window is displayed.

Check-Inn - Logged In: admin

File Settings Details , .

| ] If the guest’s email was

To: |L ad i

entered on the reservation

c& S screen, it is automatically

i = | les! .

e added to the To: field of the
Statement: Email Statement #4 v ema”.

Message Text

Send <F10> Save <F3> Manage <F4>

Done <ESC>

If you are emailing a report or you did not enter an email address on the guest/reservation screen,
enter the email address in the To field. If you are sending the email to more than one person,
enter the additional email address in the CC field.

Note: If you have previously used this email address, you may click the down arrow and select the
address from the list.

Enter the subject of the email. If the Subiject field is left blank, “Check-Inn for Windows” is
inserted in the Subject field when the message is sent.

Note: The Subject field will always initially populate with the subject of the last email that was
sent. Be sure to change it to the current subject, if needed.

If you would like to include a preset email statement, click the Statement drop-down list and select
the appropriate statement. If you do not want to include a statement, select “None.”

Note: The statement text does not appear in the Message Text box.
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Settings Check-Inn

7. If you would like to enter a message to include with the email, type the message in the space
provided.

Each page is sent as a separate attachment to the email. You may view a list of the
attachments by pressing ALT+D or clicking the Detalils tab.

To do this with Complete these steps:
your email:

Send it 1. Double-check the To field to ensure that you are sending the
email to the intended person.

2. Double-check the Subject field to ensure that the subject of
the email is correct.

3. Click Send.

This message is displayed: “Message Sent!”

4. Click OK.

5. Click Done.

Save it 1. Click Save.

This message is displayed: “Your Message Has Been Saved.”
2. Click OK.

3. Click Done.

See Manage messages for instructions on retrieving saved
messages.
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Settings Check-Inn

Manage messages

If you have saved email messages, you may use the Manage feature to send or delete the saved
messages.

There are two ways to access the Manage feature.
= From a print preview screen: Email > File > Manage Messages
= From the home screen: Reports > Guest Tracking > Manage Email

Whichever method you use, the window for managing messages is displayed.

Check-Inn - Logged In: admin

Address Report Date Time
JOHN@INNSOFT.COM Room Order Guest List 05/20/2015  9:38 AM

Saved messag es JOHN@INNSOFT.COM Room Order Guest List 05/20/2015  9:38AM

JOHN@INNSOFT.COM Room Order Guest List 05/20/2015  9:38AM

‘ Select All <F5> \ De-select All <F6>

Option buttons

r 1 r 1 T
‘ Delete <DEL> Send <F10> ‘ Done <ESC>
|

To do this with Do this:

your saved
email:

Send it 1. Access Manage feature.
A list of all saved emails is displayed.

2. Click to select the check box for the email you want to send. If
you want to select all emails in the list, click Select All.

3. Click Send.
This message is displayed: “Send ALL checked messages?”

4. Click Yes.
Your saved emails are sent.
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Settings Check-Inn

To do this with Do this:

your saved
email

Delete it 1. Access the Manage feature.
A list of all saved emails is displayed.

2. Click to select the check box for the email you want to delete. If
you want to select all emails in the list, click Select All.

3. Click Delete.
This message is displayed: “Delete ALL checked messages?”

4. Click Yes.
Your saved emails are deleted.
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Home Screen

Home Screen

Here’s an overview of how to navigate from the home screen.

At a glance

Access program

information/support;

return to home
screen

Refresh grid

\

Daily Status

Report

Make reservation

T~

Messages

Today’s Diary

Check-Inn

Expand or

shrink grid Resize window without

closing Check-Inn

\

AN

/

Check-Inn.

By Innsoft Inc.

(right-click or
double-click)

Update software/
countdown to

Check-In
| Resewation

Check-in
Walk-In

Check-Inn - Loggdd In: admin (Press F12 to log ¢ut)

. R

Sueport View support status

HIGHER RATES O.A.

Today's Events

Not Avail

6/19 6/20
Fri Sat

Thu

101 - QANS

Cl

Room Tyj +-§6/18/2015 v Expand Grid A 1
Daily Status F5 Refresh Grid Reset Date Print
Sl e 2015\ Dirty or Unavailable
o oz — Generate reports

Today's Reservations

HECK-IN, (]

[ & ]
[« ]
55
[t ]

§£ Settings

Log Out &
Exit

contract renewal

e

Hover over guest name for
reservation details

! Update
Available

112 - QANS

113 - QANS

115 - QANS

Room Number Sort v

2
6
%

0

0

[ |

0K

Today’s Cancellations

Resavation Status

Las! Backup Status
Auto-Backup A
Thu, Jun 18

Auto-Backup B
Thu, Jun 18, 2015 23:50 P

| View last
backup status

N,
v
>
Guaranteed
\ Friday, June 19, 2015 - 8:19 AM

Right-click guest name to

N\

Hover over blank cell to

Click Reset Grid to

check in or check out

see rates (when return to today’s date

Advanced rates are set
up)

Guest Screen Audit
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Home Screen

Check-Inn

To select an item on the home screen, click it.

This item: Does this:
Check-In Allows you to check-in guests with a reservation

Reservation

ICheck-ln Walk- | Allows you to check-in walk-in guests

n

Check-Out Allows you to check-out a guest

Guests Allows you to modify guest information, including room number, and

make charges or payments to current guest accounts

Cash Regqister

Allows you to sell front desk items such as cards and maps, to
customers that are not checked in to the property

Audit

Allows you to edit the daily information, credit card payments, billing,
and cash register totals

Note: Credit card processing is also done on this screen if you are using
the Credit Card Processing module.

Reservations

Allows you to make, modify, or cancel reservations

Reports

Allows you to generate operational reports such as Daily and Monthly
financial reports, Reservation Reports, Occupancy Reports,
Housekeeping Reports, and others

Settings

Allows you to customize Check-Inn for your property

Log Out & Exit

Allows you to log out or close Check-Inn and return to the Windows
desktop

Update

Allows you to see the current status of your service contract, determine
whether a new version of Check-Inn is available, download updates,
and contact Innsoft
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Home Screen Check-Inn

Right-click context menu

Right-clicking specific areas of the home screen allows you to quickly get information and perform
tasks.

For detailed information on making a reservation, see Reservations.

Rooms = E e ’
- Reservation

Guest’'s name on
occupied room

If you right-click this: You have these options:

Y

Check-in

Make reservation

Today’s date on an
unoccupied room

Future date on an
unoccupied room

Make reservation

Guest’s name on an
. Check-out
occupied room
Mew room
ONEG

Reservation for a future date Cancel reservation
MNew room
Change reservation date
Lock reom number
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Home Screen Check-Inn

If you right-click this: You have these options:
Reservation for today’s date

Check-in
Cancel reservation

Meww room
Change reservation date

Lock room number

Room number

Clean

o] Diny

Unavailable

= A key to the status colors is on
the home screen.

= The background color of the
room changes to indicate its
status.
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Home Screen

GRID

This section includes information to:
= Expand or shrink the grid
= Refresh the grid
= Reset the grid to today’s date

= Determine if a room is locked or if an advance deposit has been received

= View room rates

Reservations are displayed in color, depending on the type of reservation:

= A small gap between reservations indicates where one reservation ends and another begins.
= By placing your cursor over the reservation, the guest’s full name is displayed in the hint box.

Room Type +=N6/21/2015

T=

Expand Grid

Daily Status F5 Print

Clean [

Refresh Grid Reset Date

June 2015

6/2¢ ~
Thu

1
6/22‘

6/23
Mon

6/24
Tue

Wed

SMITH, DON

m

SMART, WA

v

Guaranteed

Room Number Sort v

Green = Occupied room

Red = Non-guaranteed reservation

Expand or shrink the grid

Click Expand Grid.

Click Shrink Grid.

Check-Inn
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Home Screen Check-Inn

Refresh the grid

Click Refresh Grid to refresh information in the grid.

) Check-Inn - Logged In: admin (Press F12 to log out) L

Support
check-inn. G -

Remember: Click Refresh Grid before
making a reservation to ensure that you
don’t accidentally attempt to double-
book a room.

-
IIlw‘m[sn
a-

101 QNS

103-QaNs
104 - GQNS
105 -aasM

AuoBackupA e
Tha, Jun 18, 2015 &t 350 PM
AuoBackup B Successtul

Tha, Jun 18, 2015 s 360 PM

Friday, June 19, 2015 - 819 AM

Reset the grid to today’s date

If you use the arrow or calendar to view future dates on the grid, you can quickly return to today’s
date by clicking Reset Date.

< Check-Inn - Logged - admin (Press F12 to log out) 2

Check-inn. . -

Room pe [l +-016/18/2015 !! Expand Gnid
unsuvs 7 | rereonons

. Jume2s | zm5

_ s/m iy 620
Sat

“Tha, Jun 18. msnsnm

Friday, June 19, 2015 - 819 AM
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Home Screen Check-Inn

Determine if aroom is locked or if an advance deposit has been received

Icons are displayed on the grid to indicate if a room is locked (cannot accept a new reservation for a
specific date/date range) or a deposit has been received to secure the reservation.

30 | 3 a4 42 453 = The lock icon indicates that

Mon | Tue | wWed | Thu FFi this room is locked.

= The dollar sign indicates that
an advance deposit has been
received for this room.

= “Person, Sample” is this
B SFERSON, SAMPLE guest’s name.

-

[ R R T

(LR Y]

View room rates

You can quickly and easily view your rates and provide rate quotes by using your mouse to hover
over an empty cell.

Note: You must have Advanced rates set up to use this feature.
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Home Screen Check-Inn

Grid options

You can customize the options available to you on the grid:
= Specify room types to display on the grid
= Specify what happens when you double-click today’s date
= Choose to hide or display the prior day
= Adjust the width of cells on the grid
= Adjust the font size of text on the grid
= Specify how the rooms are sorted/displayed on the grid
= Adjust the grid start date
= View areservation
= Enter a reservation deposit
= Print a confirmation
= Cancel a reservation

= Print the grid
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Home Screen Check-Inn

Specify room types to display on the grid
1. Click Room Type.

< Check-Inn - Logged In: admin (Press F12 1o log out)

- Support
check-inn. G

.,, s

Ness.

|

AutoBackup B Successiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Visible Room Types window is displayed.

Visible Room Types - o

«

Check the room types that you would ike displayed in the grid
V[SELECTALL]
“ QQNS

KNS

K

QasM

Clear Selection Done <F10>

2. Click to select each check box for the room types you would like to display.
3. Click Clear Selection if you would like to remove your selections.
4. Click Done to display the selected rooms.
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Home Screen Check-Inn

Specify what happens when you double-click today’s date

You can adjust your settings so that when you double-click today’s date on the grid you have these
options:

m Check in a guest

= Make a reservation

= Are given the choice to check in or make a reservation.

Configure the settings here: Settings > Colors & Preferences > Grid Preferences

See Set grid preferences for more information.

Choose to hide or display the prior day
You can specify whether or not the prior day displays on the grid.

Configure the settings here: Settings > Colors & Preferences > Grid Preferences

See Set grid preferences for more information.

Adjust the width of cells on the grid
You can adjust the width of cells on the grid (so that more or less of each guest’s name is visible).

Configure the settings here: Settings > Colors & Preferences > Grid Preferences

See Set grid preferences for more information.

Adjust the font size of text on the grid
You can adjust the font size of text on the grid.

Configure the settings here: Settings > Colors & Preferences > Grid Preferences

See Set grid preferences for more information.
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Room sort
You may sort the rooms in the grid by room number, room type, or availability.

1. Click the drop-down arrow in the lower left, and select how you want to view rooms on the grid.

¥ Support
Fheck Inn. o

No Events Scheduled

1
2
1
55%
0
0
ok

i Wed ‘
101-QONS | SMART. WA

KN
-
e - |

Auto-BackipA Successiul
Wed. Jun 24, 2015 3t 225 PM
Auto Backup B Succosshul
Wed, Jun 24, 2015 &t 2.25 PM

Select whether you would like to view the grid by room number, room type, or availability.

If you select Availability Sort, enter the number of nights by typing in the number or by using the
arrows to increase or decrease the number of available nights.

Adjust grid start date
You may view various segments of time by adjusting your start date.

Check-Inn =

< o Il X
Checlcinn, AN, ;' Click the arrows to the left or

— right of the date field to move
back or forward one month

Use the drop-down
calendar feature to
select a new date,
month, or year

Use the vertical scroll bar on
—— the right to view all rooms if
there is more than one page

| Auto Backup B -
Tue, May 19, 2015 &t 1:37 Pt

Wadnesday, May 20, 2015 - 319 AM
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View a reservation
1. Double-click the reservation.

(Check-Inn - Logged In: ad F12 to Jog out) - olEl

Checkinn. S

By Innsoft Inc.

m [FREIEAES S

cupiea JNERIUICN ronousr |

Friday, June 5. 2015 - 8:30 PM

The Reservation screen is displayed.

Check-Inn - Logged In: admin (Press F12 to log out) =03
k-Inn. Reservation / 104 QQNS S"ign
:

Confirmation # 2271088 - Date Made: 06/06/2015

9
&

x
LastName |SMITH| First Name [SAM 2 Change
Addressfine 15333 SW MAIN STREET
Address fine 2 % |EcOment
City [TUALATIN Swte OR | Zp Code 97062 F4 | PrieConim.
Country Phone |
Company v Email | F5 Copy Last
i 8 Cancel

= Clkide Roomand Gerk
Res[1000 [JADV] Nenis: |2 B = ool £7 | TravelAgency
Credit Card Information

Card Number Exp F8 | SearchMaster
Amval Time Forfet Amount

[Guaranteed  [16:00PMHokd  Fa | Group Booking
| In: Saturday, June 6, 2015 Out: Monday, June 8, 2015
(=] [

N - e

Friday. June 5. 2015 - 8:47 PM

Fi1 Remarks
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Enter an advance deposit
1. Double-click on a reservation.

Check-Inn - Logged {Press F12 1o log out) - okl

Checkcinn. S

By Innsoft Inc

n [rAneRRA e

Friday. June 5. 2015 - 8:17 PM

The Reservation screen is displayed.

Check-Inn - Logged In- admin (Press F12 1o log out) - o

9
Check-Inn. Reservation / 104 QQNS ‘”’""Po”‘

8y Innsoft Inc.
- Confirmation # 2271088 - Date Made: 06/06/2015
o 3
LastName | SMITH] FirstName [SAM P2 Ghange
N oo e o
Address fine 2 e B
B e I
Country Phone |
- e | o [ omim
Remarks
B | -
) [IHide Roomand Clerk "
_ ras[fado |l Mo B SIRENES Y T
Cradit Card Information
- Gard Number =Y F8 | SearchMaster
Armval Time Forfet Amount
- T [1Guaranteed  [16:00PMHOld  Fo | Group Booking
- } In: Saturday, June 6, 2015 Out: Monday, June 8, 2015 -
L L iahdid

Friday. June 5. 2015 - 8:23 PM

2. Click Enter Deposit.
The Cash Register/Reservation screen for this guest is displayed.

Check-Inn - Logged - admin (Press £12 1o log out) - ol

Check—lnn Cash Register / Reservation SMITH, SAM S"‘g"

By Innsoft Inc

- -
|_Transacton Type | Amount

| #1_Balance 16532 ‘Tax Amount: 0.00
= New Balance: 16532‘
Amount 50,00 ] D |  Deleteitem R Repeating Charge
_ Select Payment Type. sPc| | Copylast
_ F1 Phone F2 Extra Dep. F3 CRIBIRAB F4 NEWSPAPER |
- F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
- F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CARWASH
- Rm: 104 Rate: $82.84 incl. tax Continue <F10> | | Void Sale <ESC>

Friday. June 5. 2015 - 825 PM
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3. Enter the amount of the deposit in the Amount field.
4. Click Select Payment Type.
The Payment Type window is displayed.

Payment Type | Cash v

Done <F10= Credit Card Sale
Billing

5. Choose a payment type from the Payment Type drop-down list.

The payment amount and type are listed in the upper left under transaction type, and the payment
is subtracted the balance (shown in the upper right).

If the guest Then do this:

wants to:

Pay with cash or Select Cash from the drop-down list.
check

Pay with credit card | Make a selection from the drop-down list.

= If you have the Credit Card Processing module, Credit Card
Sale is listed as an option. Contact Innsoft Sales (800-950-
8665) to purchase this module.

= [f you don’t have the Credit Card Processing module, a
separate credit card option is listed for each credit card type.

Bill their company Select Billing from the drop-down list.

= If you have not yet entered the guest’s address and company on
the Guest Screen, you will be prompted to do so at the end of
the transaction.

6. Click Done.
7. Click Continue to save your changes.

8. If you chose Billing as the payment type but did not select a company on the Guest Screen, you
will be prompted to do so now.
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On the grid, the reservation is now yellow and has a dollar sign icon, indicating that a deposit has
been received and the reservation is guaranteed.

S omm

9 Check-Inn > log out)
Check-Inn. _

Friday. June 5. 2015 - 8:30 PM
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Print a confirmation

1. Double-click a reservation.

9 q out) =
check-inn. S -

’—‘m—‘rmﬁm

Friday. June 5. 2015 - 8:30 PM

The Reservation screen is displayed.

9 Check-Inn - Logged Ir: in (Press F12 to log out) )
Support
Check-Inn. Reservation / 104 QQNS i
By Innsoft Inc 6
@l | Confimation#2271088 -Date Made: 080512015
i) Last Name | SMITH First Name [SAM 2 Ghange

@ diressinet 5033 SWMAN STREET

! - / £3 Enter Deposit

= " Addressine?
o YT Ste OR | Zp Code (97062 n
== - Country Phone
Q st i | Company | Email F5 Copy Last
ﬁ e ‘ Citizss 6 Cancel

6 = [IHide Roomand Glerk

‘]";’ Rasesations | Res|7600 [jADV] Nots! 2 &) = e Folo F7 | TravelAgency
=y — Credit Card Information
ﬁ Rspens ‘ Gard Number Exp F8 | SearchMaster

Arval Time Forfet Amount

iz [IGuaranteed  [16:00PMHod | Fa | Group Booki
Ko | et
T : In: Saturday, June 6, 2018 Out: Monday, June 8, 2018 e
RS |

N Continue <£10>

vme |

Friday. June 5. 2015 - 8:47 PM

2. Click Print Confirm.

A print preview of the confirmation is displayed.

3. Print or email the confirmation as needed.
Select a page range

PrintPages 1 -1 3

Print [ Print2x | [ Email bone

L e || [e || [l || [E0ld
0 e BN
Print one copy Print two copies Email the list Click Done

4. Click Done.
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Home Screen

Cancel areservation

1. Right-click a reservation.

Check-Inn - Logged Inc admin (Press F12 to log out) - EE

@
check-inn. G -

HIGHER RATES

Dty it 5' Revean Gro .

85 Dt
Cles e 2015
| ‘ &6 |- &8 B
Sa Man Tue

101- QANS
102 - QQNS
103- QNS
104 - QONS
105 QasM

CHECKAN, ¢
GuY. DU

= -
Cancel reservation

10-00NS
m-gans

112 GGNS

13-00NHS .

114-aans —— e o
e i Thu, dun 4, 2015 at 1.3 P

e rumber Sert

»
M Gusranteeo  [TTITN

Friday, June 5, 2016 - 8:59 PM

2. Select Cancel reservation.

This message displays: “Cancel the reservation?”

3. Click Yes.
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Print the grid
1. Click Print.

Check I - el

9
check-inn. S -

No Events Scheduled

Mon, May 18, 2015 at 11:36 AM

Successhul
Mnn May 18, 2015 3 10:09 PM.

A print preview of the grid is displayed.

2. Print or email the list as needed.

Select a page range

Print Pages 1 { -1

Print | Print 2x Email Done
[F2] (F4] [Fe] F10]
] | I
Print one copy Print two copies Email the list

3. Click Done.
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Generate reports

From the home screen you can quickly select a report to generate. Additional reports are available
from the Reports screen.

) Check-Inn - Logged In: admin (Press F12 to log out) el

- Support
Check-inn. .

Click to select any of
these reports

cessiul
Thu, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

This option:

Available Availability Report: This report shows the rooms currently available to
rent.

There is an option to include dirty rooms in the report.

Dirty or Unavailable Room List: This report shows all rooms with the Not
Unavailable Available status.

There is an option to include dirty rooms in the report.

Occupied Room Order Guest List: This report provides quick access to a list of
all in-house guests.

This report can also be found in Reports > Guest Reports > Room
Order Guest List.

Occupancy Daily Status Report: This report lists expected arrivals, departures,
and stay-overs for the entire property.

You can also access this report by clicking the Daily Status button
(near the grid buttons), as well as Reports > Guest Reports > Daily

Status.
Today’s Daily Reservation Report: This report shows all expected arrivals for
Reservations the desired date. The report defaults to today’s date to quickly show a

list of today’s arrivals.

This can also be found in Reports > Reservation Reports > Daily
Reservations.
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This option: Generates this report:

Today’s Cancellation Report: This report shows all cancellations for today.
Cancellations

Important: If there are multiple cancellations for the same room, this
list will only show one reservation per room at a time.

If you would like to view a different cancellation for the room in this
report, you will need to view the cancellation in Reservations > Select
the arrival date (Calendar) > Cancellations > double-click on the room
number.

This report is also found in Reports > Reservation Reports > Daily
Cancellations.

Reservation Conflict Report: This report is visible when there is a potential conflict
Status with a reservation set to arrive in an occupied room. This shows all
affected room numbers, along with the names and confirmation
numbers for the expected reservation(s).

There are three statuses that may show in this box:
e OK (No conflict)
e Review (Potential conflict that should be reviewed)

e Conflict (Conflict that needs to be resolved manually)

To generate a report:
1. Click any report.

2. Specify criteria (such as whether or not to include dirty rooms or a date range) if applicable.
3. Print.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Home Screen Check-Inn
Messages, Today’s Diary, Today’s Events

You access all three of these features directly from the home screen.

Click in the Today’s Diary box to
open the Diary Editor.

Diary entries are visible for one
day (whichever date you specify
in the date field).

Click in the Today’s Events
box to open the Messages
Editor.

Then, click Edit Events to add
and edit event information.

Click in the
Messages box to
open the Messages
Editor.

Messages remain
visible until you
delete them.

Information you add here
remains visible for the time
frame you specify.
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View last backup status

Check-Inn V6 allows you to have three different backups (A, B, and Manual Backup).

Check-Inn - Logged In- admin (Press F12 1o log out) 2o

Chec" inn. A 5 | You can quickly see the status of each of your backups.

= A automatically backs up to the Check-Inn folder.
Z".’T,i"; - Trr— = B autc_;matically backs up to a location of your
e . choosing.
— . - = Manual Backup is done on demand to a location
of your choosing.

Click each of them (A, B, Manual) to configure the
settings.

Friday, June 19, 2015 - 819 AM

This status: Looks like this:

All backups are successful and up

to date. Auto-Backup A Successful
Wed, Mar 11, 2015 at 8:13 AM

Auto-Backup B Successful
Wed, Mar 11, 2015 at 8:47 PM

Manual Backup Last Completed
Wed, Mar 11, 2015 at 8:36 AM

Backup B has failed.

Auto-Backup A Successful
Wed, Jun 24, 2015 at 8:04 AM

Manual Backup Last Completed
Wed, Jun 24, 2015 at 10:50 AM

Manual backup hasn’t been done

for two days. Auto-Backup A Successful
Sat, Jun 27, 2015 at 10:56 A

Auto-Backup B Successful
Sat, Jun 27, 2015 at 2:56 PM

Manual backup hasn’t been done
for over a week. Auto-Backup A Successful

Wed, Jun 24, 2015 at 8:04 AM
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Home Screen Check-Inn

Update software/countdown to contract renewal

The Update button in the lower left of the home screen allows you to quickly update your Check-Inn
software. It also alerts you when your lease or demo is close to expiring.

o s3aad i i 5255 o o T

1 - - Support
check Inn. _ o
el e e

This status: Looks like this:

An update is available. Update
! Available

1. Click Update.
2. Click Download Update.

The number of days -

until your lease expires. | JESEREEN

The number shown on the button is the number of days left in
your lease. (In this example, you have 11 days left.)

1. Click Lease.
2. Click Renew Service Contract.

The number of days
until your demo expires.

The number shown on the button is the number of days left
before your demo expires. (In this example, you have 51 days
left.)

1. Call Innsoft Sales (800-950-8665).
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CHECK-INN SERVICE AND SUPPORT

This screen enables users to check service contract status, download software updates, and access
Innsoft Technical Support and Sales contact information:

= Access system information
= View support status

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Home Screen

Check-Inn

Access Innsoft support and system information

You can quickly access system information or Innsoft contact information by either clicking the
Check-Inn logo in the upper left or clicking the Support icon in the upper right.

Clicking the Check-Inn logo from any screen in Check-Inn returns you to the home screen.

Check-Inn logo:
Click this from any
screen in Check-Inn
to return to the
home screen.

Clicking Check-Inn
from the home
screen takes you to
a screen showing
system information.

Checkinn - Logged In: admin (Press £12 1o log out)

Support icon

104 - QNS
105 - cast

AuoBacky

1

Tha, Jun 18, 2015 &t 350 PM

pA

hu, Jun 18, 2015 88 3 50 PM

Friday, June 19, 2015 - $19 AM

When you click the support icon in the upper right, the Check-Inn Services & Support screen is

displayed.

Software
version and
release

Check-Inn.

By Innsoft Inc

Service Contract status

Check-Inn Service & Support

Check-Inn Version 6.00 Release 0 Installed

Download Update

Renew Service
Contract button

Support Information

Phone Support: (503) 643-8162
(Press 1 for Sales or 2 for Support)

Email Support:  support@innsoft. com

Support contact
information

Web Support:  www.innsoft com/support
Phone Sales:  (800) 950-8995 / (503) 643-8162

Special Messages from Innsoft

Check-Inn Version 5.00 Release 106 Available button
i Renew Service Contract I

Office Hours: Monday - Friday, 7:00 AM - 4:00 PM (Pacific) E m e rg e n Cy S u p po rt

button
TeamViewer

button

| Done<ESC> |

Wednesday, June 24, 2015 - 12:22 PM

Settings Home Screen

Special messages from Innsoft
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View support status

The color of the support icon in the upper right of the home screen tells you the status of your Check-
Inn software and support contract.
- e Support icon: Clicking this icon
takes you to the Check-Inn
Service & Support screen.

kup Succes:
mm smsussam

Friday, June 19, 2015 - 8:19 AM

This icon: Means this:

Support You have a demo code for Check-Inn and the code is still valid.

&)

Support You have a valid lease or permanent license code for Check-Inn.

G

Suppm‘t You_r_lease code or permanent license code for Check-Inn is close to
= expiring.
()

Suppon

Your demo, lease, or permanent license code for Check-Inn has
expired.

Call Innsoft Sales during normal business hours to renew your lease or
license, or to purchase a new license (800-950-8665).
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Home Screen

Check-Inn

CHECK-INN FUNCTION KEYS

There are seven function keys that you can press at any time to run additional reports:

Press this:
Alt + F1

To access this:

Guest List (by name): Displays all occupied rooms, sorted in
alphabetical order by the guest’s last name. The Guest List shows the
room number, guest name, stay info, rate, payments, running balance,
and remarks (if any).

Alt + F2

Guest List (by room): Displays all occupied rooms, sorted by room
order. The Guest List shows the room number, guest name, stay info,
rate, payments, running balance, and remarks (if any).

Alt + F3

Guest List (by company): Displays all occupied rooms, sorted by
company. The Guest List shows the room number, guest name,
company, stay info, running balance, and remarks (if any).

Alt + F4

Avalilability List: Displays rooms that are available to rent with their
descriptions, including an option to display dirty rooms that are
unoccupied.

Alt + F5

Current Guest Search: Displays the Quick Guest Search window,
which allows you to do a search for all current guests, including extra
people.

Alt + F6

ID Room Order Guest List: Shows a list of scanned images for all
current guests, listed by room order.

Ctrl + F1 and Ctrl
+ F2

Hot Key #1 & #2: Displays customizable Hot Key #1 and Hot Key #2
screens.
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Check-In Reservation Check-Inn

Check-In Reservation

There are two ways to begin the check-in process for guests who have reservations. You can either:

= Locate the guest’s reservation on the grid and double-click (or right-click) on their name. Skip
to step 4, below.

= Locate a guest using the Check-In Reservation button on the home screen.

Use the Check-In Reservation button

1. Click Check-In Reservation.

@ Check-Inn - Logged i admin (Press F12 1o log out)

- Support
Check-inn. . -

HIGHER RATES 0A.
ResetDate I it
— T — [ - ]

|

Room Tips [l <+~ 6/18/2015

Friday, June 19, 2015 - 8:19 AM

The Check-In Reserved Room screen is displayed.

Check-Inn =

o =
Check-Inn. Check-In Reserved Room s"ig"
bt

e . 2 Reservations =
Chackin Monday, May 18, 2015
Room Search [ROOM NUMBER OR GUEST NAME

Select room(s) - hold ctrito select more than
ane.

06110115 (23 Days)

Quick Checkin <F12> Select <F10>

2. Decide whether you want to use the Quick Check-In process or the traditional check-in process.

You may want to use the Quick Check-In process if you are very busy and need to quickly get the
guest—or group of guests—checked in. At a later time, update the guest information on the Guest
Screen.
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Check-In Reservation Check-Inn

If you want to: Then do this:

Use the Quick Check-In process 1. Click to highlight the name of the guest you are checking in.

Note: If you are checking in multiple guests, hold down the CTRL ke
and click the name of each guest.

2. Click Quick Check-In.
3. Click Yes to verify that you want to check the guest in.
The guest is checked in.

See Quick guest check-in for more information.

Check in the guest using the traditional | Continue with step 3, below.
method

3. Double-click the guest’'s name from the list of reservations.
Note: You can search for the guest’s name in the Room Search field using the guest’s last name.

If you have an ID scanner and have it set to scan at the start of the check-in, the Scan Guest ID
screen is displayed.

- o

Check-Inn

You may scan uptofou images pr room.Cick o the o delte an mage: Dl cickon 1 moge 10 eniage
i mages <£2> [ oo

Monday, May 18, 2015 - 10:40 PM

4. Scan the guest’s ID.
5. Click Done.
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Check-In Reservation Check-Inn

The Check-In/room number screen is displayed.

Check-Inn &

& «
Check-Inn. Check-In/ 101 QQNS s"’g“
By Innsoft inc

Checkan
A RN Guest# 1711077
X
g‘ ekt
Walkin T —
LastName [[[EDEE FirstName SARA F2 Change Room

l Chask O Address line 1

F3 | Checkdn Da
@ Cuasts ciy State Zip Code i
= Country Phone 3868888888
| ] Casn Regater
= Company «| Emai F4 | SearchMaster

ﬂ e Remarks

Ral Mghts |5 = [HideRoomand Clerk |y
s@ = ale 7400 | |ADV Nghts : ke oo o MM 5 Copy Last

Credit Card Information

i"; (e Card Number Ep
Vehicle Information Fit

% Setiig Wake License State
In: Monday, May 18, 2015 Out: Saturday, May 23, 2015

Remarks

il Lock® Fi12 Extra People
B

ScaniD Continue <F10> Cancel <ESC>
&) e

Monday, May 18, 2015 - 1254 PM

6. Enter guest information on the Check-Infroom number screen.

Note: If you are using an advanced scanner and the guest has a 2D barcode on the back of their
ID, scanning the guest’s ID on the Scan Guest ID screen automatically completes the address and
license fields on this screen.

In this field: Do this:

Company name If the guest’s company will be billed for his or her stay through
Accounts Receivable, select the company name from the Company
drop-down list.

For information on adding a company to this list, see Group
billing/create a company.

Remarks Add remarks here if you want them to show on a Guest List.
Clerk Enter your initials.
Card Number/Exp You have two options for entering credit card information:

= If you have a magnetic stripe reader: Swipe a credit card on
the Guest Check-In screen and it will auto-fill the credit card
information.

= If you do not have a magnetic stripe reader: Type the
number manually. If the number entered is not a valid card
number (either you mistyped, or it's not a correct card number),
you will see an “INVALID” message to the right of the credit
card number.
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Check-In Reservation Check-Inn

In this field: Do this:

Make/License/State | Enter this information.

= You may use these slots in any manner you would like. (For
example, driver’s license number, passport number, license
plate number, etc.)

= If you swipe the guest’s ID, the guest’s name and license
number are filled automatically.

7. Use buttons on the right of the screen as needed.

Check-inn =5

)
Check-Inn. Check-In / 101 QQNS Support
By st c (]

nnnnnnn

Guest # 1711077 a

LastName [[EN[E8 | FstName SARA F2 m

oy

T = e Fa | Checkin Date

|7 D -

Rate 7400 | [ADV. uqrvsc ,‘:“ ,,., .,,,:%:‘Ff}mm Clerk MM 5 Gopy Last

e V'hlclolnfomla::: ‘ . Fi1 Remades

In: Monday, May 18, 2015 | Out: Saturday, May 23, 2015 = e

" ScaniD Continue <F10> Cancel <ESC>

Click this button: To do this:

Change Room Change the guest to a different room.

Check-In Date Change the guest’s check-in date to a past date.

Copy Last Copy information onto the Guest Screen from the last guest you viewed.

Remarks Enter remarks as needed.

Extra People Add additional people to the folio. See Extra people for more
information.

8. Enter or confirm rate information in the Rate field. See Setting Up Rates for more information.
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Check-In Reservation Check-Inn

Note: Specific icons may be displayed in the lower left of the Reservation screen.

This Indicates this:

An advance deposit was taken when the reservation was made.

’!* é: | You scanned the guest’s ID.

Sz ( A travel agency is associated with the guest’s stay.
|

E An extra person/people have been added to the folio.

There is information in the Remarks screen.

L.‘ This is a split room.

(Split
room)

9. Click Continue.
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Check-In Reservation Check-Inn

The Cash Register screen is displayed.

)

2 Check-Inn
_Check-lnn. Cash Register / Check-In JONES, SARA S“Ig‘

Phone Credit Travel Agency Authonze Card x

Transaction Type | Amount |
ETN Batance 41875 TRxAmount: 990

New Balance: 418.75

Enter Charge / Payment
] T ) Jelete fom R Repeating Charge

Select Payment Type SPC
F1 Phone F2 Room Deposit F3 CRERAB F4 NEWSPAPER
F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND

F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CARWASH

Rm: 101 Rate: $80.66 incl. tax Continue <F10> | Void Sale <ESC>

Monday, May 18, 2015 - 10:13 PM

10. Enter payments or miscellaneous charges as needed. See Cash Register/Guest Screen for more
information.

11.Click Continue.
A print preview of the guest’s folio is displayed.

12.Print or email the folio as needed.

Select a page range

If your property
has a signature PrintPages 1 = -1
pad, you can ' : . :
click Sign to # Sign H Print \ Print 2x ’ ’ Email I Done ]
have the guest — LS| F2| F4 LF8| F10/
sign using the
signature pad.
Print one copy  Print two copies  Email the list Click Done

13.Click Done.

For more information on checking in a guest, see Check-In Walk-In.
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Check-In Walk-In Check-Inn

Check-In Walk-In

Use this feature to check in guests who do not have a reservation.

There are two ways to begin the check-in process for guests who do not have a reservation:

= From the grid, locate an available room on the current date. Right-click on the cell associated
with that room and choose Check-In.

= Locate a guest using the Check-In Walk-In button on the home screen.

From this screen you can complete the following tasks:
= Check in a walk-in guest
=  Check in a split room
= Use room selection options
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Check-In Walk-In Check-Inn

CHECK IN A WALK-IN GUEST

Follow these steps to check in and add rate information for a guest if he or she does not have a
reservation:

= Enter quest information
= Enter rate information

Enter guest information

There are two ways to begin the process of checking in a walk-in guest:
= Use the grid

= Use Check-In Walk-In

To use this

method:

The grid 1. On the grid, right-click today’s date, and click Check-in.

(Alternately, you can double-click today’s date and answer No to
making a reservation.)

Support
Check-inn. (.

No Events Scheduled
Room Type |« §6232015 v+ Expana Gna 0
Daily Status Fs | Retresh Grio . eeeeeeee Print
Unaias :
[EG ]|
E‘ L) 624 626 i
WECETIN | e | W | | fa | Se ’
=

SMART, WA

23-cosw NG 5 Tue, Jun 23, 2015 a 2.06 P

< >
Reomtumber Sort Guzrantees  IEEYEN

Wednesday, June 24, 2015 - 1269 PM

The Quick Search Check-In screen is displayed

Check-In Walk-In 1. Click Check-In Walk-In on the home screen.
button
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Check-In Walk-In Check-Inn

To use this Do this:

method:

< Check-Inn - Logged In: admin (Press F12 to log out) - =

WIGHER RATES 0.

Room e 0162015 D BT “
Cloan. g

#5 | Rafresh Gag ResstDate

June 2015

:Ej:

uce
i 1 Jun 18, zo|snsom

Frday, June 19, 2015 - 819 AM

The Check-In Room Selection screen is displayed.

Check-Inn - Logged In: admin et

Check-lnn Check-In Room Selection S“‘g"

y Innsoft Inc

“ il »
Wednesday, June 3, 2016 ‘ F4 | Change Room Status
w-k-h

‘ Room Search |ROOM NUMBER OR DESCRIPTION J ‘ FS Clean All Rooms:
Select raom(s) - hold shift or cir whil cicking
7 ) rooms.

to select (or unselect) mutiple ‘ L7t .

Rm. # Room Status. Room Type Next Reservation

| 06/1015 (7 Days)
802 <Clean> Not Reserved
500 <Clean> KNS Not Reserved
105 =<Clean> Qasm Not Reserved
10 <Clean> Qans Not Reserved
"2 <Clean> Qans Not Reserved
16 | <Dity> Qans Not Reserved
18 <Clean> QQNS 06/1015 (7 Days)
19 <Clean> Qans Not Reserved
120 <Clean> QaNs 06/10115 (7 Days)
121 <Clean> aasm Not Reserved
122 |<Clean> aasm Not Reserved
124 |<Clean> aasm Not Reserved

Quick Checkdn <F12> Select <F10>

Wadnesday, June 3. 2015 - 11:10 A

2. Double-click on the desired room or type a room number or room
description in the Room Search field. If you use the Room Search
and it locates the room for you, click Select.

Complete the process using one of the processes shown on the following pages.
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Check-In Walk-In Check-Inn

If you have: Then:

Selected Quick The Quick Search Check-In screen is displayed.

Search for repeat . corims _—
guests in Colors & EEERRRW  Quick Search Resenvation ___ \g3

el -
Preferences R e it

L Fest Name.
2o Name of he guest you woud ke o fird.
W

l“a—th‘
B e

ﬁw

L5 oy
{1 e
R
@'I.:ml

6o o Aanced Sesch Dore <100 Close <£5C»

Guas: Narme Phors |z Checkin

(Note: If you are using an advanced scanner, you can choose to
bypass this screen and scan the guest’s ID instead, which should
populate the guest information screen.)

1. Type the name of the guest you are searching for.

2. If the desired guest appears in the list, double-click to select his
or her record.

Note: To get more information about a guest’s previous visits or for
help pulling up guest records, use the Advanced Search feature.
The Advanced Search button is in the lower left of the screen. For
more information see Advanced Search.

Information from the guest’s previous stay (not including credit card
information) is added to the Check-In/room number screen.

At the top of the screen, a box displays the room number, room
rate, date, and number of nights the guest stayed on their last visit.

@ Check-Irn A5
EUEESNUW  Checlcin/1260aNs  \gy
s
oy
s
]g et
2
ﬂ'u

E Taedraahims.
U Feputs
Hew

ol geckd
o

F2 Ghange Room

aaaaaa Continve <10 Cancel <£SC>
LSk el

3. If you are unable to locate the guest through the Quick Guest
Search feature, click Done, and follow the steps below to enter
guest information on the Check-In/room number screen.
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Check-In Walk-In Check-Inn

If you have: Then:

Not selected Quick 1. Enter guest information on the Check-In/room number screen.

Search_for repeat Note: When you enter the ZIP code, Check-Inn auto-fills the city
guests in Colors & and state

Preferences
Checicinn. ACTRC T

kit
Sxconsmn Guest# 1851078

2. If the guest’s company will be billed for their stay through
Accounts Receivable, select the company name from the
Company drop-down list. See Group billing/create a company
for more information.

Enter your initials if required.

4. Enter the credit card information. You have two options in
entering credit card information.

= If you have a magnetic stripe reader, you may swipe a credit
card on the Guest Check-In screen and it should auto-fill the
credit card information.

= If you do not have a magnetic stripe reader, type the number
manually. If the number entered is not a valid card number
(either you mistyped, or it’s not a correct card number), you
will see an “INVALID” message to the right of the credit card
number.

5. Enter the guest vehicle information. You may use these slots in
any manner you would like (for example, driver’s license
number, passport number, license plate number, etc.). If you
swipe a driver’s license with a magnetic stripe, the guest’s
name and license number will be filled automatically.

6. Press F11 or click the Remarks button to add guest remarks
and marketing codes. See Enter remarks and marketing codes
for more information.

7. Press F12 or click the Extra People button to add extra people
to the room. See Extra people for more information.
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Check-In Walk-In Check-Inn

Enter rate information

(Note: See Setting Up Rates for information on setting up room rates.)

1. On the Check-In/froom number screen, click in the Rate field.
The Daily Room Rates window is displayed.

Daily Room Rates

Nights 1 5 Aduits 1 = Children 0
TaxExempt  Non-Exempt v Pets 0
Rate Duration | Daily v

Rate Description Amount 1
RACK 79.95
AAA 72.00

Done <F10= Display Rates Custom Rates <F8>

Select the number of nights the guest is planning to stay in the Nights field.
Select the number of adults, children, and pets in the corresponding fields.
Select the tax exemption type in the Tax Exempt field if the guest is exempt.

a bk~ 0D

Select the duration of the guest’s stay (Daily, Weekly, Monthly, or Package) in the Rate Duration
field.

6. Set the room rate using one of the following methods:

If you: Use this method:
Need to set a new User defined

rate 1. Click USER DEFINED in the Rate Description column.

2. Type the rate amount in the Rate field.

3. Click Done.
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Check-In Walk-In

If you:

Want to use an
advanced or basic
rate that you have
already set up

Check-Inn

Use this method:

Advanced or basic rate

1. Click the desired rate shown in the Rate Description column.
2.

See Setting Up Rates for information on setting up these rates.

Click Done.

Want to set a
different rate for
each day (you might
use this for the
Weekly, Monthly, or
Package stays)

Custom rates

1. Click Custom Rates (F8).
The Custom Room Rates window is displayed.

2.

Enter the dollar amount in the field next to each date that
applies to the guest’s stay.

3. Click Done.

4. Click Display Rates to verify that the rates are correct for the

guest’s entire stay.

Remarks

Rate [ ADV| Nights 1

= J|[CJHide Room and

Credit Card Information

Clerk

Tax on Folio

Card Number

Exp. ‘ ‘

7. Determine whether or not you want the room rate and tax total to appear on the guest’s folio.

Note: Hiding the room and tax information is often preferable for third-party Internet bookings.

If you:

Want the room rate and

tax total to appear on the

guest’s folio

Then do this:

unchecked.

Leave the “Hide Room and Tax on Folio” check box

Do not want the room rate
and tax total to appear on

the guest’s folio

Click to select the “Hide Room and Tax on Folio” check box.

8. Enter the guest’s credit card information in the Credit Card and Exp. fields.

Note: The field to the right of the Exp. field will display the credit card type after you enter the
credit card number.

9. Enter the guest’s vehicle information in the Vehicle Information section.

10.Click Continue.

The Cash Register screen is displayed.
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Check-In Walk-In Check-Inn

9 Check-Inn =)
Check-Inn. Cash Register / Check-In BLUE, JOE S“’g"

Phone Credit Travel Agency Authorize Card x

ek __Transac tion Type. Amount |
i Wity P2l Saiance 160.96] Tax Amount: 0.00
L e
New Balance: 160.96
&
Enter Charge | Payment
]__.i Canh Raguter Amount || D Delete ftem R Repeating Charge
ﬂ = Select Payment Type SPC
F1 Phone F2 Room Deposit F3 CRIBRAB F4 NEWSPAPER
{5 Resenations
== F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
o
. F9 ADJUSTMENT F10 EVENT FEE F11 UFTTKT F12 CAR WASH
SR sutmge
Al Lk
(E4 ="
!}_9 pdars Rm: 123 Rate: $78.48 incl. tax Continue <F10> | | Vioid Sale <ESC>

Tuesday, May 19, 2015 - 9:33 Al

11.Enter payments or miscellaneous charges as needed. See Cash Reqister/Guest Screen for more
information.

12.Click Continue.

A print preview of the guest’s folio is displayed.

13. Print or email the list as needed.

Select a page range

If your property
has a signature

pad, you can Sign Print Print 2x Email Done
click Sign to — [s] [F2] [F4] 'Fe] F10)
have the guest

sign using the
signature pad

PrintPages 1 = -1

v

Print one copy  Print two copies  Email the list Click Done

14.Click Done.
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Check-In Walk-In Check-Inn

CHECK IN A SPLIT ROOM

You can use the split room feature when you need to have two receipts (for two people), for one
room. For example, if two business associates are sharing a room, they may each need a receipt for
their portion of the cost of the room. The split room feature splits the cost of the room and allows for
separate folio/receipts.

Before checking in a split room, you first need to create a split room (Settings > Rooms & Rates >
Add Room > type a room number with S in front of the room number); include “Split room” in the
room description.

Note: All properties purchase their Check-Inn license based on how many rooms they have or want.
A split room counts against this number, even though it’s not a physical room. You will only be able to
create split rooms if you have available rooms in your Check-Inn license room count.

1. Click Check-In Walk-In.

4 Check-Inn - Logged In: admin (Press F12 to log out)

- Support
check-inn. G -

Fiday, June 19, 2015 - 8:19AM

2. Select a split room from the list of available rooms and either Press F10, click the Continue
button, or double-click on the split room.

Note: You may search for a room by typing the room number or room description in the Room
Search field. All split rooms must have an “S” before the room number.

A split room is always the second room checked in. You check the first guest into the “regular”
room number (for example, room 101), and then check the second guest into the split room
number (for example, room S101).

3. Enter the guest information. See Enter guest information.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Check-In Walk-In Check-Inn

4. Click Change Room.
The Change Check-in window is displayed.

-
Check-Inn - Logged In: admin

Change Check-in

1 E Change Room Number i

2 [ Create Key Card J

i > Split Room |

Close <ESC> f

5. Click Split Room.

D Chuskln - Loggud e i =&

Check-Inn. £ Check-In / S202 SPLIT ROOM 2
e

Guest # 4661300

m |
FistName  TED LestNeme  MORRIS F2 |  Ghange Room
|
Addressine | 165 WEST AVE
Addross ine 2
" F3 | Check-In Dalo l
City  BEAVERTON| checiinn - Logged in admn {7005 |
Country Change Check.in
c
i - " i
Remarks  SPLIT
2 Spit Rogen
Refe 3500 [AD! | Sopy Last
Close <ESC~ ¥
Gard Number L.
Vehicle Information il i
Wake FORD F150 License State
| in:Friday, June 12,2016 | out: Saturday, June 13, 2015
i F12 Extra Peaple.
| Scan ID Coninue <F 10> | Cancel <ESC> l ‘

The Split Room Selection screen is displayed.

Check-Inn - Logged In: admin

Split Room Selection

Select the room that the current guest will share.

| NONE na
106-SAMPLE, JUNE MARIE i
110-SMITH, CAROL

L. 121-GENDRY, VICTOR ﬂl

6. Use the drop-down list to select the room the guest will share.
Note: You cannot select Conference or Split rooms.

7. Click Done.
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Check-In Walk-In Check-Inn

An icon showing a square divided into four sections is displayed.

By Ea
The master room has a red section , and the split room is entirely blue To view the
guest names for the room click Change or double-click the icon.

8. Click Continue.
The Cash Register screen is displayed.

9. Complete the check-in process. See Cash Register/Guest Screen for more information.
10.Click Continue.
A print preview is displayed.

11.Print or email as needed.

Select a page range

If your property
has a signature

’ PrintPages 1 = -1

pad, you can Sign Print Print 2x Email Done

click Signand __ 3| = Fa 2 F10

have the guest ‘ : :

sign using the

signature pad Print one copy  Print two copies  Email the list Click Done

12.Click Done.
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Check-In Walk-In Check-Inn

ROOM SELECTION OPTIONS

This section has information on using the following features:
= Quick guest check-in
= Search for a room
= Change a room’s status
= Set all rooms to Clean

Quick guest check-in

You may use Quick Check-In for a guest with or without a reservation. If you use Quick Check-In, be
sure to return to the Guest Screen at some point to complete the guest information, if necessary.

= If the guest had a reservation, you may need to make a payment or change/add to information
taken when the reservation was made.

= If the guest did not have a reservation, the guest name will be “Check-In, Quick” and a rate of
$0.00 is assigned.

1. Click Check-In Reservation or Check-In Walk-In.

Friday, June 19, 2015 - 8:19 AM
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Check-In Walk-In

Check-Inn

If you clicked: Then do this:

Check-In Reservation

The Check-In Reserved Room screen is displayed.

- omm

@ Check-lnn
Check-Inn. Check-In Reserved Room Su;g«

=
5 s

1. Click to highlight the name of the guest you are checking in.

Note: To Quick check-in multiple rooms, hold down CTRL and click each room ya
to select.

2. Click Quick Check-In.
This message displays: “Quick check-in all selected rooms?”

3. Click Yes.
The guest is checked in.

Check-In Walk-In

The Check-In Room Selection screen is displayed.

Checkeln - omEm

@ Checkelnn
Check-Inn. Check-In Room Selection S"“s“
by

san2

1. Type the room number or room description you are looking for in the Room Se
field.

2. Click to select the room you want to assign to this guest.

3. Click Quick Check-In.

This message displays: “Quick check-in all selected rooms?”

4. Click Yes.

5. The guest is checked in.

Note: Be sure to complete the guest information during your shift.
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Check-In Walk-In Check-Inn

Search for aroom

Use this feature to search for available rooms. You can search by room number or room description.

1. Click Check-In Reservation or Check-In Walk-In.

) Check-Inn - Logged In: admin (Press F12 to log out) el

- Support
check-inn. G

Room Tps [l +-16/1812015 |—I Expand G
E
Thu o1

Friday, June 19, 2015 - 8:19 AM

If you click: Then:

Check-In The Check-In Reserved Room screen is displayed.
Reservation

1. In the Room Search field, type the room number or guest name you
are looking for.

= |f the room is found, the selection bar moves to the desired room.

= If the room is not found, the “Room not found.” Message is
displayed. Click OK.

Check-In Walk-In | The Check-In Room Selection screen is displayed.

1. Type the room number or room description you are looking for.
= |f the room is found, the selection bar moves to the desired room.

= |f the room is not found, the “Room not found.” Message is
displayed. Click OK.
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Check-In Walk-In

Change a room’s status

1. Click Check-In Walk-In on the home screen.

< Check-Inn - Logged In: admin (Press F12 to log out)

check-inn. G
y inn
HIGHER RATES O.A.

oomtwe J<J0152015 D BT “

aiststus Ml F5 | Rofresh Gao Date

kup B Succas:
Thu, Jun 18, 2015 at 3:50 PM

.......

Frday, June 19, 2015 - 819 AM

The Check-In Room Selection screen is displayed.

Check-Inn - Logged In: admin

<9
Check-Inn. Check-In Room Selection S“g"

8y Innsoft Inc

e

13 Raoms.

Wednesday, June 3, 2016 F4 | Change Room Status

Room Search [ROOM NUWBER OR DESCRIFTION 5 Clean All Rooms

Select 1oom(s) - hoid shitor ctl whie clicking
rooms.

to select (or unselect) multiple: 9 Status Screen

Rm # Room Status Room Type Next Reservation
06/10/15 (7 Days)
602 |<Clean> Hot Reserved
500 | <Clean> KNS Not Resenved
| 105 <Clean> Qasm Not Resenved

[ o aans Not Reserved
2 aans Not Reserved
| e« aans Not Reserved
18 |<Cleans aans 06110115 (7 Days)
[ 119 <ciam aans Not Reserved
120 |<Clean= aans 0610415 (7 Days)
| 121 |<Clean~ aasm Not Reserved
[ 122 <ieans casm Not Reserved
[ 124 <Cioan aasm Not Reserved
Quick Checkdn <F 12> Select <F10>

Wadnesday, Jus 3. 2015 - 1110 AM
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Check-In Walk-In

If you want to:

Change the room
status of an
available room
that is not
reserved

Check-Inn

Then do this:

1. Click to select the room whose status you want to change.

Note: The room types are color coded to show their status.
(Green = Clean; Blue = Dirty; Red = Not Available).

2. Click Change Room Status.

Checkim - Logged i admin - oIEl

£
Check-Inn. Check-In Room Selection 5"'3"

Room 3t 13 Ll
ro| S Somen

Hest Reservition
081015 (7 Days)

Room type

Quiek Clwckn <122

T

The room’s status changes between Clean, Dirty, and Not Available.

3. Continue clicking Change Room Status until the desired status is
displayed.
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Check-In Walk-In Check-Inn

If you want to: Then do this:

Change the room 1. Click Status Screen.
status for any room
(available, not

available, reserved)

Checkn - Logaed In admin - Il

2
Check-Inn. Check-In Room Selection 5"'3"

The Change Room Status screen is displayed.

Note: The room types are color coded to show their status.
(Green = Clean; Blue = Dirty; Red = Not Available).

Checkim - Legged in: 36 - Kl

o e In: adrmin =
Check-Inn. Change Room Status 5":’"6"
e

oun 2itooms
rET -

b

DescRPTON —
9

5
a

Room status

K <Dry>
aans <HOT AVAILABLE

oo = Room type

<Dty
109 CHECKAN, GUICK Qans Ditye

2. Click to select the room whose status you want to change.
3. Click Change Room Status.

The room’s status changes between Clean, Dirty, and Not
Available.

4. Continue clicking Change Room Status until the room
displays the desired status.
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Check-In Walk-In Check-Inn

Set all rooms to clean

Note: Do not do this after check-in time, as your Housekeeping Reports will be wrong for the next
day.

1. Click Check-In Walk-In on the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out)

gheck-lnn.
o

Auto-Backup B iccasshul
Thu, Jun 18, 2015 at 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Check-In Room Selection screen is displayed.

2 pr S e e =g
Check-Inn. Check-In Room Selection S”'g“
o

13 Rooms. =

Wednesday, June 3, 2016 F4 | Change Room Status

Room Search [ROOM NUBER OR DESCRIPTION

Select ro0mis) - hoid shitor cis while clicking
to select (or multiple rooms.

Room Type

EE i 20 | <Clean aans 06710115 (7 Days)
S 121 |<Ciean~ aasm Mot Reserved
ons 122 |<Clean> aasm Not Reserved
a 124 |<Clean> aasm Not Reserved v
_ Quick Checkin <F12> Select <F10>

Wadnesday, Jus 3. 2015 - 1110 AM

2. Click Clean All Rooms to change all unoccupied rooms to Clean.
A message is displayed asking, “Set unoccupied rooms to CLEAN?”

3. Click Yes.
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Guest Screen Check-Inn

Guest Screen

The Guest Screen allows you to change a guest’s room number or check-in date, add or edit guest
charges and payments, access guest messages and guest reports, delete guests, and reinstate
guests checked-out today.

Access the Guest Screen by double-clicking the name of a guest who is currently checked in on the
grid. You can also access this screen by clicking Guests > searching for room number or guest >
Select.

Note: To change financial information for a guest who is no longer in the Guest Screen, please see
Daily Audit.

From the Guest Screen, you can do the following once you have checked the guest in.
= View and print a guest’s folio
= Post charges/payments
= Change a guest’s room humber
= Change the check-in date
= Make corrections to past days’ charges (Edit bill)
= Change a guest’s rate
= Change a guest’s rate duration
= Hide the rate on the guest’s folio
= Enter remarks and marketing codes
= Add or edit extra people
= Delete a guest from the system
= Reinstate a guest
= Edit phone calls and charges
= Make changes to information for a current guest
= View and print guest reports
= Print reqistration cards
= Print ID guest list
= Print the Daily Status Report
= Recalculate phone calls
= View, enter, or edit guest messages
= Print folios for multiple guests
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Guest Screen Check-Inn

VIEW AND PRINT THE GUEST FOLIO

View or print the folio

You may view and print the guest’s folio from the Guest Screen.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 1o log out) S

E)
y Support
Check-inn. G -

innsoft Inc.
HIGHER RATES OA.

Room ps [l «-§6/1812015 v Expand Grid

= | o Wl e W

June 2015
e 519 620
Thy Fr sat

Friday, June 19, 2015 - 819 AM

The Guest Screen is displayed.

) Check-Inn =0
Check-Inn. Guest Screen / 106 QQSM St
By imsaftnc (i)
 Guest#51038
=

Last Name FirstName ALICE F2 New Room

Address fine 1

Address fine 2 £ e

o Seate Z9.Code F4 Edit Bil

Country Phone

Company +| Email 5 | CashRegster

Remarks

F6 Check-n Date
</ [1Hide Roomand Clerk
Rate 7995 [aDVi Mights (50 3 Tax on Folio

F7 | Delete Guest
Credit Card Information
Card Number Exp F9 | Phone Charges
Vehicle Information

Make License State L Remarks
| In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015 A
| Running i $980.45

SeanlD | Continue <F10>

[ Rt iroil

Tuesday, May 19, 2015 - 12:10 P

2. Click Guest Statement.
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Guest Screen

Check-Inn

The Guest Statement screen is displayed.

9 Check-Inn -
Check-Inn. Guest Statement St
By Innsoft Inc. 6
s
Chackin u
‘ e
= : F2 Projected Summary F6 Incidental Folio

A oo e
g Gt Hagton ] F3 Projected Detailed F7 Room Rental Folio
G
[s] mesemons | F4 Running Summary F8 Registration Card
O |
% i) ‘ F5 Running Detailed Fo Signed Documents

fal Loonk

a

— S ‘  Include Phone Detail
[

3. Click to select the “Include Phone Detail” check box if you want to include phone details in the

folio.

Tuesday, May 19, 2015 - 1248 PM

4. Click to select the type of folio you want to print.

This type of
folio:

Displays this information:

Projected A summary of all charges until the end of the guest’s stay, as well as
Summary any payments made up to the current date.

Projected A detailed listing of all charges and payments up to the current date as
Detailed well as a summary all future charges until the end of the guest’s stay.
Running A summary of all charges and payments that have taken place from the
Summary beginning of the guest’s stay to the current date.

Running A detailed report of all charges and payments that have taken place
Detailed from the beginning of the guest’s stay to the current date.

Incidental Folio

Miscellaneous and phone charges for the days they occurred. Hides all
payments.

Room Rental
Folio

All lodging charges. Hides all payments, miscellaneous, and phone
charges.

Registration
Card

Guest information, including room number, name, contact information,
arrival and departure date, and vehicle information.

Signed All documents the guest has signed.

Documents
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Guest Screen

The selected folio is generated and the print screen is displayed.

5. Print or email as needed.

If your property
has a signature
pad, you can
click Sign to
have the guest
sign using the
signature pad

6. Click Done.

1

Select a page range

Check-Inn

-

Print Pages 1 = -1

Sign
S|

Print Print 2x Email Done
F2| Fé4| F6 F10|

Print one copy  Print two copies  Email the list

Settings Home Screen

Check-In Reservation Check-In Walk-In

Click Done

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out Stand-Alone Cash Reqister

Reservations
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Guest Screen Check-Inn

POST CHARGES/PAYMENTS

You can quickly post charges or payments to a guest’s account:
= Apply a charge to a quest’s account
= Apply a payment to a quest’'s account

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Guest Screen Check-Inn

CHANGE A GUEST’S ROOM NUMBER

1. On the grid, right-click a checked-in guest, and click New room.

Check-inn. . -

No Events Scheduled

Foom Trpe -« Q61242015 Expand Grid

s stanis [P | Rorecn “. Pt
o o

Wed, Jun 24, 2015 al 225 P

Wednasday, June 24, 2015 - 226 PM

2. The New Room Selection screen is displayed.

@ Check-Inn T
i Support
Check-Inn. New Room Selection PP
)
T
’. " Room 9 of 28 [ ]
| Cheokin Tuesday, May 19, 2015
- e { Select the new room
= Room Search |QQsh gt e
S omekon CurrentRoom: 110
Rm# | Guest Name RoomType | Balance Depart Next Resv.
- 101 | JONES, SARACIO QaNs 000  Today 0611015
Q i 802 <Clean> Not Reserved
> 500 | CHECKAN QUICKCIO KNS 000  Today | NotReserved
ﬂ Autt 601 CHECKIN QUICK K 57700 Today | NotReserved
E 102 |CHECKIN, QUICK [ele) 12400  Today | NotReserved
@ Hovamateon 126 |HARVEY, AMY QONS 41112 5242015 | NotReserved
— 103 |GUY, DUDE IR1QaNS 229665  Today |NotReserved
LU=
00 o o004 oday Tt Reserved
% G 107 s [RIQQsM 67074  Today | NotReserved
T 108 | JONES, JANE [RIQQsK 41691 Today | NotReserved
Eaji= 109 |CHECKAN, QUICK Qans 200 5202015 | NotReserved v
m Select <F10>

Tuesday, May 19, 2015 - 11.29 AM

3. Use the Room Search field to find the room you want.
Double-click the new room.
A message is displayed alerting you that the room you selected is dirty and/or asking if the guest’s
current room is clean.

5. Answer any questions that appear on the screen.
(If you are interfaced with a keycard machine, a message is displayed reminding you to create
new key cards for the guest.)

6. Click OK.

A message may be displayed, reminding you to check to ensure that the room rates match the
new room.

~

Click OK.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Guest Screen Check-Inn

8. Click Continue.

9 Check-Inn - o lEN
Check-Inn. Guest Room Selection Suggn
By nc

Guest 7 of 25 | ]
Tuesday, May 19, 2015 F2 Guest Reports.
Room Search [ROOM NUMBER OR GUEST NAE 73 || Recalculate Phones
Select room(s) - hold shit or crl whie clicking
to select (or unselect) multiple rooms. F& Guest Messages

Rm# | GuestName | RoomType | Baance | Depan | NextResv |~
101 JONES, SARACI QQNS 0.00 Today 061015

500 CHECKIN, QUICK GO KNS 000 Today | NotReserved
501 CHECKN, QUICK K 57700 Today | NotReserved
102 CHECKAN, QUICK Qans -12400  Today | NotReserved
128 HARVEY. AMY Qans 41112 5242015 | Not Reserved
103 GUY, DUDE+ [R] QQNS 239665  Today | NotRReserved
105 [FRANKLIN, THOMAS |QQsM 62095 Today [ NotReserved
108 BROWN,ALICE Qasm 98045 Today | NotReserved
107 [M]PINK, SAM+ [R] QQsM 67074 Today | Not Reserved
108 JONES, JANE+ [R1QQSM 41691 Today | NotReserved
109 CHECK-IN, QUICK QQNS 200 5202015 | Not Reserved
m FGHFGBH QQNS 099 Today Not Reserved
113 DOE, JOHN aans 000 Today | NotReserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1129 AM

The Guest Room Selection screen is displayed, showing the guest in the new room.
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Guest Screen Check-Inn

CHANGE THE GUEST’S CHECK-IN DATE

If the guest’s check-in date is incorrect, you may change the check-in date in the Guest Screen. This
is useful if you forget to enter the guest into the system or if you are allowing an especially early
check-in time.

1. Double-click the guest’s name on the grid.

) Check-Inn - Lagged - admin (Press F12 to log out) - o

Check-inn. . -

Room e ..am;ms Expand Grd |“

DaiyStats [ Fs | Revesncio [ ReserDae

The names of guests who are
checked-in display in green.

Auto-Backup A
Thy, Jun 18, 2015!!3509M

Auto-Backup B Succes:
Thu, Jun 18. zmsmssam

Frday, June 13, 2015 - 8:19 Al

The Guest Screen/(room #) is displayed.

Check-Inn. Guest Screen / 107 QQSM S“'g“
By IC.

Chec
ﬂ m..:f,, Guest # 1361072
% x
&g —
LastName | PINK| FirstName | SAM F2 New Room
l\ OhickDi Adaress line 1
i W F3 | Guest Statement
& Buests City State Zip Code 4 ot Bil
e - Country Phone
[ e y Company V| Emai F5 | Cash Register
Remark

ﬁ Autt . 6 || CheckinDate

g 3 < [s0 [ [HideRoomand Clerk

@ Resaraions Pl 000 ROV Mo 190, B) ool F7 | Delete Guest

Credit Card Information
tJ] o Gard Number Exp. F9  Phone Charges
Vehicle Information
:% S Make License State Fil Remarks
: We 3 , 201 The 3 , 201:

T I Wednesday, May 6. 2015 Out Thursday June 28,2065 | L1y | ppene
m Ext Running Balance: $72.00 Projected Balance: $§72.00

@ i }(@_’A ScanlD || Continue <F10>

lodato

2. Click Check-In Date.
The Check-In Date window is displayed.

r
Check-Inn

Check-in Date
Enter Date [+

OK <F10> ] l Cancel <ESC>

ﬂ
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Guest Screen Check-Inn

3. Click the down-arrow next to the current check-in date and use the calendar to select the new

check-in date...
The check-in date calendar window is displayed.

« ‘ Jun 2015 ’ » f;]l(iacl:n'g]rir?rrows to change
Sun Mon lue Wed Thu Fn Sat

31 1 2 3 4 S

()]

& o 9 10 1 12 33
m1s 16 17 18 19 20
——— Click to select the date
21 22 23 24 25 26 27
28 29 30 1 2 3 4
S 6 7 8 9 10 1"

-

Today - Sun 6/14/2015

4. Click Done.

Check-In Walk-In  Guest Screen Audit
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Guest Screen Check-Inn

MAKE CORRECTIONS TO PAST DAYS’ CHARGES

Edit a guest’s bill
To correct a mistake on a guest’s bill, make changes using the edit bill feature.

Note: Edit bill is almost always used to correct mistakes on past days. To correct mistakes from the
current day, use Cash Reaqister instead.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 to log out) el

9
Check-inn. S -

HIGHER RATES 0A.
s == - [N
e~ N

Room ps [l -1 6/18/2015

Daily Siatus Refiesh Gria

WA Successhul
Thu, Jun 18, 2015 at 350 PM

wp B Successiul
Thu, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

9 Check-Inn - 0
Support
Check-Inn. Guest Screen / 106 QQSM 2
By Innsoft Inc 6
! Resenation . Guest#51038
L
it ' Lesthame [EREND First Name |ALICE 2 New Room
j‘ B Addressine | o
e I s F2 | Guest Statement
@ Sussts | City State Zp Code .
= - Country Phone
g i ' Company | Email F5 | CashRegster
A Remarks
ﬁ At ‘ e 8 | Checkin Date
e 50 [ [lHdeRoomand Cierk
(8] Resesations e L - Tax on Folio F7 Delete Guest
Bt i Credit Card Information
ﬁ - ‘ Card Number Exp F9 | Phone Charges
= Vehicle Information
% St ‘ Hake License State F11 Remarks
— | 7 3 . 201! 3 3 3
L_) Tt | In: Monday, March 30, 2018 Out: Tuesday, May 19, 2015 A
| Running Balance: $380.45 Projected Balance: $980.45
Scanld | Continue <F10>
ptme \

Tuesday, May 19, 2015 - 12:10PM

2. Click Edit Bill.
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Guest Screen Check-Inn

The Edit Guest screen is displayed.

/) Check-Is -8

Check-Inn. Edit Guest Su;gn

Balance: The totals in

S this column are
Date Rm # Room Phone Misc. Rm Tax Cash .
S : automatically updated
these columns. & o e e T T T —— :
0329 [ &
o o oo oo oo om  om ol m each time you change
03/26 106 0.00 0.00 000 0.00 0.00 0.00 0] -1.00 .
= e o | a number in a cell.
EnE e
- = 03720 106 000 000 000 000 000 000 0| 100
Cells: These are the numbers e
. —ngmm— 106 000 000 000 000 0.00 0.00 0f 100
under each column heading. - O B —
Repodts 03/06 106 0.00 0.00 0.00 0.00 0.00 0.00 0| 1.00
03/07 108 0.00 0.00 0.00 0.00 0.00 0.00 0f 1.00
GE St 0308 § 108 000 000 000 0.00 000 000 of 1.00
K 0309 106 000 0.00 000 0.00 0.00 0.00 0] 1.00
0310 106 000 000 000 0.00 0.00 0.00 0| 1.00
A ot 106 0w oo o 0w oo 0 o 100
@n.pdn

Tuesday, May 19, 2015 - 1248 PM

3. Click the cell you want to edit, type the new amount of the charge or payment, and press ENTER
(on your keyboard).

Note: Check-Inn recalculates the guest’s balance automatically after you press ENTER.

When you click to change an entry in the Misc. column, the Miscellaneous Charges window is

displayed.
Check-Inn
Miscellaneous Charges
\ Category | Amount Category | Amount |
|Phone 100.00 | | LIFT TKT 0.00 ‘
| Room Deposit CAR WASH 0.00
|CRIB/RAB i 0.00 ‘
| NEWSPAPER 0.00 0.00 |
| TOILETRIES 0.00 0.00 |
| PARKING 0.00 0.00 |
| DAMAGE 0.00 0.00 |
|REFUND 0.00 0.00 |
| ADJUSTMENT 0.00 0.00 ‘
|EVENT FEE 0.00 0.00 |
Done <F10>

4. To enter miscellaneous charges, click in the row of the category you want to change, enter the
amount, and click Done.

The balance is updated.
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Guest Screen

CHANGE A GUEST’S RATE

Check-Inn

This process allows you to change the guest’s rate.

After a guest has checked in you may want to change his or her rate. You can do so using any of
these three methods:

= User defined rate
= Pre-defined rate
= Custom rate

1. Double-click the guest’s name on the grid.

)

- Support
Check-inn. . -

HIGHER RATES 0A.
— [ - |

Check-Inn - Logged In: admin (Press F12 to Jog out) =l

AutoBackupA ucces:
Thu, Jun 18, 2015 at 350 PM
AutoBackup B

Thu, Jun 18. 2015 at 350 P

uuuuuuu

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

9
Check-Inn. Guest Screen / 106 QQSM S“*g"
ol

.

T

G o
oo

B

o~

2. Click in the Rate field.

Settings

Check-Inn =i

Guest# 651038

x
Last Name | IEONT FirstName  ALICE F2 New Room
nddressine 1 |
e F3 | Guest Statement
o e, o 4 EditBil
Country Phone
Company v Email F& Cash Regrster

Remarks

Rate 7995 WDV bights |50 |3

F& | CheckinDate
[Ikide Roomand  Clerk

Tax on Folio F7 Delete Guest
Credit Card Information
&0 9 | Phone Charges
Vehicle Information
take License State Fit Remarks
In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015
o Yoncy e LS e Fi2 | EdraPeople
Running Balance: $980.45 Projected Balance: $980.45
Scand | Continue <£10>

|
" Card Number
|
|
|
|

Home Screen

Tuesday, May 19, 2015 - 12:10 PM

Check-In Reservation

Check-In Walk-In

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out

Stand-Alone Cash Reqister

Reservations

Reports
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Guest Screen Check-Inn

The Daily Room Rates field is displayed.

Daily Room Rates

Nights 1 5 Aduits 1 = Children 0
Tax Exempt Non-Exempt Pets |0
Rate Duration | Daily v

Rate Description Amount 1
RACK 79.95
AAA 72.00

Done <F10= Display Rates Custom Rates <F8>

3. Change the guest’s rate as needed. See Enter rate information for detailed information on
changing the rate.

Once you have changed the rate, you can verify that the new rate is correct by clicking Display
Rates. The Current Rates window shows a breakdown with the date(s), base rate, any additional
adult or child charges, and the total for each day. (Note: The Display Rates feature only shows the
rates for the current date forward.)
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Guest Screen Check-Inn

You can only change a rate duration on the day of check-in.

If you have an existing guest whose rate duration you want to change, you will need to check them
out and then check them back in under the new rate duration (Daily, Weekly, Monthly, or Package). If
you need help with this, please contact Innsoft Technical Support (503-643-8162, option 2) during
normal business hours.
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Guest Screen Check-Inn

Hide the room rate on a guest’s folio

You can prevent the room rate and tax from appearing on a guest’s folio by checking the box labeled
Hide Room and Tax on Folio. This is often required for third party or Internet bookings.

1. Double-click the guest’s name on the grid.

9 Check-Inn - Logged In- admin (Press F12 to log out) S

Check-inn. . -

HIGHER RATES OA.

c = “:
-

-—

uﬂ" o -II-C

103- QONS.

104 - QQNS
106 - 0QSM

AutoBackup B
Thu, Jun 18. 2015 at 3:50 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

) Check-Inn e
Support
Check-Inn. Guest Screen / 106 QQSM P
& sefe e (]
l Cneckin
A e Guest#51038
- =
&
i LastName | EIONIT) First Name |ALICE F2 New Room
gl omeeos paressine | F3 | Guest Statement
Address line 2 e st
R e city State Zp Code e A
- Country Phone
H Sy Gompany 7 Emai F5 | CashRegster
/| Re ks
ﬁ At s F& | CheckinDate
@ — Rate (7995  [ADV] Nights (50 |2 o [oamca
Credit Card W10
ﬁ s | Card Number F9 | Phone Charges
Vehicle Information
% St Make License State 11 Remarks
— In: Monday.Warch 30,2018 Out Tuesday, May 19,2015 A
iﬂ Et | Running Balance: $980.45 Projected Balance: $980.45

3 > scanD il Continue <F10>
. -

Tuesday. May 19, 2015 - 12110 PM

2. Click to select the “Hide Room and Tax on Folio” check box.
3. Click Continue.
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Guest Screen Check-Inn

REMARKS AND MARKETING CODES

1. Double-click a guest who is checked in on the grid.
Note: Guest who are checked in are shown in green on the grid.

< Check-lnn - Logged In: admin (Press FI12 to log out) 2

check-inn. S -

Roon e < J0/162015 B T n

astsius Il F5 | Rofresh Gag ResstDate

619
n

Thu, Jun 18, 2015 at 350 PM

B Successtul
Th, Jun 18, 2015 & 3:50 PM

Frday, June 19, 2015 - 319 AM

The Guest screen is displayed.

) Check-Inn - Logged In: admin (Press F12 to log out) = k!
Support
Check-Inn. Guest Screen / 108 QQSM e
feinc i)
Guest# 191042
L]
LastName JONES FirstName |JANE F2 | MNewRoom |
Addressine 1 19111 SW TREEHOUSE LANE

Address ine 2
City SACRAMENTO State CA Zip Code 95864 4 Edit Bil |
Country Phone [555.555-5555

Company v| Email [c CoM| | F& | G

Remarks DIRECTINN

2| [IHide Roomand Clerk
Rete 9995 |[ADV| Nghis 4 2| Cide Roomar i
Credit Card Information
Card Number Exp F9 Phone Charges
Vehicle Information
Make License State i
In: Sunday, March 29,2015 | Out: Thursday, April 2, 2015

F12 | EaPeope |
Running Balance: §625.86 | Projected Balance: $625.86

t ScaniD Cortinue <F10>

Wadnesday June 3, 2015 - 323 PM

2. Click Remarks.
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Guest Screen

The Market Codes and Remarks window is displayed.

Check-Inn

Market Codes and Remarks
Remarks to Guest

I l

Market Codes & Remarks

F2 Insert Market Code F3  []Flag as Bad Guest

Additional Remarks

Print <F4> | Insert Date <F5> Done <F10>

Check-Inn

Field: Description:

Remarks to Guest This field prints on the folio for a guest to see. Information entered here might be
Wi-Fi key or a shuttle departure time.

Market Codes & Remarks | Remarks entered here appear on guest reports. If you have an Innsoft Reservati
Client interface, online confirmation numbers appear here.

Settings Home Screen Check-In Reservation Check-In Walk-In
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Guest Screen

Field: Description:

Check-Inn

Market codes are used to track market segments. It is a good idea to insert a ma
code on every guest screen. If you use market codes, you can run a Marketing
Report, which will give you financial and occupancy information about a market
segment.

1. Click Insert Market Code.
The Insert Marketing Code window is displayed.

Check-Inn

Market Codes and Remarks
Remarks to Guest

Market Codes & Remarks

()] Market Codes n
Insert Marketing Code

F2

o Code:

Print <F4> Insert Date <F5> Done <F10>

2. Use the drop-down list to select a market code.
= (See Marketing codes for information about setting up market codes.)

3. Click Insert.
Note: The Marketing Report searches this field for the market codes you enter.

Flag the guest as a bad
guest

This adds a red slash to the notepad icon of the guest and lists the guest’s name
red on the Quick Search screen.

Additional Remarks

= Any other remarks for the front desk. This could be issues with the guest,
requests from the guests, or other info that is useful to keep on file about the
guest. These remarks do not appear on folios or reports.

= You can view or change them anytime during the guests stay or using Guest
Tracking after the guest’s stay.

= If you have an Innsoft Reservation Client interface, special requests from a
guest will appear here, along with 3" party billing information (if any is sent).

3. Click Done to save and exit.
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Guest Screen Check-Inn

A notepad icon is displayed in the lower left of the Guest Screen once a remark is entered. To
view the remarks either press F11, click the Remarks button, or click the notepad icon.

@ Check-inn - Logged I admin (Press F12 to log out) -a
Support
Check-Inn. Guest Screen / 108 QQSM e
By Innsoft Inc. @
| Chackin
ol 2k Guest# 191042
x
Grackin
i) LastName JONES FirstName | JANE P2 New Room
i‘ ChackOu Addressine 1 |19111 SW TREFHOUSE LANE
F3 Guest Staternent
Address fine 2
@ Pt City SACRAMENTO Zip Code 95864 2 e

= Country Phone (5555555555
-| .
=N ppbeecnhy Company +| Emai [ONES@TREEHOUSECOM| = F5 | CashRegster
ﬁ n Remarks DIRECTINN/ v (Bt
- Rate 99.95 V| Nights [4 2| [IHideRoomand Cierk
(3] Resenatons e 2090 | 1OV Hos = TTaxon Folio £7 | Delete Guest
= Credit Card Information
{:U Reports Card Number Exp F9 | Phone Charges
Vehicle Information
% Satvgn Make License State it Remarks
In: Sunday, March 29, 2015 Out: Thursday, April 2, 2015

il Log Out e
(e300 =

Y e xeﬁ : e Notepad icon

Weadnesday, June 3. 2015 - 3:23 PM
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Guest Screen

ADD OR CHANGE EXTRA PEOPLE

Check-Inn

Using the Extra People feature, you can:
= Add additional people to a room
= Change the name of a person already added to a room
= Delete a person from a room
= Print a list of extra people in a room

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 to log out)

=5

9
Check-Inn. _

The Guest Screen is displayed.

9

Check-Inn. Guest Screen / 106 QQSM S“fg"
By Innsoft Inc

s

A

D)

15_[2‘!!‘-!,"'\

=
K v
aai
@m

Room ps [l -1 6/18/2015

Daily Status [l 75 | Retresn Gria . Rese nm
_cean ]

Check-Inn

~ Guest#51038

Last Name |IREIN FirstName |ALICE
Address line 1
Address iine 2
city State Zp Code
Country Phone
Company +| Email
‘ Remarks
Rate 7995 [ADV Mights (50 [3] [HideRoomand Cierk
Tax on Folo
] Credit Card Information
‘ Card Number Exp.
Vehicle Information
| In: Monday, March 30, 2015 Out: Tuesday, May 19, 2018
| Running Balance: $980.45 Projected Balance: $980.45

‘ Hake License State

2. Click Extra People.

Settings

Friday, June 19, 2015 - 8:19 AM

F2

F2

F4

F5

6

F7

F9

F11

e

ScanlD

w
mn Jun 18, zmsuasnm

=8

New Room

Guest Statement

Edit Bil

Cash Regster

Check-n Date

Delete Guest

Phone Charges

Remarks

Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM
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Guest Screen Check-Inn

The Extra People window is displayed.

Check-Inn - O -

9 I
Check-Inn. Extra People et
% oo he )
e — x
SAM SMITH NOAH SMITH
JERRY JONES SALLY SMITH F2 Add Person
o] e
EE o«
o=

Tuesday. May 19, 2015 - 1248 PM

If you want to:  Then do this:

Add an extra 1. Click Add Person.
person The Add Extra Person window is displayed.
) Add Person
Add Extra Person
Name: “ ] ‘

1 |
Done <F10= ; ‘Cancel <ESC= |

2. Type the person’s name in the Name field.

3. Click Done.

Note: An icon showing three people is displayed in the lower left of
the Guest Screen once an extra person is added.

2,

To view the extra people either click the Extra People button or click
the extra people icon.
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Guest Screen Check-Inn

If you want to:  Then do this:

Change the name | 1. Click to select the name of the person whose name you want to
of a person already change.

added to a room 2. Click Edit Person.
The Edit Extra Person window is displayed.
%) Add Person
Edit Extra Person
PN SlISAM SMITH |‘

Done <F10=> Cancel <ESC=

3. Change the name in the Name field.

4. Click Done.
Delete a person 1. Click to select the name of the person you want to delete from the
from the room room.

2. Click Delete Person.

A confirmation window is displayed, asking if you want to delete this
person.

3. Click Yes.

Print a list of extra | 1. Click Print List.

people in a room A print preview showing all extra people in this room is displayed.

2. Print or email as needed.

3. Click X in the upper right to save and exit this screen.
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Guest Screen Check-Inn

DELETE OR REINSTATE A GUEST

Delete a guest from the system

Periodically, it may become necessary to delete a guest from the system (for example, if a guest
checks-in and decides that they cannot stay). In this case you may wish to completely remove the
guest from the system.

Important! Keep in mind, this information will be completely removed from the system and cannot be
restored without re-entry.

1. Double-click the guest’s name on the grid.

Check-Inn tolog out) =

9
Eheck Inn. ®

HIGHER RATES OA.
! d Gna
ReselDte t

Room Type. «§6/182015
Gy e 7 |_reremcas

@ | am
[ o i

Seccesshul
Thu, Jun 18, 2015 at 350 PM

Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

Check-Inn o

) =
Check-Inn. Guest Screen / 106 QQSM S“fg"

Comckln
A S Guest# 51038
L
Checkin
Walkin
LastName EIRONITY FirstName |ALICE F2 New Room
l Chmkkou Address fine 1
£3 | Guests
e 3| Guest Statement
B coe ciy State Zp Gode o S
= Country Phone
H il Company +| Email F§ | CashRegster
Remarks
ﬁ Aadt i F& | CheckinDate
; s [s0 || [HdeRoomand Cierk
L‘E‘.I . Rate 7995 [ADV] Mights [s0 2 codiasridls o
Credit Card Information
ﬁ s Card Number Exp. F9 | Phone Charges
Vehicle Information
9}% Suttmgn ke License State F11 Remarks
In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015
Tk Ll i S F12 | ExtraPeople
E‘J St | Running Balance: $980.45 Projected Balance: $980.45
3 7 ScanlD | Continue <F10>
(. ’

Tuesday, May 19, 2015 - 12:10 P

2. Click Delete Guest.
This message displays: “Do you wish to delete the guest? (Warning! Cannot be undone.)”

3. Click Yes.
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Guest Screen Check-Inn

If you have purchased the Credit Card Processing module, this message displays: “WARNING!
Deleting the guest will not affect (refund) CREDIT CARD sales. Continue?”

4. Click Yes.
A message displays asking if the room is clean.

5. Click Yes or No, as appropriate.

IMPORTANT! If you have deleted a guest that has made a credit card payment, go to Audit >
Credit Card Processing and remove the charge from your batch. For further instructions refer to
the Audit section of this manual.

Note: Deleting a guest is recorded in the Shift Report.

The guest is deleted and you are returned to the home screen.
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Guest Screen Check-Inn

Reinstate a guest

If a guest was accidentally checked-out or would like to check back in, you may reinstate the guest if

they are still listed in the Guest Screen. If they are not listed on the Guest Screen, you must check
them in as you would a walk-in.

Note: Checked-out guests who are no longer on your Guest Screen should now be in Guest History
(Reports > Guest Tracking > Guest History).

Note: Checked-out guests are listed in red in the Guest Screen with “C/O” next to their names.

Split room entries are not available on the Guest Screen for reinstatement.

1. Click Guests on the home screen.

L/ Checkelnn - Logged In: admin (Press F12 to log out) - e

BCheck-Inn,.
L

A S
Thu, Jun 18, 2015 at 360 PM

B ful
Thu, Jun 18, 2015 a 3:50 PM

Frday, June 19, 2015 - 819 AM

The Guest Room Selection screen is displayed. The names of guests who have checked out are
shown in red, with “C/O” next to their names.

F) Check-inn - olEl
: Support
Check-Inn. Guest Room Selection i
By Innsoftc (i ]
16 Guests L
Tuesday, May 19, 2016 F2 Guest Reports
Room Search [ROOM NUMBER OR GUEST NAME | F3 Recalculate Phones
Select room(s) - hold shit or ctri while clicking .
t0 select (or unselect) mutiple rooms 2 use Neasbayes
Rm. # Guest Name Room Type Balance Depart Next Resv. | *
501 |CHECKN. QUICK K | 5245/ 51202015 | Not Reserved:
102 | CHECK-IN, QUICK QQNS -122.00 5202015  Not Reserved
126 HARVEY, AMY QQNS 41112 5/24/2015  Not Reserved
103 GUY, DUDE+ [R] QQNS 239665 62012015  Not Reserved
Qasm 117805 52072015  Not Reserved
[R] Qasm 000 5202015  Not Reserved
[R] Qasm 41691 5202015 | Not Reserved
109 |CHECK-N, QUICK QaNS 200 5202015  Not Reserved
m FGHFGBH QQNS 099 5202015  Not Reserved
113 |DOE, JOHN QQNS 000 5202015  Not Reserved
114 | THGHFNB QQNS 1.32 52072015  Not Reserved
115 SILVER, MARY QQNS 000 52172015  Not Reserved
116 ORANGE, TED QQNS 76940 52002015  Not Reserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1:24 PM

2. Double-click the guest you would like to reinstate.
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Guest Screen Check-Inn

The Guest Screen is displayed. “Guest Checked Out.” is displayed in red in the upper left.

Check-Inn -0

@
Check-Inn. Guest Screen / 107 QQSM S“fg"
sl

& oo
Gesecation
* GUEST CHECKED OUT * L
 Checkin -
Walkin
LastName PINK FirstName |SAM F3 | Guest Statement
l CeckOu Address line 1
Address iine 2
N F1 | Delete Guest
Do coen city State Zp Code
Q Country Phone
| ContHagaior
- comeen i 2
ﬁ L Remarks
ey Rate 000 [ADVi Mights |14 [5| [IHideRoomand Cierc F9 | Phone Charges
{19} Resemptons Tax on Folio
Credit Card Information
ﬁ Repts Card Number Exp.
Vehicle Information i) Remarks
% Suttmga Make License. State
~ In: Wednesday, May 6, 2015 Out Wednesday, May 20,2015 |
B ;";‘ * Running Balance: $0.00 Projected Balance: $0.00 ! 8 People
(a8}
@ Updare Rk~

Tuesday, May 19, 2015 - 1:24 PM

3. Click Reinstate Guest.
The message, "Do you wish to reinstate guest?" is displayed.

Click Yes.
5. Click Continue.
The guest is reinstated.
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Guest Screen Check-Inn

EDIT PHONE CALLS AND CHARGES

Use this feature to add, view, or modify a guest's phone calls.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged 12 10 Jog out) =

9
- Support
Check-inn. . -

HIGHER RATES OA.
v d Gna
ResetD: t

innsoft Inc

Room s [l <-J6/1812015
DailyStatus [l 75 | Retesn Gria
e

AutoBackup A Seccesshul
Thu, Jun 18, 2015 at 350 PM

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

L4 Check-Inn o

Check-Inn. Guest Screen / 106 QQSM S“‘g"
By nsoft

’ e  Guest# 51038

x

Last Name | IEONT FirstName  ALICE F2 New Room
Address fine 1

£ S
Address e 2 3| Guest Statement
City State. Zip Code. 4 Eait Bil
Country Phone
Company v Email F§ Cash Regrster
Remarks

F& | CheckdnDate

50 |2 [IHdeRoomand Cierk

G L U R i Tax on Folio F7 | Delete Guest

Credit Card Information

Cadmben o o
Vehicle Information

take License State Fit Remarks
| In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015

| Sonce Sare o % Fi2 | EdraPeople
| Running Balance: $980.45 Projected Balance: $980.45

SeanlD Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM

2. Click Phone Charges.
The Edit Phone Calls screen is displayed.
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Guest Screen Check-Inn

Check-Inn - ol

Date Tme |  Duation | Ext Phone Number Cost

2/15 10 minute 107 |800-123-4567 6.5
05112015 12,00 PM 15 minute. 107 _|(Cal Deleted) 4500

D

FzIModwc-uI FJIAddCau I DdIDdemCdI

Tuesday, May 19. 2015 - 1:29 PM

To make this

type of change:

Modify a call 1. Click to select the call you want to modify.
2. Click Modify Call.
The Modify Phone Call window is displayed.

Modify Phone Call

Number |CNEPRNEN] |

Length |10 minute | Cost 650 '\

|
‘ Done <F10> ’ Cancel <ESC>
J

3. Make changes to the call information as needed.
4. Click Done.

Add a call 1. Click Add Call.
The Add Phone Call window is displayed.

Add Phone Call
CallDate = 05/19/15 Time 1200PM 5

—

Length ‘ Cost [ J

‘ Done <F10> H Cancel <ESC> ‘

2. Enter the date, time, phone number, length of call, and cost of
the phone call in the corresponding fields.

3. Click Done.
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Guest Screen Check-Inn

To make this Do this:

type of change:

Delete a call 1. Click to select the call you want to delete.
2. Click Delete Call.

The call is deleted. “(Call Deleted)” is displayed in the Phone
Number column.

14 Creckirn T
Checkeinn. AT TR
o e [ ]
W=

ey

=l

e

a 2 Acd Cal Det Undeiete Call
= sl

When you click to select this call, the Delete Call button changes to
Undelete Call. Click this button to restore the call/charges.

3. Click the X in the upper right to save your changes and close this screen.
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Guest Screen Check-Inn

MAKE CHANGES TO INFORMATION FOR A CURRENT GUEST

1. Double-click the guest’s name on the grid.

Note: You can also access the Guest Screen for a guest by clicking Guests > searching for room
or guest on the Guest Room Selection screen > Select.

< Check-Inn - Logged In: admin (Press F12 to log out) )

Check-inn. S -
y Innsoft Inc
HIGHER RATES 0A.

= | mereonc

o _I:

=
=3

Room Tps.

106 - QS

AutoBackupA Seccesshul
Thu. Jun 18, 2015 at 350 PM

AutoBackup B S

Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

@ Check-inn - Logged In: sdmin =3
Check-Inn. £ Guest Screen / 106 SUITE Pe-) s"‘g"
By Innsoft Inc.

‘ m | Guest#4481393
& o L1
S YR Frst Name JUNE MAREE LastName  SAMPLE F2 | NewRoom
& Gackoi Addressine 1 123 NORTH STATE ST =
# = Address ine 2 F |l Sienen
@4 Guosts Ciy LANSING State MI Zip Code 48918000 | g4 Easa
e Country Phone
] oo Company -~ Emai F5 | gCosh Register
ﬁ Aadit Reiyens 8 Check-in Date:
ﬁ 5 Rate 8599  ADV| Nghts 3 = '”?;;Z:"FES” Clerk = i
= Credit Card Information
ﬂ‘\‘ e Card Number Exp. F9 | Phone Charges
he Vehicle Information =
% i Make License 1001001041 State MI Fi1 Remarks
@ A T Rl‘mMndyJ une 1, 2015 MM.Junnl,m;: Fi2 m Extra People
R z
@ = A ScaniD H Continue <F10> |
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Guest Screen Check-Inn

The Guest Screen for that guest is displayed. This screen may provide you with additional
information about the guest.

This Indicates this:

symbol:

(@D A deposit has been received for this room.

% A travel agency needs to be paid a commission for this booking.
AW

There are extra people added to the room.

=

j‘: ‘ The guest has market codes or remarks.
L,J This is the main room of a split room.
E There is a scanned image for this guest.
7 There is an electronic signature stored for this guest.
Ve,

2. Change or edit guest information as needed. See Enter guest information or Enter rate information
if needed.
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Guest Screen Check-Inn

VIEW OR PRINT GUEST REPORTS

You may view and print 11 different guest reports.

Note: If you have purchased the Credit Card Processing module, pre-authorization amounts are
displayed below the guest names on any of these reports.

1. Click Guests on the home screen.

Note: You can also access this screen from Reports > Guest Reports.

Check-Inn - Logged r: ad 12 10 log out)

Checkcinn. _

«+6/1872015

v | Renesnons .n Dm

y Innsoft Inc

Thu, Jun 18, 2015 &t 350 P

Successhl
Tha, Jun 18, 2015 at 350 P

T Guwariesd [TEETERN

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.

K/ Check-Inn &8

Check-Inn. Guest Room Selection s“g"
By Innsoft Inc.

. 25 Guests »
Room Search ROOM NUMBER OR GUEST NAME F3 Recalcutate Phones

‘Select room(s) - hold shift or ctrl while chicking

o select (or unselect) muliple rooms. £S Ocet Wesages

5G“.“.. ‘Rmﬁ

Guest Name Room Type Balance. Depat | NextResv |~

101 |JONES, SARA C/O QONS 000 Today 06/10/15
— 500 |CHECKAN, QUICKC/O KNS 000 Today  NotReserved
A . 501 | CHECK-N, QUICK K 57700  Today  NotReserved

102 |CHECKIN, QUICK QoNs

12400 Today  NotReserved
126 |HARVEY, AlY QaNs 41112 5242015 Not Reserved
103 |GUY, DUDE+ [R] QONS 220665  Today  NotReserved
106 BROWN,ALICE aasm 98045 Today  NotReserved
107 M PINK, SAM+ [R] QQsM 67074  Today  NotReserved
108 |JONES, JANE+ [R] QQsM 41691  Today  NotReserved
109 |CHECKAN, QUICK Qans 200 5202015  NotReserved
110 |FRANKUIN, THOMAS Qans 62095  Today  NotReserved
1M1 |FGHFGBH Qans 099  Today  NotReserved
113 |DOE, JOHN QaNs 000 Today  NotReserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1129 AM

2. Click Guest Reports.
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Guest Screen

Check-Inn

The Guest Reports screen is displayed.

9 Check-Inn _— |
Check-Inn. Guest Reports S"fg"

6 Phone Limit Violations

2 Room Order Guest List % Phone Limit List

3 Company Order Guest List 8 Maintenance Log

4 Departure List 9 Registration Cards

5 All Room List A ID Guest List

Daily Status

Tuesday, May 19, 2015 - 8:05 PM

3. Click the name of the report you want to view or print.

This report:

Alphabetical Guest

List

Provides this information:

A list of all occupied rooms in alphabetical order by the guest’s last
name.

Each guest’s rate, dates of stay, payments, balance, number of
adults, children, and pets, and remarks are also shown on this
report.

Room Order Guest
List

A list of all occupied rooms in order by room number.

Each guest’s rate, dates of stay, payments, balance, number of
adults, children, and pets, and remarks are also shown on this
report.

If the guest’s credit card has been pre-authorized, the authorization
code appears below their name and room number.

Company Order
Guest List

A list of all guests alphabetically by company name.

Each guest’s departure date, balance, and remarks are also shown
on this report.

Departure List

A list of all guests that are expected to depart that day.

Each guest’s rate, payments, balance, and remarks are also shown
on this report.

All Room List

A list of all occupied and unoccupied rooms.

Each guest’s name, dates of guest stay, rate, payment, balance,

and remarks are also shown on this report for occupied rooms.
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Guest Screen

This report:

Check-Inn

Phone Limit
Violations

Provides this information:

Note: The Phone Limit Violation Report is only useful if you have
purchased Call-Inn Call Accounting.

A list of all guests who have exceeded their phone credit limit.

Each guest’s name, charges, phone credit limit, phone balance,
and remarks are shown on this report.

Phone Limit List

A list of each guest’s, phone charges, phone credit limit, phone
balance, and remarks.

Note: To update the phone balances for all current guests, click
Guests > Recalculate Phones

Maintenance Log

A list of all rooms with maintenance problems, including the
problems that were recorded.

Registration Cards | Guest information, including room number, name, contact

information, arrival and departure date, and vehicle information.

ID Guest List

A list of ID images for all guests registered at your property

Daily Status

A list of arrivals, departures, stayovers, and room availability by
date.

That report is generated.

4. Print or email the list as needed.

Select a page range

PrintPages 1 = -1 %

Print one copy

5. Click Done.

Print Print 2x Email Done
[F2] | [ [Fa] || [Fe] F10]
Print two copies Email the list Click Done
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Guest Screen Check-Inn

PRINT REGISTRATION CARDS

You can print registration cards (blank for walk-ins, printed with guest information for guests with
reservations).

You can compose a custom statement that prints on your cards. See Statements for more
information.

1. Click Guests on the home screen.
Note: You can also access this screen from Reports > Guest Reports.

=

) Check-nn - Logged In: admin (Press F12 to Jog out)

- Support
Check-inn. . -

HIGHER RATES 0A.
BT !

«+6/182015

i E!
Thu, Jun 18, 2015 at 350 PM

Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.

@ Check ion - cmEm
3 Support
Check-Inn. Guest Room Selection 2
B3 InnsaRt I (i ]
" [ssisaal 25 Guests
Tuesday, May 18, 2016 r2
Room Search |ROOM NUMBER OR GUEST NAME F3 Recalculate Phones
Select room(s) - hold shift or ctrl while clicking
to select (or unselect) multiple rooms. F& Guest Messages
Rm # Guest Name Room Type Balance Depart Next Resv | ~
500 | CHECK-N, QUICK C/IO KNS 000 Today  NotReserved
501 CHECK-IN, QUICK K 57700 Today Not Reserved
102 | CHECK-N, QUICK QONS -124.00 Today Not Reserved
126 HARVEY, AMY QQANS 41112 5242015 Not Reserved
103 | GUY, DUDE+ [R] QQNS 239665 Today Not Reserved
106 BROWN, ALICE Qaqsm 980 45 Today Not Reserved
107 W] PINK, SAM+ [R] QQsMm 67074 Today Not Reserved
108 | JONES, JANE+ [R] QQsMm 416.91 Today Not Reserved
109 | CHECKAN, QUICK QQANS 200 520/2015  Not Reserved
110 FRANKLIN, THOMAS QaNs 62095  Today  NotReserved
m FGHFGBH QQNS 099 Today Not Reserved
113 DOE, JOHN QQNS 0.00 Today Not Reserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1129 AM

2. Click Guest Reports.
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Guest Screen Check-Inn

The Guest Reports screen is displayed.

9 Check-Inn - ol
Check-Inn. Guest Reports Suppot
By st (i ]

X
1 Alphabetical Guest List 6 Phone Limit Violations
2 Room Order Guest List % Phone Limit List
3 Company Order Guest List 8 Maintenance Log
4 Departure List 9 Registration Cards
5 All Room List A ID Guest List
B Daily Status

Tuesday, May 19, 2015 - 8:05 PM

3. Click Registration Cards.
The Registration Cards screen is displayed.

Check-Inn =i

9
Check-Inn. Registration Cards S“fg"
By Innsoft Inc

l Conchin
Reseaation
;g
Waikin
x
¢ Tt
1 Sort order for the registration cards Last Name v
,g Suwsts
— 2 Include the room number? o Yes “No
3 Include Aduts and Chidren? *Yes ONo
ﬁ Audit
4 Print registration card for this date: Wednesday (05/202015)
ki
us—{ Rasenations
5 Print blank registration cars. Print Blank Cards
ﬁ Number of Cards 1
% Shom Print Registration Cards <F10>
ﬂ Lock &
=] et

B e

Tuesday, May 19. 2015 - 8:05 PM
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Guest Screen Check-Inn

To print cards Do this:

for:
Walk-Ins 1. Type or select the number of cards you want to print in the
Number of Cards field.
2. Click Print Blank Cards.
Guests with 1. Use the Sort order for the registration cards drop-down list to sort
reservations cards by last name or room number.

2. Select Yes or No to indicate whether or not you want to include
the room number on the registration cards.

3. Click Yes or No to indicate whether or not you want to include
adults and children on the registration cards.

4. Use the drop-down list for Print registration cards for this date to
select the day and date you want to print the cards for. Check-Inn
generate cards for all guests arriving on the date you select in
this field.

5. Click Print Registration Cards.

You may get a message regarding the number of cards and sorting option you have selected.
Respond to the messages as appropriate.

The registration cards print screen is displayed.

4. Print or email the cards as needed.
Select a page range

Print Pages |1 { -1 3

Print [ Print2x | [ Email bone

[F2] | [ [ra] || [Fe] F10)
Print one copy Print two copies Email the list Click Done

5. Click Done.
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Guest Screen Check-Inn

PRINT ID GUEST LIST

This feature prints a list of ID images for all guests registered at your property.

1. Click Guests on the home screen.

Note: You can also access this screen from Reports > Guest Reports.

9 Check-Inn - Logged In- admin (Press F12 1o log out)

Room Typs «§6/182015

s19
Fi

AutoBackupA Seccesshul
Thu. Jun 18, 2015 at 350 PM

AutoBackup B Successiul
Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.

<@ Check-Inn

5

heck-Inn. Guest Room Selection ®
Innsoft Inc.

Room Search ROOM NUMBER OR GUEST NAME F3 Recalculate Phones
oo o e

Rm # Guest Name Room Type Balance Depart Next Resv | ~
101 | JONES, SARA C/O | QaNs 0.00. _ Today 0610/15

500 CHECK-IN, QUICK C/O KNS 0.00 Today Not Reserved
501 CHECK-IN, QUICK K 577 00 Today Not Reserved
102 | CHECK-N, QUICK QONS -124.00 Today Not Reserved
126 HARVEY, AMY QQNS 41112 5242015  Not Reserved
103 | GUY, DUDE+ [R1 @GNS 239665 Today  NotReserved
106  BROWN ALICE Qasm 980 45 Today Not Reserved
107 |[M] PINK, SAM+ [R] QQsm 67074 Today Not Reserved
108 JONES, JANE+ [R] @QsM 41691 Today Not Reserved
109 | CHECK-N, QUICK QQNS 200 57202015  Not Reserved
10 FRANKLIN, THOMAS QaNS 62095 Today Not Reserved
m FGHFGBH QQNS 099 Today Not Reserved
113 |DOE, JOHN QQNS 000  Today Not Reserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 11.29 A

2. Click Guest Reports.
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Guest Screen

The Guest Reports screen is displayed.

) Check I - ol
Check-Inn. Guest Reports S peod
By ot (i ]

chin =
1 Alphabetical Guest List 6 Phone Limit Violations
2 Room Order Guest List % Phone Limit List
3 Company Order Guest List 8 Maintenance Log
4 Departure List 9 Registration Cards
5 All Room List A ID Guest List
B Daily Status

Tuesday, May 19, 2015 - 8:05 PM

3. Click ID Guest List.
The guest list is generated.

4. Print or email the list as needed.

Select a page range

PrintPages 1 -1 2
Print Print 2x Email Done
[F2] || [F4] [Fe] F10]
Print one copy Print two copies Email the list Click Done

5. Click Done.
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Guest Screen Check-Inn

PRINT THE DAILY STATUS REPORT

This report details arrivals, departures, stayovers, and room availability by date.

Note: You can easily print the Daily Status Report by double-clicking Occupancy on the right-hand
side of the home screen or clicking Daily Status in the upper left.

) Check-Inn - Logged In: admin (Press F12 1o log out) i)

Check-Inn. _

—— Occupancy

Daily Status

wp B Successiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

1. Click Guests on the home screen.
Note: You can also access this screen from Reports > Guest Reports.

) Check-Inn - Logged In: admin (Press F12 1o log out) i)

Check-inn. S -

HIGHER RATES OA.

«+6/182015

WA Successhul
Thu, Jun 18, 2015 &t 350 P

wp B Successiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.
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Guest Screen

) Chackin - cmm
3 Support
heck-Inn. Guest Room Selection PP
B nsoft b (i )
25 Guests x
Tisscey 40218 r-z
Room Search [ROOM NUMBER OR GUEST NAME F3 | Recalcuate Phones
Select room(s) - hold shift or ctrl while chicking
1o select (or unselect) multiple rooms. F& Cuest Messages
Rm # Guest Name Room Type Balance Depart Next Resv | ~
101 | JONES, SARA C/O QQNS | 000 Today 06/10/15
500 |CHECKN, QUICKC/O KNS 000 Today  NotReserved
501 CHECK-IN, QUICK K 57700 Today Not Reserved
102 | CHECK-N, QUICK QONS 12400 Today Not Reserved
126 HARVEY, AMY QQNS 41112 52412015 Not Reserved
103 | GUY, DUDE+ [R1QQNS 239665 Today  NotReserved
106 BROWN, ALICE Qasm 980 45 Today Not Reserved
107 | [M] PINK, SAM+ [R] QQsm 67074 Today Not Reserved
108 | JONES, JANE+ [R] QQsM 41691 Today Not Reserved
109 | CHECK-N, QUICK QQNS 200 520/2015  Not Reserved
10 FRANKLIN, THOMAS QaNs 620 95 Today Not Reserved
m FGHFGBH QQNS 099 Today Not Reserved
113 | DOE, JOHN QQNS 0.00 Today Not Reserved v

Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1129 AW

2. Click Guest Reports.

The Guest Reports screen is displayed.

9 Check-Inn - olEl
Support
Check-Inn. Guest Reports uppol
By Innsoftnc (i ]
x

1 Alphabetical Guest List 6 Phone Limit Violations

2 Room Order Guest List o0 Phone Limit List

3 Company Order Guest List 8 Maintenance Log

4 Departure List 9 Registration Cards

5 All Room List A 1D Guest List

:

Tuesday, May 19, 2015 - 8:05 PM

3. Click Daily Status.

The Daily Status Report window is displayed.

Daily Status Report

Daily Status Report
Enter Date 511912015 v
Sort By Detail by Room Number v
OK =F10> Cancel <ESC=

4. Type the date you want to generate the report for in the Enter Date field.
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Guest Screen Check-Inn

5. Use the drop-down list for Sort by to select how you want the information sorted. Your options are:

m Detail by Room Number
m Detail by Last Name
= Summary (Number of arrivals, departures, stayovers, available rooms)

6. Click OK.
The report is generated.

7. Print or email the list as needed.

Select a page range

Print Pages 1 = - [1 = '

Print Print 2x Email Done
F2 F4 F6 F10
Print one copy Print two copies Email the list Click Done
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Guest Screen Check-Inn

RECALCULATE PHONE CALLS

Use this feature to ensure that all current phone calls have been processed and will be included in the
guest balances. This feature recalculates phone charges for all guests.
1. Click Guests on the home screen.

Note: You can also access this screen from Reports > Guest Reports.

) Check-Inn - Logged In: admin (Press F12 to log out) i

Check-Inn. _

.

< 6/1872015 Expand Gna

une?ﬂ
[ [T T
[ R

101-QQNS.

103-QONS E

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.

9 CheckInn _ =
Check-Inn. Guest Room Selection S”fg"
By Innsoft Inc.

25 Guests. | |
Tuesday, May 19, 2016 2 Guest Reports
e o [Commerom |

Selec( room(s) - hold shift ofcmwmleclckng
(0 select (or unselect) muliple rcor Fe Guest Messages.

Guest Name 001 alance Depat  NextResv

500 |CHECKN,QUICKCIO KNS 000 Today MNotReserved
501 | CHECKIN, QUICK K 57700  Today  NotReserved
102 | CHECK-N, QUICK QNS -124.00 Today Not Reserved
126 HARVEY, AMY QQANS 41112 5242015  Not Reserved
103 |GUY, DUDE+ [R1QQNS 229665  Today  NotReserved
106 BROWN, ALICE aasm 98045 Today Mot Reserved
107 |[M)PINK, SAMs R1Qasm 67074  Today  MNotReserved
100 |JONES, JANE+ [R]QasM 41691 Today  MNotReserved
109 |CHECKIN, QUICK Qans 200 5202015  NotReserved
10 FRANKLIN, THOMAS QaNS 620 95 Today Not Reserved
m FGHFGBH QaNs 099 Today Not Reserved
113__|DOE, JOHN QoNs 000 Today  NotReserved v
Quick Print <F12> Select <F10>

Tuesday, May 19, 2015 - 1129 AM

2. Click Recalculate Phones.
Phone calls are processed and all guest balances are updated.
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Guest Screen

VIEW, ENTER, OR EDIT GUEST MESSAGES

Check-Inn

Use this feature if someone wants to leave a message for a guest at your property.

1. Click Guests on the home screen.

9
Check-Inn.
By Innsoft Inc.

Check-Inn - Logged

(Press F12 to Jog out)

L

Room ips [l +-J6/18/2015

AutoBackup A

T Guwartees TERTERN

“Thu. Jun 18. 2015 a 350 PM

HIGHER RATES OA.
e
[ Gean )

Seccesshul
Thu, Jun 18, 2015 at 350 PM

Friday, June 19, 2015 - 819 AM

The Guest Room Selection screen is displayed.

@
Check-Inn.

ByInnsoft inc

25 Guests

501 | CHECKN, QUICK
102 |CHECKAN, QUICK
126 |HARVEY, AlY

103 |GUY, DUDE+

106 | BROWN,ALICE
107 |[W] PINK, SAM+
108 |JONES, JANE+
100 | CHECKIN, QUICK
10 |FRANKLIN, THOMAS
111 | FGHFGBH

113 |DOE, JOHN

Quick Print <F12>

101 [jonessaraco  faans [ 000 Todsy |

Check-Inn

Tuesday, May 19, 2016

Room Search [ROOM NUMBER OR GUEST NAME

Select roomy(s) - hold shift o ctl while clicking
1o select (or unselect) multiple room:

QoNs
QaNs
[R1QQNS
aasm
R1QQsm
[R]QQsM
Qans
Qans
Qans
QNS

ey

Guest Room Selection Su;gﬂ

F2 Guest Reports

F3 | Recalcuate Phones

6 Guest Messages

577 00 Today
12400 Today
41112 5242015
239665 Today
980 45 Today
67074 Today
416.91 Today
200 5202015
62095  Today
089 Today
000 Today

[0B0HD.

Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved
Not Reserved

Not Reserved v

Select <F10>

Tuesday, May 19, 2015 - 1129 AM

2. Highlight the guest you want to enter a message for.

3. Click Guest Messages.
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Guest Screen Check-Inn

The Guest Message Editor screen is displayed.

Check-nn - Logged In: adh

& eck-Inn - Logged In: admin -a

Check-Inn. Guest Message Editor 5”‘%"

By innsoft Inc.

&

= = g .
Vrulkin

|
”D«N}m

@ Gussiz

E| cashRegatic
&

B s
ﬁ' epons
2]

i v

@ tows
)

Friday, June 5, 2015 - 205 M

4. Type your message.

m Click Date & Time to include a date and time stamp.

= Click Print to print the message.

= Click Search to open a Find box and search the message.

= Click Delete & Exit to delete the message and exit the screen.

5. Click Save & Exit.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Guest Screen Check-Inn

PRINT FOLIOS FOR MULTIPLE GUESTS

To print folios for several guests at once, do a quick print.

1. Click Guests on the home screen.

9
Check-Inn. _

“C

Room ps [l -1 6/18/2015
z
1

=5

Check-Inn - Logged In: admin (Press F12 to log out)

=
v | merencs T =

=
e - |

m Jun 18, zus-zsem

AutoBackup B
Th, Jun 18, msuamm

Friday, June 19, 2015 - 8:19 AM

The Guest Room Selection screen is displayed.

Check-Inn - Logged In: admi - o IEH

Guest9of 15 x

Wednesday, June 3,2015 F2 Guest Reports

; Room Search ROOM NUMBER OR GUEST NAME F3 | Recalculate Phones

Select room(s) - hold shift or ctl while cicking T i s

o select (or unselect) multple rooms.
Rm.# Guest Name [ RoomType | Balance Depat | NextResv. |~

CHECK N, QUICK
HARVEY, AlY 130512 61472015
GUY, DUDE+ 229665  6/4/2015
06 | BROWN, ALICE+ 20
107 [M] PINK, SAM+

106 | JONES, JANE+

109 CHECKAN, QUICK

111 FGHFGEH 099 842016 \ Not Reserved

114 THGHFNB QaNs 132 6472015  Not Reserved

115 SIVER, MARY QaNs 000 652015  NotReserved

117 HFREAGH [R] QQNS 274895 61412015 | NotReserved v
St

Wadnesday, June 37075 - 342 P

2. Hold down the CTRL key (on your keyboard) and click to select the guests whose folios you want
to print.

Note: Make sure you have selected all of the guests you would like to print before continuing to
the next step.

3. Click Quick Print.
This message is displayed: “Print folios for all selected rooms?”

4. Click Yes.
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Guest Screen Check-Inn

A Guest Statement menu is displayed.

@ Check I ol
Check-Inn. Guest Statement S“fg"
By Inn:

F2 Projected Summary F6 Incidental Folio

F3 Projected Detailed F7 Room Rental Folio
F4 Running Summary F8 Registration Card

F5 Running Detailed Fo Signed Documents.

l  Include Phone Detail '

Tuesday, May 19. 2015 - 8:32 PM

5. If you would like to include phone call details on a folio, click to select the check box for “Include
Phone Detail.”

6. Click to select the type of folio you would like to print for the selected guests from the following
choices:

This type of  Displays this information:

folio:

Projected A summary of all charges until the end of the guest’s stay, as

Summary well as any payments made up to the current date.

Projected A detailed listing of all charges and payments up to the current

Detailed date as well as a summary all future charges until the end of the
guest’s stay.

Running A summary of all charges and payments that have taken place

Summary from the beginning of the guest’s stay to the current date.

Running A detailed report of all charges and payments that have taken

Detailed place from the beginning of the guest’s stay to the current date.

Incidental Folio Miscellaneous and phone charges by the day they occurred.
Hides all payments.

Room Rental All lodging charges. Hides all payments, miscellaneous, and
Folio phone charges.

The selected folio prints automatically.
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Cash Register/Guest Screen Check-Inn

Cash Register/Guest Screen

Use this screen for registered guests. If you need to charge someone who is not a registered guest
(for example, someone who is driving through and needs to buy a map), use the stand-alone Cash
Register screen.

These are the options available from this screen:
= Set phone credit limit
= Select a travel agency
= Pre-authorize credit card
= Apply a charge to a quest’s account
= Apply a payment to a guest’s account
= Enter a repeating charge
= Refund/reverse a charge
= Void sale/return to Guest Screen

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Cash Register/Guest Screen

SET PHONE CREDIT LIMIT

Check-Inn

Use this feature to limit the amount of money a guest can accrue in phone charges.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged 12 10 Jog out) =

<
SlBgcinn [

HIGHER RATES OA.

Room e[ <] 6/18:2015 D e
Oun Svs 75 | Revesncua [ weseioaie Pl
| June 7015

620 62~
Fri Sat Mot

Seccesshul
Thu, Jun 18, 2015 at 350 PM

S
“Thu. Jun 18. 2015 a 350 PM

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

9
Check-Inn.
ass

Rate (7995  [ADV] Nights (50 [3] [IHideRoomand  Cierk
Tax on Folio

Check-Inn -
Support
Guest Screen / 106 QQSM ‘%
~ Guest#51038
=

Last Name | IEONT FirstName  ALICE F2 New Room
Address fine 1
Address e 2 F3 | Guest Statement
o e 29000 4 Edt il
Country Phone
Gompany « Emai £
Remarks

F6 | CheckinDate

F7 Delete Guest
Credit Card Information

Card Number Exp Fo Phone Charges
Vehicle Information
Make License State Fit Remarks
In: ;i . 3 3 3
in: Monday, March 30, 2015 Out: Tuesday, May 19, 2015 A
Running Balance: $980.45 Projected Balance: $980.45

SeanlD Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM

2. Click Cash Register.
The Cash Register/Guest Screen is displayed.
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Cash Register/Guest Screen Check-Inn

Check-Inn =i

£
(o)1=l /@ [11a Cash Register / Guest Screen BLUE, JOE s“fg"

4 S Travel Agency Authorize Card =
Cneckin | TransactionType | Amount | |
e Tax Amount: 000 ‘

diioeox

New Balance: 16096‘
B o

Enter Charge / Payment

1] contbapetor Amout | R Repeating Charge
ﬁ L Select Payment Type sPC.
oy F1 Phone F2 Room Deposit F3 CRIBRAB F4 NEWSPAPER
LPJ Reseaations
F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND

L

- F9 ADJUSTMENT F10 EVENT FEE F11 UFTTKT F12 CAR WASH
£ e

Lﬂj Lock &

EA
WY unten Rm: 123 Rate: $78.48 incl. tax  Bal today: $80.48 Confinue <F10> || Void Sale <ESC>

Tuesday, May 19, 2015 - 1:39 PM

3. Click Phone Credit.
The Phone Credit window is displayed.

Check-Inn
Phone Credit
Credit Limit 50.00
Current Charges ‘ 0.00
Credit Balance ‘ 50.06
Done <F10= Cancel <ESC=

4. Type the maximum amount you will allow this guest to accrue in phone charges in the Credit Limit
field.

Click Done.
6. Click Continue to save your changes.
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Cash Register/Guest Screen

SELECT A TRAVEL AGENCY

Check-Inn

Use this feature to assign a travel agency to a guest.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged 12 10 Jog out) =

<
SlBgcinn [

HIGHER RATES OA.

Room e[ <] 6/18:2015 D e
Oun Svs 75 | Revesncua [ weseioaie Pl
| June 7015

620 62~
Fri Sat Mot

Seccesshul
Thu, Jun 18, 2015 at 350 PM

S
“Thu. Jun 18. 2015 a 350 PM

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

9
Check-Inn.
ass

Rate (7995  [ADV] Nights (50 [3] [IHideRoomand  Cierk
Tax on Folio

Check-Inn -
Support
Guest Screen / 106 QQSM ‘%
~ Guest#51038
=

Last Name | IEONT FirstName  ALICE F2 New Room
Address fine 1
Address e 2 F3 | Guest Statement
o e 29000 4 Edt il
Country Phone
Gompany « Emai £
Remarks

F6 | CheckinDate

F7 Delete Guest
Credit Card Information

Card Number Exp Fo Phone Charges
Vehicle Information
Make License State Fit Remarks
In: ;i . 3 3 3
in: Monday, March 30, 2015 Out: Tuesday, May 19, 2015 A
Running Balance: $980.45 Projected Balance: $980.45

SeanlD Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM

2. Click Cash Register.
The Cash Register/Guest Screen is displayed.
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Cash Register/Guest Screen Check-Inn

Check-Inn =0

9
o3 7=l & a3 Cash Register / Guest Screen BLUE, JOE S“’g"
Bynsoftix

I Phone Credit Authorize Card B

Checkin Transaction Type Amount |

Walktn 20 conce 160.96| Tax Amount: 0.00

i omeeon
New Balance: 160.96
B o
Enter Charge | Payment

l:;' b Fagrator Amourt [ ) Delete tem R Repeating Charge
= Sele Type s
ﬁ L Select Payment Type sPC
s F1 Phone F2 Room Deposit F3 CRBIRAB F4 NEWSPAPER
|1 Resesations
= F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
W
— F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CARWASH
G sainn
a1 Lok
(E4 ="
E?_! Updery Rm: 123 Rate: $78.48 incl. tax / Bal today: $80.48 Continue <F10> | | Void Sale <ESC>

Tuesday, May 19, 2015 - 1:39 PM

3. Click Travel Agency. (See Travel Agent Audit for more information on travel agencies).
The Select Travel Agency window is displayed.

Check-Inn =

)
Check-Inn. Select Travel Agency S“'g"

ok In
Resanasion

Checktn
Walkin

! Check-Out
& e ®
i\;} Caah Ragmtay

o was BON VOYAGE TRAVEL
COOKE'S TRAVEL

Curront Agency [None Selected]

FISCHER TRAVEL

P
(19 Resenasions

a7

R suings

Bl Locks
=

=

B o

Tuesday, May 19, 2015 - 1:39 PM

4. Use the Current Agency drop-down list to select an agency from the list. (If you want to remove a
travel agency, choose “None Selected.”)

5. Click New Agency to add or edit a travel agency. See Add a travel agency for details.

Current Agency {None Selected] Y
Done <F10> Cancel <ESC>
New Agency <F2>

6. Click Done.
7. Click Continue to save your changes.
Note: An airplane icon displays in the lower left if a travel agency has been selected.

—7
?f\'i
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Cash Register/Guest Screen Check-Inn

PRE-AUTHORIZE A CREDIT CARD

IMPORTANT! The Credit Card Processing module is required for this function. This is a special
module that is purchased separately and requires a special code number. Contact Innsoft Sales (800-
950-8665) to purchase this module.

Pre-authorizing does not actually charge the credit card, instead it authorizes the card for a
specific amount to be used for future charges. Use this feature to pre-authorize a credit card.

1. Double-click the guest’s name on the grid.

) Check-Inn - Logged In: admin (Press F12 1o log out) Skl

Check-inn. S -

HIGHER RATES OA.

I —1

Friday, June 19, 2015 - &:19 AM

The Guest Screen is displayed.

Check-Inn =30

9
Check-Inn. Guest Screen / 106 QQSM s“fg"

Crmckin
A S Guest#51038
Chsckin
Walkin =
Last Name [ EIREIN FirstName |ALICE F2 New Room
G omeeon Address fine 1 e
Address fine 2 F2 Guest Statement.
@ i city State Zip Code 4 Edit Bl
= Country Phone
E i o, Y oot &
] Remarks
ﬁ At F& | CheckdnDate
ey vl 50 |2 [IHideRoomand Clerk
{19 resespions Res {709 ||Abv;Homty [0 B Tax on Folio F7 | Delete Guest
Credit Card Information
ﬂ e Card Number Exp. F9 | Phone Charges
Vehicle Information
% Suttings Hake License State 11 Remarks
In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015
I ol S F12 | ExtraPeople
(=] 2 | Running Balance: $980.45 Projected Balance: $980.45
- Scan D Continue <F10>
B er :

Tuesday. May 19, 2015 - 12110 PM
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Cash Register/Guest Screen

2. Click Cash Register.

The Cash Register/Guest Screen is displayed.

)

(o) /@[,1W Cash Register / Guest Screen BLUE, JOE 5“?5"

‘ Phone Credit Travel Agency Authorize Card x
. Transaction Type Amount |
A - [ 160.96 Tax Amount: 000
= New Balance: 160.96
2B com
Enter Charge / Payment

L] et Amount | Delet R Repeating Charge
ﬂ L Select Payment Type SPC
e F1 Phone F2 Room Deposit F3 CRBIRAB F4 NEWSPAPER
i Reseation:
i:l. F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND

F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CARWASH
7
SR s

[#5

Rm: 123 Rate: $78.48 Incl. tax / Bal today: $80.48 Continue <F10> | Void Sale <ESC>

=
B

Tuesday, May 19, 2015 - 1:39 PM

3. Click Authorize Card.

The Authorize Credit Card screen is displayed.

Check-Inn
Authorize Credit Card

Enter Amount H

Enter or swipe credit card
Credit Card Number

Expiration Date MMYY

Use =Ctrl-F10= for manual authorizations.

Done <F10= Cancel <ESC=>

4. Type the amount you want to authorize in the Enter Amount field.

Note: Check-Inn does not add previous pre-authorizations, so each time you pre-authorize a
guest’s card, enter the total amount of the authorization.

5. If necessary, enter the credit card information.

Check-Inn

Note: To ensure accuracy, it is preferable to swipe the credit card whenever possible.

Click Done.
Click Continue to save your changes.
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Cash Register/Guest Screen Check-Inn

APPLY A CHARGE TO A GUEST’S ACCOUNT

You can apply a charge to a guest’s account in a variety of categories, including the following:
= Phone

= Room Deposit (A room deposit is used to track a refundable deposit that you will be prompted
to return at the end of the guest’s stay. This is useful for such things as phone deposits, key
deposits, remote control deposits, room damage deposits, etc. You will be reminded when the
guest checks out and asked if you would like to refund the amount to the guest.)

= Pet Fee
= Newspaper

= Toiletries
= Parking
= Damage

= Any other charge types you specify (see Enter sales categories for more information)

To refund/reverse a charge you've already added to an account, see Refund/reverse a charge.

1. Double-click the guest’s name on the grid.

9 Check-Inn - Logged In: admin (Press F12 to Jog out) i

- Support
Check-inn. . -

Room Tips [l <+~ 6/18/2015 v Expand Gnd

7 oo R o .

AutoBackup B
Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

Check-Inn =in

)
Check-Inn. Guest Screen / 106 QQSM S“'g"

Chnchin
Fesenation Guest#651038

L
i Checkdn.
Walhln

LastName |ERENIY FirstName |ALICE F2 New Room
ﬂ CmckOu Address line 1

ke F2 | Guest Statement
B s ciy State Zp Code 4 P
= Country Phone
e S Sauteent g et =

" Remarks
Gl o S F6 | CheckinDate
A 5 / tights (50 [ [IHideRoomand Clerk
[B] Resevmions Res 700 |BOVI S 50 B e ceriole F7 | Delete Guest
Credit Card Information
ﬁ Rapaty Card Number Exp. F9 | Phone Charges
Vehicle Information
% Suttmgs Make License. State F11 Remarks
In: Monday, March 30, 2018 Out: Tuesday, May 19, 2015

fal Lochk e Ut ieachy. X F12 | ExtraPeople
(=] St | Running Balance: $380.45 Projected Balance: $380.45
@ I Scanld | Continue <F10>

Tuesday, May 19, 2015 - 12110 PM
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Cash Register/Guest Screen

2. Click Cash Register.
The Cash Register/Guest Screen is displayed.

2 Check I - =
5 Support
oy 1=l 13 Cash Register / Guest Screen BLUE, JOE \g#
B Innsoft b (i ]
ﬂ I Phone Credit Travel Agency Authorize Card x
| Creckin | Transacton Type Amount |
Wity P2l Saiance 160.96] Tax Amount: 0.00
ﬂ etk
New Balance: 160.96
B o
Enter Charge / Payment
g st o il
- Sele Type g
ﬁ At Select Payment Type SPC
atmn F1 Phone F2 Room Deposit F3 CRIBRAB F4 NEWSPAPER
|1 Resesations
== F5 TOLETRIES F6 PARKING F7 DAMAGE F8 REFUND
o
. F9 ADJUSTMENT F10 EVENT FEE F11 LIFT TKT F12 CAR WASH
R sue
Al Lhk
(E4 ="
!B Updas Rm: 123 Rate: $78.48 Incl. tax | Bal today: $80.48 Continue <F10> | | Void Sale <ESC>

Tuesday, May 19, 2015 - 1:39 PM

3. Type the amount of the charge in the Amount field.

Check-Inn

4. Click the button for the category of the charge (for example, Phone).

IMPORTANT! Do not press ENTER when entering a charge. Always use the appropriate function

key. (If you press ENTER, it will be processed as a payment.)

Note: For information on customizing the categories, see Enter sales categories.

The amount and category are listed in the upper left under transaction type, and the charge is

added to the balance (shown in the upper right).

L4 Check-Inn
(o) (-« /@)1 Cash Register / Guest Screen ORANGE, TED Su%n
By Innsoft Inc

ck-In

=8

‘ L 8 Phone Credit Travel Agency Authorize Card x

{ Checkin Transaction Type Amount
i Walkitn = 759 40) Tax Amount: 150
l #2 PARKING 150.00

CreckOut
New Balance: 910.90
g Guists
Enter Charge | Payment

Q Cah Ragiter Amount | D Delete tem R Repeating Charge
ﬂ " Select Payment Type spc| | Copylast
f;-: = - F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER
_; F5 TOLETRIES F6 PARKING F7 DAMAGE F8 REFUND
o

~ F9 ADJUSTMENT F10 EVENT FEE F11 LUFTTKT F12 CAR WASH
R sum
@ Loch &
k. Exit
@ Updee. Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Continue <F10> Void Sale <ESC>
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Cash Register/Guest Screen Check-Inn

If you want  Then do this:

to:

Delete a
charge

The upper left of the screen displays a list of transaction types/amounts.
These are the charges and payments that have been made to the guest’s
account.

2 Oreckion —a
[o,T={« /& 313 Cash Register / Guest Screen ORANGE, TED 5""3"
By st b

Authorze Card x

New Balance: 835.90

-
Select Payment Type SPC| | Copylast

F1 Pnone F2 Room Deposit F3 CRBRAB F4 NEWSPAPER

F5 TOLETRES F8 PARKING F7 DAMAGE F8& REFUND

F9 ADUUSTMENT F10 EVENT FEE Fi1 UFTTKT F12 CARWASH

Rm: 116 Rate; Con

Tussday, Moy 19, 2015 166 PM

1. Click to select the charge or payment you want to remove.
2. Click Delete Item.
The Delete Sale Item window is displayed.

Check-Inn
Delete Sale ltem

Select Item to Delete:

Done <F10> ' Cancel <ESC> ‘

JEL

3. Verify that the number in the Select Item to Delete field matches the
transaction number of the item you want to delete (shown in the
transaction type table in the upper left of the screen). If it's not the
correct number, either type the correct number in the field or use the
arrow keys to select it.

4. Click Done.

The charge or payment is removed from the list and the balance (in
the upper right) reflects your change.
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Cash Register/Guest Screen Check-Inn

If you want  Then do this:

v Cneck-inn - ol
Copy the last EREURU: Cosh Beguic Guosl Svwen ORANGE, TED TN
ot e ]
charge you W o e || e B
__Transacton Type | Amount
entered -
-
‘u EVENT FEE 00 New Balance: sss.so‘
BEEet e
Amout 000 D | | Docterem R Repeasng Chae
==
_ F1 Phane. F2 Room Deposit F3 CRERAB F4 NEWSPAPER
m F5 TOLETRES F8 PARKING F7 DAMAGE F8 REFUND
e Ea B
B R 15 Rate:

Tussday. May 19, 2015 156 PM

1. Click Copy Last.

The last charge you added to the guest’s account is copied to the
transaction log in the upper left, and the balance (in the upper right)
reflects this addition.

v Check inn - ol
Checlcinn. ACTIEIETSEAIEREN 5 | Review the
AR oo e || s (] transaction type table
__Transacton Type | Amount ||
= s = o and the new balance
_ <o YT o | |NewBaIance' 834.40 to see the new
Chmrge / Paymont.
Bl —= oo o (oo charges that you
W have applied.
=
-
-

Tussday. Moy 19, 2015 - 156 PM

5. Click Continue to save your changes.
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Cash Register/Guest Screen Check-Inn

APPLY A PAYMENT TO A GUEST’S ACCOUNT

To refund/reverse a payment that you've already applied to a guest’s account, see Refund/reverse a
charge.

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 to log out) sl

Checkinn. S

By Inn

m fresEnneEs L

Room Type. < §6/1872015 ‘-
O s [ 75 | mevesnons [ u.«m
S Jume 2075

Tha, Jun 18, 2015 at 350 P

ST Guarvses TN

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

<

Check-Inn LI
Support
Check-Inn. Guest Screen / 106 QQSM P
By Innsoft 6
 Guest#51038
x
Last Name | E[ERIIY | FirstName |ALICE F2 New Room
Address line 1
Address ine 2 e
Ciy Sk, Z0.0ode 4 Eit Bl
Country Phone
Company + Email F5 Cash Register
Remarks
F6 | CheckdnDate
s/ [JHide Roomand Clerk
Rate [79.95 _ [ADV] tghts [s0 5] [Hide Roomar o e
Credit Card Information
Card Number Exp F9 | Phone Charges
Vehicle Information
Make License. State F1l Remarks
| In: Monday, March 30, 2015 Out: Tuesday, May 19, 2015 riz) e ek
‘ Running Balance: $980.45 Projected Balance: $980.45
& ScanD Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM.

2. Click Cash Register.
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Cash Register/Guest Screen Check-Inn

The Cash Register/Guest Screen is displayed.

- ol

Check-Inn

)
(olp(={e /@ [asW Cash Register / Guest Screen BLUE, JOE 5“‘?"6"

By Innsoft Inc

Phone Credit Travel Agency i | Authorize Card x
Transaction Type | Amount
1 Tax Amount: 0.00
New Balance: 160.96‘
Amount || i D Delete tem R Repeating Charge
Select Payment Type. spol | copylast
F1 Phone F2 Room Deposit F3 CRERAB F4 NEWSPAPER
F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
F9 ADJUSTMENT F10 EVENT FEE F11 UFTTKT F12 CARWASH
Rm: 123 Rate: $78.48 Incl. tax / Bal today: $80.48 Cortinue <F10> | | Vioid Sale <ESC>

Tuesday, May 19, 2015 - 1:39 PM

3. Type the amount of the charge in the Amount field.
Click Select Payment Type.
The Payment Type window is displayed.

Payment Type Cash

Done <F10 Credit Card Sale
Billing
Room Transfer
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Cash Register/Guest Screen Check-Inn

5. Choose a payment type from the Payment Type drop-down list.

The payment amount and type are listed in the upper left under transaction type, and the payment
is subtracted the balance (shown in the upper right).

If the guest wants  Then do this:
to:

Pay with cash or check | Select Cash from the drop-down list.

Pay with credit card Make a selection from the drop-down list.

= If you have the Credit Card Processing module, Credit
Card Sale is listed as an option. Contact Innsoft Sales (800-
950-8665) to purchase this module.

= If you don’t have the Credit Card Processing module, a
separate credit card option is listed for each credit card type.

Bill their company Select Billing from the drop-down list.

= If you have not yet entered the guest’s address and company
on the Guest Screen, you will be prompted to do so at the end
of the transaction.

Transfer an amounttoa | 1. Select Room Transfer from the drop-down list.
different room > Click Done.

3. Use the Select Transfer Room drop-down list to select the
room you want to transfer the amount to.

4. Click Done.

6. Click Done.
7. Click Continue to save your changes.

8. If you chose Billing as the payment type but did not select a company on the Guest Screen, you
will be prompted to do so now.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Cash Register/Guest Screen Check-Inn

ENTER A REPEATING CHARGE

A repeating charge is a charge that is applied each time a guest is charged for lodging. (For example,
if a guest’s rate type is Daily, the charge is applied every day; if a guest’s rate type is Weekly, the
charge repeats once per week.)

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 to log out) i

9
Check-Inn. _

=

nnnnnn <+ 6/182015

Daiy Status [l 75 | Rene: ncn. Rese nm
E} e a3 520 62~
EEEETE e | Fo Sat Mot 18

101-QQNS.

103-QONS E

Thu, Jun 18, 2015 &t 350 P

Successiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

9 Check-Inn -8
Support
Check-Inn. Guest Screen / 106 QQSM PP
By Innsoft Inc. @
Crmcd J
ol Guest#51038
Creckin L
o
Last Name |IREIN | FirstName |ALICE F2 New Room
I bkt Address fine 1
- Addessine 2 F3 Guest Statement.
B s o .. ZeCode 4 EditBil
= Country Phone
,:—iwj Sl | Company 9] Emat £
R ks
ﬁ Audit s 76 Check-n Date
e 5 | []Hide Room and
]?j Resesations e [70.50 |IADViMaits (£07 I Tax on Folio o F7 Delete Guest
- Cradit Card Information
ﬁ ~ | Card Number Exp. FO | Phone Charges
= Vehicle Information
‘% St Hake License State Fit Remarks
E M 201 : . May 18,
ﬂ = In: Monday, March 30,2018 Out: Tuesday, May 19, 2015 A
2| et { Running Balance: $980.45 Projected Balance: $980.45
" 2 ScanlD Continue <F10>

Tuesday, May 19, 2015 - 12:10 PM

2. Click Cash Register.
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Cash Register/Guest Screen Check-Inn

The Cash Register/Guest Screen is displayed.

heck-Iny -8

9 « n
(o171« /@11 Cash Register / Guest Screen ORANGE, TED S“g“
By Innsoft Inc

Cinckin
Al e Phone Credit Travel Agency Authorize Card =
[ Cmckin | TransactonType | Amount |
A #1 Balance 759.40 Tax Amount: 150
7Y PARKING L 15000]
l OOt #3 Cash 150.00
#4 EVENT FEE 75.00 New Balance: 835.90
@ Susts
Enter Charge | Payment
}:‘. Conh Fagpet Amout] [0.00 D | Deletetem Rl Repeating Charge
ﬂ L Select Payment Type spc| | copyast
an F1 Phone F2 Room Deposit F3 CRBRAB F4 NEWSPAPER
{181 Resenations
= F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
Repots
- F9 ADJUSTMENT F10 EVENT FEE Fi1 LFTTKT F12 CARWASH
a1 Lok
LE] et
e}_s Updms Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Continue <F10> || Void Sale <ESC>

Tuesday. May 19, 2015 - 1:5 PM

3. Click Repeating Charge.
The Repeating Charges screen is displayed. There is room for three different repeating charges.

Check-Inn
Repeating Charges
I Charge Amount 2.00 I Charge Type  CAR WASH v
Charge Amount 0.00 Charge Type v
Charge Amount 0.00 Charge Type v

Cancel <ESC>

4. Type the amount of the charge in the Charge Amount field.

Check-Inn

Repeating Charges

Charge Amount 2.00 Charge Type CAR WASH vl

| TOILETRIES ~
|PARKING

\DAMAGE

|REFUND

Charge Amount 0.00 Charge Type | ADJUSTMENT

|EVENT FEE

LIFT TKT

Done <F10> | [ RTCTRN - |

Charge Amount 0.00 Charge Type

5. Use the Charge Type drop-down list to select the type of charge. See Enter sales categories for
information on changing these categories.

Repeat steps 4 and 5 until you’ve added all repeating charges for this guest.
Click Done.
Click Continue to save your changes.
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Cash Register/Guest Screen Check-Inn

REFUND/REVERSE A CHARGE

Use this feature to refund or credit a guest’s account, including refunding a room deposit.

For example: Use this feature if a guest paid in advance for several nights, but needs to check out
early. Follow these steps to issue a refund for the guest’s credit balance.

1. Double-click the guest’s name on the grid.

=

) Check-Inn - Logged In: admin (Press F12 to Jog out)

Shecl< Inn. ©

HIGHER RATES OA.

Room e[ <] 6/18:2015 D e "
Oun Svs 75 | Revesncua [ weseioaie =
\\\\\ | 2
52~
- RO e B

2
tion: [
[
K

]

AutoBackupA Seccesshul
Thu, Jun 18, 2015 at 350 PM
AutoBackup B
Thu, Jun 18. 2015 at 350 P

Guarantsed

Friday, June 19, 2015 - 8:19 AM

The Guest Screen is displayed.

Check-Inn =i

9
Check-Inn. Guest Screen / 106 QQSM S“‘g"

’ Comckin |
A Guest#51038
. L
&
i LastName |SEGI) First Name [ALICE 2 New Room
l ek Address fine 1
Address fine 2 F2 Guest Statement.
@ R Ciy sl 0 Fi EditBil
= Country Phone
I:l - Coen y) e
P Remarks
ﬁ At g F& | CheckinDate
e s (50 [ [lHideRoomand Clerk
| Resesations REE[I0 |iBoV R R Taxon Folio F7 Delete Guest
| Credit Card Information
ﬁ A | Card Number Exp F9 | Phone Charges
= Vehicle Information
% Suttings Make License State F11 Remarks
In: Monday, March 30, 2018 Out: Tuesday, May 19, 2015
TN Lt s Sl F12 | ExtraPeople
t!) it Running Balance: $980.45 Projected Balance: $980.45
N SeanlD | Continue <F10>
Updee

Tuesday, May 19, 2015 - 12:10 P

2. Click Cash Register.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations
Reports Troubleshooting Appendix EMV




Cash Register/Guest Screen Check-Inn

The Cash Register/Guest Screen is displayed.

Check-Inn - o Il

2
(olp(=le/C[asW Cash Register / Guest Screen ORANGE, TED 5"""6“
Byl

innsoft Inc.

_ phone Creat TavelAgency | | Auborze Card ]
| TrnsactonType | Amount | *|
[#2 Cash 150.00 Tax Amount: 000
[#3 EVENT FEE 75.00
| #4 EVENT FEE 7500
B eveniiee | 500} New Balance: 834.40
e2) v
B —
& ‘ abail & Iepestin (e
e I S
F1 Phone F2 Room Deposit F3 CRIBIRAB | Fa NEWSPAPER ]
F5 TOLETRIES F6 PARKING F7 DAMAGE |F8 REFUND
"L - . =
F9 ADJUSTMENT F10 EVENT FEE F11 LIFT TKT |F12 CARWASH
T B .
o=
_ Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Continue <F10> | | Vioid Sale <ESC>

Tuesday, May 19. 2015 - 1:5 PM

3. In the Amount field, type — (minus sign or hyphen), and then enter the amount you want to refund.

Click the button for the appropriate refund category. (For example, you might refund a room
deposit.)

The amount and category are shown in the transaction type table, and the amount is updated in
the New Balance field.

Check-Inn - 0.

F)
Check-Inn. Cash Register / Guest Screen ORANGE, TED S“‘g"
Byl

innsoft Inc.

_ Phone Great TavelAgency | | Auborize Card 5
[ TransactonType | Amowt |*
| 23 EVENT FEE 75.00 Tax Amount: 0.00
N e ESm
- # EVENT FEE 500 INew Balance: 759.40
{2
Enter Charge / Payment
‘Amount [ ] D | | Deletetem R | Repeating Charge
. ) L ooman
F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER
F5 TOLETRIES F6 PARKING F7 DAMAGE F8 REFUND
I:Il =
F9 ADJUSTMENT F10 EVENT FEE F11 UFTTKT F12 CAR WASH

~
)

Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Void Sale <ESC>

Tuesday, May 19, 2015 - 1:56 PM

5. Click Continue to save your changes.
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Cash Register/Guest Screen

REFUND/REVERSE A PAYMENT

Check-Inn

1. Double-click the guest’s name on the grid.

Check-Inn - Logged In: admin (Press F12 1o log out)

9
Check-Inn.

By Innsoft Inc

Suppon

Room pe [l «-§6/1812015

AutoBackupA

AutoBackup B

Friday, June 19, 2015 - 819 AM

The Guest Screen is displayed.

Check-Inn =i

D= - RN

DailyStatus [l 75 | Refresn Gria . Re: emue
= e B
T (T 13 620 o2~
ot I Mot %
Tods 0
ns 0
oK

Successhul
Thu. Jun 18, 2015 st 350 PM

‘Tha, Jun 18, 2015 at 350 PM

essiul

=R

Check-lnn Guest Screen / 106 QQSM S"‘g"

By Innsoft Inc

E)
i

x
_ LastName | EIRENIY FirstName |ALICE 2 New Room
it Guest Statemen
Address line 2 5
25
e P o k4 Bt Bl
o o |
== i 3 et | =
Remarks
_ i Sk pee
s s [JHide Roomand Clerk T
Rate 7995 [aDVi Mights (50 2 bas Room e - o
Credit Card Information
i:ll = Card Number Exp Fo Phone Charges
Vehicle Information B
i e = ; s
= | In: Monday, March 30, 2015 Out: Tuesday, May 18, 2015 ri2! [
x| | Running Balance: $380.45 Projected Balance: $980.45
- = =2 ——

Tuesday, May 19, 2015 - 12:10 PM

Check-Inn =i

F)
(olp(=el/C (a1} Cash Register / Guest Screen ORANGE, TED s“'g“

x|

By Innsoft Inc.
Phone Credit Travel Agency | Authorize Card =
Tfansacuon Type | Amcm
[#2 casn 150.00 Tax Amount: 000
[ %2 EVENT FEE 75.00
[ #4 EVENT FEE 7500
Becie ool New Balance: 834.40
m Charge | Payment
| Amount  |-75.00 D \ Delete tem R Repeating Charge
=
F1 Phone F2 Room Deposit F3 CRBRAB [Fa NEWSPAPER
F5 TOLETRES F6 PARKING F7 DAMAGE | F& REFUND
F9 ADJUSTMENT F10 EVENT FEE Fi1 UFTTKT im CARWASH

Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40

Settings Home Screen

Check-In Reservation

Continue <F10>  Void Sale <ESC>

‘Tuesday, May 19, 2015 - 1:55 PM
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Cash Register/Guest Screen Check-Inn
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Cash Register/Guest Screen Check-Inn

3. In the Amount field, type — (minus sign or hyphen), and then enter the amount you want to refund.
Click Select Payment Type, and select the payment type that you are refunding/reversing.
Click Done.

The amount and category are shown in the transaction type table, and the amount is updated in
the New Balance field.

)

) Check im
(ol7=1e /€ [31a Cash Register / Guest Screen ORANGE, TED S“‘g“

iln
‘ e Phone Credit Travel Agency Authorize Card x
. i TransactionType | Amount |~
A W | 23 EVENT FEE 7500 Tax Amount: 0.00
#4 EVENT FEE 7500
l #_EVENT FEE 75 uo] l New Balance: 759.44

Enter Charge | Payment

}:. Canh Hopiin Amoud] D | | Deletetem R Repeating Charge
ﬂ L Select Payment Type spc| | CopyLast
amn F1 Phone F2 Room Deposit F3 CRIBRRAB F4 NEWSPAPER
7S] Resesatisns
ﬁ F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND
Repen
F9 ADJUSTMENT F10 EVENT FEE F11 UFTTKT F12 CAR WASH
=
“K Suftmys
a7 Lok
(E=T
@ Updme Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Continue <F10> [l Void Sale <ESC>

Tuesday, May 19. 2015 - 1:55 PM

6. Click Continue to save your changes.

A print preview screen should come up showing the updated balance.

7. Print or email as needed.

Select a page range

PrintPages 1 S -1 2

v v

Print Print 2x Email Done
F2 F4| | F6 F10
Print one copy Print two copies Email the list Click Done
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Cash Register/Guest Screen Check-Inn

VOID SALE/RETURN TO GUEST SCREEN

To return to the Guest Screen without saving current changes, follow these steps:
1. Click Void Sale.

£ Check-Inn }

TR Cosh Regior Gues Sorsen ORANGE, TED Ny

nnnnnn

ol

_ Brone Creat Tovelngency | | Auonze Card 5
[ TnsactonType [ Amount [~
| #3 EVENT FEE 75.00 ‘Tax Amount: 0.00
| #4 EVENT FEE 75.00
| #5 EVENT FEE 75.00
- ‘ﬁ EVENT FEE -75.00 New Balance: 759.40
254 v
Enter Charge | Payment
Amoutt| | ] D | | Deletetem R | Repeating Charge
. 2] | comes
F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER
F5 TOILETRES F6 PARKING F7 DAMAGE F8 REFUND
0o
- F9 ADJUSTMENT F10 EVENTFEE Fi1 UFTTKT F12 CARWASH
i
inl
_ Rm: 116 Rate: $0.00 incl. tax / Bal today: $759.40 Continue <F10> [ Vioid Sale <ESC>

Tuesday, May 19, 2015 - 1:56 PM

A message displays asking, “Do you wish to void sale?”

2. Click Yes.
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Check-Out Check-Inn

Check-Out

Check-out allows you to check-out any guest that is currently checked into the system.

Note: Before checking-out a “master” split room, all additional split rooms must be checked-out or un-
split.

This section provides information on the following processes:
=  Check out a guest
= Enter or view guest messages
= Do a quick check-out
m  Check-Out Cash Register options
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Check-Out Check-Inn

CHECK OUT A GUEST

1. On the grid, right-click a guest and select Check-Out.
Note: Alternately, you can click Check-Out and choose the guest from the list.

St
Check-inn. G

No Events Sched

R
2 ]

2

Raom Tjpe. «162412015 D X

7 | e o Rl e

Successhul
Wed, Jun 24, 2016 at 226 PM

Thursday, June 26. 2015 - 12:35 PM

The Cash Register/Check Out screen for that guest is displayed. This screen displays the guest’s
current balance, including tax. The guest’s balance must be zero before the check-out may be
completed.

Check-Inn o

L -
(o) {1 /@ )1 Cash Register / Check-Out ORANGE, TED Sufg"
By Innsoft Inc

& oo View Bill Travel Agency Authorize Card x
Checkin Transaction Type | Amount |
Walkin E0 Gaance 759 40 Tax Amount: v.oo‘

& oo i

New Balance: 759.40‘

@ Suksts

Enter Charge / Payment

[;_J Cash Rogatar Amount || D[ | Dot Ra

ﬁ o Select Payment Type spc| | Copyles C | Check-OutDate

ey F1 Phone F2 Room Deposit F3 CRIBRAB F4 NEWSPAPER

|5} Resemces
F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND

L

— F9 ADJUSTMENT F10 EVENT FEE Fi1 LFTTKT F12 CARWASH
5 sae
\ﬁ Lock &
EJR-TE
WY nime Rm: 116 Rate: $0.00 incl. tax Continue <F10> || Void Sale <ESC>

Tuesday, May 19, 2015 - 4:11 Ph

2. Enter any additional charges. See Apply a charge to a guest’s account for more information.

3. Enter payments. See Apply a payment to a guest’s account for more information.
4. Click Continue.
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Check-Out

A print previous of the guest’s folio is displayed.

5. Print or email as needed.

Select a page range

Check-Inn

If your property
has a signature

Print Pages 1 = -1

pad, you can
click Sign and  __|

Sign Print
S| F2|

Print 2x Email Done
F4| \F6 F10/

have the guest
sign using the
signature pad

6. Click Done.

Print one copy  Print two copies  Email the list

Click Done
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Check-Out Check-Inn

ENTER OR VIEW GUEST MESSAGES

Use this feature to enter or view messages for a guest.

Note: If a message has been entered for a guest, “[M]” is displayed next to the guest’s name on the
Check-Out screen.

1. On the home screen, click Check-Out.

4 Check-lnn - Logged In: admin (Press FI12 to log out) < =

2 Support
check-inn. G -

WIGHER RATES O

«§6/182015

Auto Backup A

Thu, Jun 18, 2015 at 360 PM
Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Faday, June 19, 2015 - 819 AM

The Check-Out Room Selection screen is displayed.

9 CheckInn - olEl
H Support
Check-Inn. Check-Out Room Selection PP
& st i)
Guest 10of 15 | |
Tuesday, May 19, 2015
Room Search [ROOM NUMBER OR GUEST NAME Fofl  GuestMessages
Select room(s) - hold shit or ctrl while clicking
to seect (or unselect) mufiple rooms
Rm.# | Guest Name Room Type Baance | Depan | NextResv. |~
501 |CHECK-IN, QUICK K 58245 520/2015 Not Reserved
102 CHECK-N, QUICK QQNS -12200 5/2012015 Not Reserved
126 HARVEY, AMY QQNS 41112 572412015 Not Reserved
103 GUY, DUDE aans 230885 5202015 Not Reserved
108 | BROWN ALICE aasm 117805 6202015 Not Reserved
107 [M] PINK, SAM Qasu 000 5202015 Not Reserved
108 JONES, JANE Qasm 41691 5202015 Not Reserved Th M t th I ft f th t’
109 | CHECK.N, QUICK QQNS 200 5202015 Not Reserved e O e e 0 e g u es S
B T name indicates that he or she
115 |SILVER, MARY QQNS 0.00 52172015 Not Reserved h m
17 HFREAGH QQNS 274895 52012015 Not Reserved v as a eSS ag e .
Quick Check-Out <F12> Select <F10>

Tuesday. May 19, 2015 - 421 PM

2. Click to select the guest you want to leave a message for (or whose message you want to view).
3. Click Guest Messages to view the guest message or make a new entry.
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Check-Out

The Guest Message Editor screen is displayed.

-~ o}

Check-Inn

)
Check-Inn. Guest Message Editor 5“‘?"6"
Byl

innsoft Inc.

F2 Print F3 | Date & Time F4 Search

Save & Bxt <F10> Cancel <ESC>

Tuesday, May 19, 2015 - 421 PM

4. Type a message (or read an existing message).

Check-Inn

If you want to: Then do this:

Print the message Click Print.

Add a date and time Click Date & Time.
stamp

Search for a word or 1. Click Search.
phrase within the
guest’s message
Find

The Find window is displayed.

Find what: ||

[ Match case

3. Click Find Next.

2. Type the word or phrase in the Find window.

Delete the message Click Delete & Exit.
and exit the screen

Save the message and | Click Save & Exit.
exit the screen
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Check-Out Check-Inn

DO A QUICK CHECK-OUT

If a guest has a zero balance, Check-Inn allows you to check the guest out without entering any
additional information.

Note: You cannot use Quick check-out for split rooms.

1. On the home screen, click Check-Out.

4 Check-Inn - Logged In: admin (Press F12 to log out) -
Support

Checlc-in. S

5 msefe e ]

WIGHER RATES O

Fiday, June 19, 2015 - 8-19AM

The Check-Out Room Selection screen is displayed.

? Check-Inn - olEl
Check-Inn. Check-Out Room Selection 5“‘%"
By Innsoft Inc

Guest 10of 15 | |

Tuesday, May 19, 2015

Room Search |ROOM NUMEER OR GUEST NAME F6 Guest Messages

Select room(s) - hold st or ctri while ciicking
to select (or unselect) muliple rooms.

Rm# | GuestName | ReomType  Balance | Depan  NemtResv |~

501 | CHECKN, QUICK K 50245 5202015 Not Reserved
102 | CHECKIN, QUICK QaNs 12200 57202015 Mot Reserved
126 HARVEY, AMY Qans 41112 5242015 Not Reserved
103 GUY, DUDE aans 230885 5202015 Not Reserved
108 | BROWN ALICE aasm 117805 5202015 Not Reserved
107 [M] PINK, SAM Qasu 000 5202015 Not Reserved
108 JONES, JANE QasM 41691 5202015 Not Reserved
108 GHECKN, QUICK Qans 200 5202015 Not Reserved
113 |M) DOE. JOHN QNS 0.00; 6202015 | Not Reserved
115 SLVER, MARY Qans 0.00 52172015 Not Reserved
117 | HFREAGH QQNS 274895 52012015 Not Reserved v
Quick Check-Out <F 12> Select <F10>

Tuesday. May 19, 2015 - 421 PM

2. Click to select the guest or room you would like to check-out from the Check-Out Room Selection
screen.

To check out more than one room: Hold down the CTRL key (on your keyboard), and click the
rest of the rooms you would like to check out.

3. Click Quick Check-Out.

This message is displayed: “Quick check-out all selected rooms?”

Note: If the guest balance is not zero, a message box displays, saying, “Guest balance is not
zero. Please use regular check-out.” Click OK, then use the regular check-out procedure.
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Check-Out Check-Inn

4. Click Yes.
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Check-Out Check-Inn

CHECK-OUT CASH REGISTER OPTIONS

This section includes information to:
= Refund a room deposit
= Print a copy of the guest’s folio
= Remove a stayover charge
= Assign a travel agency to a guest
= Void sale/return to home screen

Assign a travel agency

Check-Inn

(o p1=Yel /&3]3 Cash Register / Check-Out ORANGE, TED

By Innsoft Inc.

Q

V|eW/p|"|nt b|” w I Travel Agency I‘ l Authorize Card | \iJ
- Transaction Type Amount
: : PY Balance | 759.40 Tax Amount: 0.00
New Balance: 759.40
: Enter Charge / Payment
E Select Payment Type ] SPC% Copy Last C ‘l‘ Check-Out Date I-’—— Remove a Stayover Charge
‘F1 Phone { I‘FZ Room Deposit I F3 CRIBIRAB ‘ | F4 NEWSPAPER ‘
‘FS TOILETRIES i ‘FG PARKING F7 DAMAGE ‘ |F8 REFUND
ol ‘
!FQ ADJUSTMENT | ‘F10 EVENT FEE F11 LIFT TKT ‘ |F12 CARWASH
“C :
_ Rm: 116 Rate: $0.0qincl. tax Continue <F10> | Void Sale <ESC>f——— VOId Sale/ return to
Tuesday, May 19, 2015 - 4:11 PM home Screen

Refund a room deposit

If you want Then do this:

to:
Refund a room If a guest has paid a room deposit, you may need to refund the amount
deposit to the guest at check-out time. Room deposits are not required to be

refunded; you will simply see a reminder at check-out. See
Refund/reverse a charge for more information.
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Check-Out Check-Inn

If you want Then do this:

to:

Print a copy of 1. Click View Bill.

the guest's folio | 1o Guest Statement screen is displayed.

4 Check-inn -8
Check-Inn. Guest Statement S“P“e"“
e y

F2 | Projected Summary ] Incidental Folic
F3 Projected Detailed F7 Room Rental Folio

F4 Running Summary F8 Rogistration Card

F5 Running Detailed 9 Signed Documents

Tussday Moy 19, 2015 - 736 PM

See View and print the guest folio for more information.

Remove a 1. Click Check-Out Date.

stayover charge | rpo | ast pate of Guest's Stay window is displayed.

Check-Inn

Last Day of Guest's Stay
Enter Date [5/19/20135] v ]
|

OK <F10> Cancel <ESC=>

Enter the last day of the guests’ stay by either typing in the date or
clicking the down arrow and selecting a date from the calendar.
Note: You may not select a date beyond today’s date.

2. Click OK.

You must complete the check-out for the change to take effect.

Assign a travel Assign a travel agency to a guest to remind you that your property
agency to a needs to pay a commission. See Travel Agent Audit for more

guest information. See Add a travel agency for information on adding a new
agency to the list.

Note: An airplane icon displays in the lower left of the Cash
Register/Check-Out screen if a travel agency has been selected.

%/
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Check-Out

If you want

to:

Void sale/return

to home screen

Check-Inn

Then do this:

At any time during the check-out process, you can void the transaction
and return to the home screen.

1. Click Void Sale.
A message displays asking, “Do you wish to void sale?”

2. Click Yes to return to the home screen without processing the
check-out. Or, click No to remain on the Cash Register screen
without processing the check-out.
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Stand-Alone Cash Register Check-Inn

Stand-Alone Cash Register
(for customers who are not guests)

Use this screen to make sales to customers who are not checked into the property.

For example: A person driving through your city may want to buy a map but does not want to stay
overnight. Use this cash register screen for these types of transactions.

If a checked-in guest wants to make a purchase, use the cash register on the Guest Screen.

From this screen, you can complete these tasks:
= Charge a customer (who is not a guest)
= Apply a refund
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Stand-Alone Cash Register

CHARGE A CUSTOMER (WHO IS NOT A GUEST)

Check-Inn

1. On the home screen, click Cash Register.

Check-Inn - Logg F12 tolog out) S

9
Check-Inn. _

.

Room ps [l -1 6/18/2015 Expand Gna

Daily Status 5'Rmnun.n nm
[_cean ] hune 20
E} B 13

T i sa

1mucms

103-QONS E

104 - QQNS

Friday, June 19, 2015 - 8:19 AM

The Cash Register screen is displayed.

$4 Check-inn S ol
Check-Inn. Cash Register Support
Bylnn 6
X
Transaction Type | Amount
= _i Tax Amount: 0.00
New Balance: 0.00

Enter Charge / Payment
Amount || D | | Delete tem

Select Payment Type SPC

F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER

F5 TOLETRES F6 PARKING F7 DAMAGE F8 REFUND

F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CAR WASH

Continue <F10> | Void Sale <ESC>

Tuesday, May 19, 2015 - 8:37 PM

2. In the Amount field, enter the amount you are charging for the item, without tax.

Note: You do not need to type the decimal point in this field.

3. Click the button for the appropriate sales category.

For example, you might type 10.00 and click Parking to add parking charges.

Note: To add or customize these categories, see Enter sales cateqories.
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Stand-Alone Cash Register

Check-Inn

As you enter charges, the charges are displayed in the upper left under Transaction Type, and the
balance is displayed in the upper right.

9 Check-Inn _ ol
Check-Inn. Cash Register Stepcit
By e Inc. G

Tax Amount: 050

New Balance: 150.50

Amount ||

Select Payment Type
F1 Phone F2 Room Deposit
F5 TOLETRES F6 PARKING

F9 ADJUSTMENT F10 EVENT FEE

SPC

F3 CRIBIRAB F4 NEWSPAPER

F7 DAMAGE F8 REFUND

F11 LFTTKT F12 CARWASH

Continue <F10> | Void Sale <ESC>

Tuesday, May 19, 2015 - 8:37 PM

4. Repeat steps 2 and 3 for as many charges as necessary.

If you want to: Then do this:

Copy the last charge you
entered

1. Click Copy Last.

That charge is repeated and displayed in the Transaction Type list in the upp
left. The balance is updated.

Delete a charge

1. Click to select the charge in the Transaction Type list.
2. Click Delete Item.
The Delete Sale Item window is displayed.

3. Confirm the number of the item to delete. Change it if necessary. The
number displayed here corresponds to the number in the Transaction Tyg
list.

4. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting

Appendix EMV




Stand-Alone Cash Register Check-Inn

L4 Check-Inn _ ol
Check-Inn. Cash Register s“fg"
Bynsoftinc

Transaction Type |  Amount

E2ll PARKING | 50,00} Tax Amount: 050
[ #2 EVENT FEE 100.00

New Balance: 15050‘

Enter Chy

Amount || i D Delete tem

Select Payment Type SPC| | Copylast

F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER
F5 TOLETRES F8 PARKING F7 DAMAGE F8 REFUND

F9 ADJUSTMENT F10 EVENT FEE F11 LFTTKT F12 CARWASH

Continue <F10> | Void Sale <ESC>

Tuesday, May 19, 2015 - 8:37 PM

Enter the amount of the payment in the Amount field.
6. Click Select Payment Type.
The Payment Type window is displayed.

Payment Type Cash

Done <F10 Credit Card Sale
|

7. Choose a payment type from the Payment Type drop-down list.

The payment amount and type are listed in the upper left under transaction type, and the payment
is subtracted from the balance (shown in the upper right).

If the guest wants to: Then do this:

Pay with cash or check Select Cash from the drop-down list.

Pay with credit card Make a selection from the drop-down list.

= If you have the Credit Card Processing module, Credit Card Sale is i
as an option. Contact Innsoft Sales (800-950-8665) to purchase this
module.

= If you don’t have the Credit Card Processing module, a separate crec
card option is listed for each credit card type.

8. Click Done.
9. Click Continue.
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Stand-Alone Cash Register Check-Inn

A preview of the receipt is displayed.
10.Print or email the list as needed.

Select a page range

PrintPages 1 = -1 =2

Print Print 2x Email Done
'F2! F4] 6] F10
Print one copy Print two copies Email the list Click Done
11.Click Done.
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Stand-Alone Cash Register Check-Inn

APPLY A REFUND

Use this feature to refund a purchase to a customer who is not a guest.

1. Click Cash Register.

@ Check-Inn - Logged in- admin (Press F12 1o log out)

- Support
Check-inn. . -

HIGHER RATES OA.
ReselDate t _ |:

Room s [l <-J6/1812015
DailyStatus [l 75 | Renesh Gria

=

@ | um
[ o i

i Seccesshul
Thu, Jun 18, 2015 at 350 PM

Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Cash Register screen is displayed.

9 Check-Inn - olEl
Check-Inn. Cash Register et
By Insot n (i ]
1 ]
Transaction Type | Amount
Tax Amount: 0.00
New Balance: 0.00

Enter Charge | Payment

Select Payment Type sPC.

F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER

F5 TOLETRES F8 PARKING F7 DAMAGE F8 REFUND

F9 ADJUSTMENT F10 EVENT FEE F11 LIFTTKT F12 CAR WASH

Continue <F10> | Void Sale <ESC>

Tuesday, May 19, 2015 - 8:37 PM

In the Amount field, type — (minus sign or hyphen), and then enter the amount you want to refund.

Click the button for the appropriate refund category. (For example, you might refund a parking
charge.)

Note: To add or customize these categories, see Enter sales categories.
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Stand-Alone Cash Register Check-Inn

The amount you deducted is reflected in the transaction type table and the New Balance field.

E) Check-inn - o el
: Support
Check-Inn. Cash Register %
x
Transacton Type | Amount
Eall PARKING 50,00} Tax Amount: 0.00
# EVENT FEE 100.00
#3 PARKING -50.00
New Balance: 100.00
Enter Charge | Payment
Amount || D Delete tem
Select Payment Type SPC| | Copylast
F1 Phone F2 Room Deposit F3 CRIBIRAB F4 NEWSPAPER
F5 TOLETRIES F6 PARKING F7 DAMAGE F8 REFUND
F9 ADJUSTMENT F10 EVENT FEE F11 LUFTTKT F12 CAR WASH

Continue <F10> | Void Sale <ESC>

Tuesday, May 19, 2015 - 8:37 PM
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Audit Check-Inn

Audit

Check-Inn provides several features for maintaining and correcting your daily financial information.
Making changes in Audit sections can cause your reports to be out of balance. It is highly
recommended to speak with Innsoft Tech Support (503-643-8162, option 2) for assistance with
making changes in Audit.

The Audit screen consists of six parts:

This option: Does this:

Daily Audit = Displays all guest charges and payments for occupied
rooms on the selected day

* Includes payments of advance deposits for reservations

= If necessary, you may add or edit guest entries in this

screen

Credit Card Audit = Displays a breakdown of the charges by credit card type,
including the amount held back in the form of processing
discounts

Accounts = Allows you to print, edit, or pay bills for guest charges

Receivable sent to Billing

= Includes reports for guest and company billing histories

Cash Register Audit | ® Allows you to change the charges and payments entered
on the stand-alone cash register for the selected day

Travel Agent Audit = Allows you to track Travel Agency information, fees, and
current commissions

Credit Card Note: You must have the Credit Card Processing module for
Processing this option to be available.

= Allows you to print or modify credit card batches, and to
submit batches to your processor
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Audit

DAILY AUDIT

Check-Inn

Use this feature to:
= Edit financial information
= Delete a guest entry
= Mark an entry as occupied/not occupied

Edit financial information

1. Click Audit on the home screen.

) Check-In 12 10 Jog out) S

Bcheck Inn. ©

HIGHER RATES OA.
oom Tipe v a
ah Svs 75 | Reveoncus [ weseioaie 1
C_om ]

]
==
]
=
==
]

AutoBackupA Seccesshul
Thu, Jun 18, 2015 at 350 PM
AutoBackup B
Thu, Jun 18. 2015 at 350 P

Guzrantee  ITEEETEN

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

F) Check-Inn - olEl
: Support
Check-Inn. Audit
Byln G
X
1 Edit guest transactions for daily reports Daily Audit I
2 Edit crodit card totals for daily reports Credit Card Audit
3 Edit billing entries in the City Ledger Accounts Receivable
4 Edit cash register totals for daily reports. Cash Register Audit
5 Edit travel agency information and statements Travel Agent Audit
6 Edit credit card transactions for processing Credit Card Processing

Tuesday, May 19, 2015 - 8:54 PM

2. Click Daily Audit.
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Audit Check-Inn

The Daily Audit window is displayed.

Check-Inn
Daily Audit

Enter Date 5/19/2015) v|

OK <F10=> Cancel <ESC=

3. Enter the date you want to view/edit in the Enter Date field. (Either type the date or use the
calendar.)

4. Click OK.
The Daily Audit screen is displayed.

From this screen you can do different types of searches/changes.

To do this: Complete these steps:

Search foraguest | 1. Type the guest name or room number you are looking for in the
corresponding field in the upper left of the screen.

= If the guest/room number is found, the selection bar highlights the entry
you searched for.

= If the guest/room number is not found, a message (“Room number not
found.” or “Guest name not found.”) is displayed. Click OK.

Modify guest dates | 1. Select the row for the guest whose dates you want to change. (See
Search for a guest, above.)

2. Click Guest Properties.
3. Click Change Guest Dates.
4. Set the correct date in the Start Date field.

Note: If the guest is currently checked in, only the check-in date option is
displayed.

5. Click OK to save the date.
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Audit

To do this:

Modify tax exempt

status

Check-Inn

Complete these steps:

Note: Changes you make here only affect the current day in the audit.

1. Select the row for the guest whose status you want to change. (See
Search for a guest, above.)

2. Click Guest Properties.

3. Next to “Change the Tax-Exempt status of this guest on this day,” click
the drop-down list to change the tax exempt status to one of the
following: Non-Exempt, Fully Exempt, Exempt Type 1, Exempt Type 2,
and Exempt Type 3. See Entering Tax and Sales Categories.

4. Click Done.

Modify advance
deposit or no-show
status

Note: Call Innsoft Technical Support (503-643-8162, option 2) for assistance
with this feature.

1. Select the row for the guest whose status you want to change. (See
Search for a guest, above.)

2. Click Guest Properties.

3. Click to select the Yes or No for “Set this audit entry as an advance
deposit or no-show.”

4. Click Done.

Modify advance
deposit amount

Note: Call Innsoft Technical Support (503-643-8162, option 2) for assistance
with this feature.

1. Select the row for the guest whose advance deposit amount you want to
change. (See Search for a guest, above.)

Click Guest Properties.

Click Set Adv. Deposit.

Enter the amount of the advance deposit in the Enter Deposit field.
Click Done.

Click Done again.

Modify a split room

Rl o bk Wb

Select the row for the guest whose status you want to change. (See
Search for a guest, above.)

2. Click Guest Properties.

3. Click to select the Yes or No check box for “Change the Split status for
this guest on this day.”

4. Click Done.
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Audit Check-Inn

To do this: Complete these steps:

Add a guest Note: Guests added through the audit are not saved to guest history.

1. Click Add Guest.
The Add Audit Entry screen is displayed.

2. Enter the start date for the guest entry in the Start Date field. This is the
first day an entry will be added for the guest.

3. Enter the end date for the guest entry in the End Date field. This is the
last day an entry will be added for the guest.

4. Enter the guest’s first and last name in the corresponding fields.

5. Enter the guest’s room number and room rate in the corresponding
fields.

6. Enter any payments made on the first day of the guest’s stay (the same
date you entered in the Start Date field).

Note: If payments were made on different days, save the entry, find the day
of the payment, and enter it manually.

7. Click Done.
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Audit Check-Inn

Delete a guest entry
Note: Deleting a guest is not a substitute for checking a guest out.

1. Click Audit on the home screen.

@ Check: s F12 1o log out) s
Support
Check-inn. S
f = HIGHER RATES 0A.
Room Tps [l +-16/1812015 o EETD Available 1
Doty scs [l 7= | mereances :

wp B Successiul
Thu, Jun 18, 2015 at 350 P

‘ :
119-QaNS 1
BE s AutoBackipA ‘Successhl
5 112 QGNS Tha, Jun 18, 2015 2t 350 PM

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

@ Check-inn - olEl
check-inn. G -
Byin (i ]

Ld
1 Edit guest transactions for daily reports Daily Audit I!
2 Edit credit card totals for daily reports Credit Card Audit
3 Editbiling entries in the City Ledger Accounts Receivable
4  Edit cash register totals for daily reports Cash Register Audit
5 Edit travel agency information and statements Travel Agent Audit
6 Edit credit card transactions for processing Credit Card Processing
Tuesday. May 19, 2015 - 8:54 PM
2. Click Daily Audit.
The Daily Audit window is displayed.
Check-Inn
Daily Audit
Enter Date 5/19/2015) v
OK <F10=> Cancel <ESC=>

3. Enter the date first date you want to delete the guest entries in the Enter Date field. (Either type
the date or use the calendar.)

Note: Check-Inn deletes the entries for the guest from this date forward. Any guest entries before
this audit date are not deleted.
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Audit

4. Click OK.
The Daily Audit screen for that date is displayed.

4
Check-Inn.

l e

Cnsckin
Wikt

i omeeon
B o

lé Cast Rograiw

&)
E:f Reseaations
W

B e

Guest 1 of 26

Guest Guest Name.
Search

F7 Mot Occupied

heck-Inn

Daily Audit ot
®

Room #

Guest Charges
| _ GuestName _ Rm # Room Phone Misc

102 000 000
GUY, DUDE 103 000 000
|FRaNKUN, THOMAS 105 000 000
|BROWN, ALICE 106 7995 000
PINK, SAM 107 000 000
JONES, JANE 108 000 000
|cHeCK-N, QUK 109 000 000
FGHFGBH i 000 000
DOE, JOHN 1 000 000
THGHENE 114 000 000
SILVER, MARY 116 000 000
ORANGE, TED 116 000 000
HFREAGH 7 00 000
HFREAGH 118 000 000
F2 | GuestPropertes | F3 | AddGuest

=)

x
Audt | 4 ps |[519/2015 V| o
Date
Guest Payment:

Rm. Tax Cash Credit Biling ~
200 000 000 000 000
000 000 000 000 000
000 000 62095 000 000
000 720 0.00 000 0.00
200 000 67274 000 0.00
0.00 0.00 0.00 0.00 0.00
200 0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 000 0.00 0.00 0.00
0.00 0.00 0.00 0.00 0.00
0.00 000 000 000 000
200 000 75940 000 o0
000 000 000 000 000
000 000 274895 000 000

B I

Tuesday. May 19, 2015 - 8:5¢ PM

Click to select the guest you would like to delete.

Click Delete Guest.

Check-Inn

This message is displayed: “Delete [guest name] to the end of stay?”

7. Click Yes.
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Audit

Mark an entry as occupied/not occupied

If an entry modified in the Daily Audit screen has no room rental charges associated with it, Check-
Inn may incorrectly mark the room as occupied. Use this process to switch between the occupied and

not occupied statuses.

For example: A guest may check in to your property and then decide that they want to leave. You
would change their rate to $0.00 and then check the guest out. In Daily Audit, click on the guest’s
name and not that the room is marked as Occupied with a rate of 0.00. Use this feature to mark the

room as Unoccupied since the guest did not actually stay there.

1. Click Audit on the home screen.

< Check-Inn - Logged In: admin (Press F12 to log out)

Check-Inn. _

Room ps [l -1 6/18/2015

_ -’ S “
R , :

Daily Siatus Refiesh Grig

June
_ B ‘ s

101-QQNS

103-QQNS %

104 ans

T i 18,2015 o 2607

m. Jun 18, zmsnasem

wararees  ERETET

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

1 Edit guest transactions for daily reports

2 Edit crodit card totals for daily reports

3 Edit billing entries in the City Ledger

4 Edit cash register totals for daily reports.

5 Edittravel agency information and statements

6  Edil credit card transactions for processing

2. Click Daily Audit.

Settings Home Screen

Daily Audit

Credit Card Audit

Accounts Receivable

Cash Register Audit

Travel Agent Audit

Credit Card Processing

Tuesday, May 19, 2015 - 8:54 PM
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Audit Check-Inn

The Daily Audit window is displayed.

Check-Inn
Daily Audit

Enter Date [E/19/2015] v

OK <F10> Cancel <ESC=

3. Enter the date you want to view/edit in the Enter Date field. (Either type the date or use the
calendar.)

4. Click OK.
The Daily Audit screen is displayed.

1

2 Checkimn
Check-Inn. Daily Audit Stppoit
By nsaf (i)
a Guest 6 ol 26 X
T N Room #
Guest  GuestName AWl | o eq (5192015 |v]| Fee
i . Search Date
g{ - e # Room Phone Misc.  Rm Tax Cash Credt  Bang ~
CHECKN,QUCK 102 000 000 200 000 000 000 000
uY, DUDE 13 00 000 000 000 000 00 00
iii et F FRANKLIN, THOMAS 105 000 0.00 0.00 000 62095 000 000
BROWN, ALICE 106 7995 0.00 0.00 720 0.00 000 0.00
ﬂ A i 000 0.00 0.00 000 67274 000 0.00
0.00 0.00 0.00 0.00 0.00 0.00 0.00
v v 0.00 0.00 2.00 0.00 0.00 0.00 0.00
[ e FGHFGBH m 000 000 000 0.00 0.00 0.00 0.00
= DOE, JOHN 13 0.00 0.00 0.00 000 0.00 0.00 0.00
= THGHFNB M4 000 000 000 000 000 000 000
[ SWERMARY 15 o 000 000 000 000 000 o0
ORANGE, TED ne oo 000 200 000 75040 000 000
7’% St HFREAGH "z 000 000 000 000 000 000 000
HFREAGH 18 000 0.00 000 000 274895 000 000 )
F2 Guest Properties F3 Add Guest F4 Delete Guest Balance: 0.00

< D
§ 2%

Tuesday. May 19, 2015 - 8:5¢ PM

5. Click to select the audit entry you would like to change.
Note: The Occupied button only appears when the guest has a rate of 0.00. Guests with rates
above 0.00 do not have this option available.
View the room’s status (occupied or not occupied) in the upper left.
Click the status to change between occupied and not occupied.
Click the X in the upper right to save your changes and exit this screen.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Audit Check-Inn

CREDIT CARD AUDIT

Note: This section is only useful if the credit card company sends you a check for balances charged
to that card type. If you have direct deposit turned on, Check-Inn keeps the card company’s balance
at zero.

The credit card audit feature allows you to enter payments and adjustments for each credit card type
on the selected date. This provides a way to keep track of payments and outstanding balances for
each credit card company.

1. Click Audit on the home screen.

@ Checkinn - Logged In: s F12 1o log out) -

upport
Check-inn. G

HIGHER RATES OA.
3 v a
T — - | :

a

WA Successful
Thu, Jun 18, 2015 &t 350 P

wp B Successiul
Tha, Jun 18, 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

@ Check-Im - ol

1 Edit guest transactions for daily reports { Daily Audit

N

Edit credit card totals for daily reports Credit Card Audit

w

Edit billng entries in the City Ledger Accounts Receivable

IS

Edit cash register totals for daily reports Cash Register Audit

5 Edit travel agency information and statements Travel Agent Audit

6  Edit credit card transactions for processing Credit Card Processing

Tuesday, May 19, 2015 - 8:54 PM

2. Click Credit Card Audit.
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Audit Check-Inn

The Credit Card Audit screen is displayed.

o

< Check-Inn =
Check-Inn. Credit Card Audit Sug‘

Crnchin
Resenation

I(;s SEEmE m>l =

Payments
Received

Card Type VF;;:‘:&; g::f;e; Discount  Today's N Mudt Adjust Balance Today
w 0.00 000 000 000 f 000 0.00 000
Ax 000 000 000 000 oo oo 000
oc 000 000 000 000 f 000 0.00 000

oN 000 000 000 000 [ 000 000 000

o] 000 0.00 000 000 J 0.00 0.00 0.00

5 O [

u 000 000 000 000 N o000 000 000

TOTALS 000 000 000 000 000 000 000

e e
i £

Tuesday, May 19, 2015 - 8:54 PM

3. Enter the date of the credit card audit you would like to view/edit by typing the correct date or by
clicking the drop-down list and selecting the date from the calendar.

Note: You may press F5 to go back one day or F6 to go forward one day.
4. If the credit card is not set for direct deposit, you may enter the amount the credit card company
paid you that day in the Payments Received column.

5. If there are adjustments beyond the discount charged, enter them in the Audit Adjust column for
the appropriate credit card.

6. Click X in the upper right to save and exit.
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Audit Check-Inn

Accounts Receivable (A/R) allows you to bill guest charges for future payments. Making payments to
Billing from the Guest Screen Cash Register puts in entry into Accounts Receivable, which adds the
amount to your A/R totals. This is most useful if you bill companies or organizations directly for guest
charges.

Use this feature to:
= Print a bill
= Edit billing information
= Enter a payment
= Use group billing
= Delete a bill
=»  Generate Accounts Receivable reports
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Audit Check-Inn

Print a bill

1. Click Audit on the home screen.

Check-Inn - Logged In: admin (Press 12 to Jog out) 2o

<
Check-inn. . -

By Innsoft

HIGHER RATES OA.

Room vve <]6152015 8 Eranatns “

o QR
e 2015

—1
— —:

AutoBackupA Successiul
Thu. Jun 18, 2015 at 350 PM
AutoBackup B Successiul
Thu, Jun 18. 2015 at 3:50 P

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

Check I - el

Edit guest transactions for daily reports

Daily Audit

N

Edit credit card totals for daily reports Credit Card Audit

3 Editbiling entries in the City Ledger Accounts Receivable
4 Edit cash register tolals for daily reports Cash Register Audit
5 Edit travel agency information and statements Travel Agent Audit

6 Edit credit card transactions for processing Credit Card Processing

Tuesday, May 19, 2015 - 8:54 PM

2. Click Accounts Receivable.
The Accounts Receivable screen is displayed.

Check-Inn Y
Check Inn. Accounts Receivable Swg"
[ g Goeckin 7 Select the bill of your choice and choose an opfion at right =
y Date |Rm # Guest-Company& Guest# | Balance  Bil Date | §
B | 022115 | 110 RESERVATION- 91041 009 0227115 F2
T
j

SMITH, JOE -1931068

ey oy < > - F3 Edit Bill
0473015 | 101 TAN, JULIE - 1311072 87.15
08112115 BALANGE - JET COMPUTERS) 5000
051815 | 501  SMITH, FRED - 11961082 16350

F4 Group Billng
5 AR Reports

Del Delete Bill

Tuesday, May 19, 2015 - 8:5¢ PM
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Audit Check-Inn

3. Click to select the guest whose bill you want to print.

Note: You may print several bills at once by holding down the CTRL key and clicking each guest
you want to print an invoice for.

4. Click View/Print Bill.
A print preview of the guest’s bill is displayed.

Select a page range

Print Pages 1 = - |1 = '

Print Print 2x Email Done
F2 F4 F6 F10
Print one copy Print two copies Email the list Click Done
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Audit

Edit billing information

Use this feature to update the billing information.

1.

Settings Home Screen

Audit > Accounts Receivable.
The Accounts Receivable screen is displayed.

Check-Inn - oIl

) ;
Check-Inn. Accounts Receivable 5"‘3"
Byl

innsoft Inc.

_ Select the bl of your chaice and choose an option at right =
Date |Rm # Guest-Company& Guest# | Balance  Bil Date |
_ 022115 | 110 RESERVATION-191041 009 022715 F2.f| ViewPrntBx |
0 1
04/3015 101 TAN, JULIE - 1311072 B7.15 )
05112/15 BALANCE - JET COMPUTERSY -50.00
o 0518115 | 501 SMITH, FRED - 11961082 16350
F4 Group Biling.
_ A Shes
Del Delete Bill
=
E3]

Tuesday. May 19. 2015 - 8:54 PM

Click to select the guest whose bill you want to edit.
Click Edit Bill.
The Billing Address screen is displayed.

9 Check-Inn ol
illi Support

Check-Inn. Billing Address PP
By Innsoft Inc. e
L o "
- —

First Hame | JOE Last Name  SMITH
— | s
e

ciy PORTLAND Sate OR ZipCode 97219
= T

Credit Card Information

Vehicle Information
s
§ p——

Tuesday, May 19, 2015 - 8:54 PM

Click in the appropriate field and correct the information.

Click OK to exit the screen and save your changes.
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Audit

Enter a payment

1. Audit > Accounts Receivable.

The Accounts Receivable screen is displayed.

) Check-Inn - ol
A Support
Check-Inn. Accounts Receivable PP
By Innsoft Inc. o
_sqectmudmcmwamsemopﬁmnm L
Date |Rm # Guest-Company8 Guest# | Balance Bl Date |
022115 | 110 RESERVATION - 191041 009 0227/15 F2 | ViewPrintBal |
015 101 ISMITH. JOE -\931068 87.15 1
04130115 | 101 TAN, JULIE - \1311072 87.15 |
051216 | BALANCE - JET COMPUTERSY' -50.00
0511815 501 SMITH, FRED - 11961082 163 50 ——
Fa Group Bilng |
a- ar
] P
Al
(=]

Tuesday. May 19, 2015 - 8:54 PM

Check-Inn

Click to select the guest whose bill you want to make a payment for.

Click Edit Bill.

The Billing Address screen is displayed.

$4 Check-Inn - |
Check-Inn. Billing Address Support
By Innsoft Inc. 0
- — ~

First Name | JOE LastName  SMITH
o)
- -
s

City PORTLAND State OR Zip Code 97219
e - 2y e
- o

Credit Card Information

Vehicle Information
s
e o

4. Click Make Payment.

Tuesday, May 19. 2015 - 8:54 PM
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Audit Check-Inn

The Cash Register/Accounts Receivable screen is displayed, showing the transaction
types/amounts (upper left) and balance (upper right).

=)

9 Check-Inn
Check-Inn. Cash Register / Accounts Receivable S“‘g‘

& S
e

i Checkin ___Transaction Type Amount |
Waikin - 67 .15) Tax Amount: 0.00

G omevon
New Balance: 87.15
2B o
Enter Charge |

LEIeS Amount |
; Select Payment Type s
i Select Payment Type sPC
P F2 AUDITADJ
(5] e
ER
R s
T
(£ =
Y e Continue <F10> | Void Sale <ESC>

Tuesday. May 19, 2015 - 8:5¢ PM

5. If you need to adjust the balance: Type an amount in the Amount field and click Audit Adj. You
may adjust the balance without making a payment.

Note: To decrease the amount the guest owes, use the minus sign (-) before the amount. For
example, to adjust the balance so that the guest owes $30.00 less, type
-30.00 in the Amount field.
Enter the amount of the payment in the Amount field.
7. Click Select Payment Type.
The Payment Type window is displayed.

Payment Type | Cash V|

Done <F10=Credit Card Sale
|

8. Choose a payment type from the Payment Type drop-down list.

The payment amount and type are listed in the upper left under transaction type, and the payment
is subtracted the balance (shown in the upper right).
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Audit Check-Inn

9. Click Done.

If you want to Then do this:
Copy (repeat) the last 1. Click Copy Last.
transaction

Note: This feature does not
work with credit card
transactions.

Delete an item from the listof | 1. Click Delete Item.

transactions in the upper right The Delete Sale Item window is displayed.

2. Verify that the number of the sale item in the Delete window matches the
number of the item in the transaction list you want to delete. Change the
number if necessary.

3. Click Done.

10.Click Continue to save your changes and exit the screen.
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Audit Check-Inn

Group billing/create a company

Group billing allows you to bill a guest’s company or organization for the guest’s charges. Group
billing is where you create “Companies,” which appear on the reservation and guest information
screens. (See Check-Inn Reservation and Enter guest information for more information about when
this feature is used.)

1. Click Audit on the home screen.

Check-Inn - Logg F12 1o log out) 2o

7
Check-inn. S -

HIGHER RATES OA.

£ CHEZaE 7 Sverioed “
= | metesnoes .

June 2015

AutoBackupA Seccesshul
Thu. Jun 18, 2015 at 350 PM
AutoBackup B
Thu, Jun 18. 2015 at 3:50 P

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

9 Check-Inn - olEl
P Support
Check-Inn. Audit
By nsoftinc (i ]
1 x
1 Edit guest transactions for daily reports E Daily Audit
2 Edit credit card totals for daily reports Credit Card Audit
3 Edit billing entries in the City Ledger Accounts Receivable
4 Edit cash register totals for daily reports Cash Register Audit
5 Edittravol agency information and statements Travel Agent Audit

6 Edit credit card transactions for processing Credit Card Processing

Tuesday. May 19, 2015 - 8:5¢ PM

2. Click Accounts Receivable.
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Audit Check-Inn

The Accounts Receivable screen is displayed.

Check-Inn =i

heck-Inn. Accounts Receivable Swg-t

Innsoft Inc

<
C
By

Select the bl of your choice and choose an option at right =
Date |Rm # Guest-Company& Guest# | Balance  Bil Date |
022115 | 110 RESERVATION -191041 009 0227115 PRI

03105115 | 102K, K- K\701066 0.01

02130115 | 101 ISMITH. JOE -1931068 5
0430115 | 105 BLUE, JAN - 1311071 4348 B
043015 | 101 TAN, JULIE - 11311072 8715
0812115 BALANCE - JET COMPUTERSY  -50.00
051816 | 501 SMITH FRED - 1961082 16350

Edit Bill

Tuesday. May 19. 2015 - 8:54 PM

3. Click Group Billing.

The Group Billing screen is displayed. This screen shows all companies that have been set up for
group billing.

Group Billing S"*g"

Press F2 to add, or select an existing company below. L
| Company Name

9
glhelck-lnn,

innsoft Inc.

Company Name
ANDERSON WEDDING F2 Add Group.
|JET COMPUTERS e

| II

o) F3 Edit Group

[

F4 Print Bil

Fs Make Payment

&

F6 Print List

Del Delete Group

To do this:

Tuesday, May 19, 2015 - 8:54 PM

Add a group 1. Click Add Group.

2. Enter the group name in the Group Name field. (This is the name of the
company you have made arrangements to bill.)

Enter the billing address in the Address, City, State, and Zip fields.
Enter the name of your contact for this group in the Contact field.
Enter any other information you want to keep in the Other field.
Enter the phone number for your contact in the Phone field.

N o o~ w

If applicable, enter the amount due for the group in the Balance field.

Note: Unless you are entering a group that already has a balance due from &
previous PMS software, leave this field blank.

8. Click Done.
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Audit

To do this: Follow these steps:

Edit a group

Check-Inn

Click Edit Group.
Change any information as needed. (See Add a group, above, if needed.)
Click Done.

Print a group bill

Click to select the group you want to print a bill for.
Click Print Bill.

Enter the start date in the Start Date field. Any billing entries before this d
will not be included.

W N RPN e

4. Enter the end date in the End Date field. Any billing entries after this date
not be included.

5. Using the Billing Type drop-down arrow to select either Invoice or Statem

Note: Statements include an aging report for the company/group in question;
invoices do not.

6. Click OK.
7. Print as needed, and click Done.

Make a payment to a group bill

If a company or organization makes a single payment for several guests, you
may apply the payment to the company directly.

Note: If you want to make a payment to a specific invoice(s), apply the paym
directly to the invoice(s) on the Accounts Receivable screen,

Payments made in Accounts Receivable will show on the Daily Financial Ref
in the Accounts Receivable Summary. They do not reflect in the Summary lin

Note: If the group has a credit balance and open invoices, running a bill trigg
Check-Inn to post payments to the open invoices, starting from the oldest to 1
newest invoice.

1. Click to select the group that has made a payment on its bill.
2. Click Make Payment.

= You can adjust the group’s bill without making a payment by entering the
adjustment amount and clicking Audit Adj.

= Click Delete Item to delete an item from the transaction list in the upper |
= Enter the amount of the payment in the Amount field.

= Click Select Payment Type.

= Choose a payment type from the Payment Type drop-down list.

3. Click Done.
4. Click Continue to save and exit the screen.
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Audit Check-Inn

To do this: Follow these steps:

Print a list of current groups 1. Click Print List.

2. Print as needed, and click Done.

Delete a group Note: Check-Inn does not give you a warning before you delete a group that
a balance. Check for a balance before deleting a group.

1. Click to select the group that you want to delete.
2. Click Delete Group.
The “Remove selected group?” message is displayed.

3. Click Yes.
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Audit Check-Inn

Delete a bill
You may delete a bill when it is paid in full.

1. Audit > Accounts Receivable.
The Accounts Receivable screen is displayed.

Check-Inn =0

9
Check-Inn. Accounts Receivable 5“%“
By Innsoft Inc

ﬂ Cackin Select the bill of your choice and choose an option at right =
v Date |Rm # Guest-Company & Guest# | Balance Bil Date
i 022115 | 110 RESERVATION - 191041 009 0227115 F2: RN
Wikt o
0230/15 | 101 SMITH, JOE - 1931068 [T
& oo B - F Edit Bil
04/3015 101 TAN, JULIE - 1311072 B7.15
0512/16 BALANCE - JET COMPUTERSY 5000
B cun 051815 | 501 SMITH FRED - 11961082 16350
F4 Group Billing
o
ﬁ At F5 AR Reports
-
1 senvations
o -
s
R sutoe
Al Lockd
(=)
B

Tuesday. May 19, 2015 - 8:5¢ PM

2. Click to select the guest whose bill you want to delete.
Note: The bill's balance must be zero in order to delete the bill.

3. Click Delete Bill.
The bill is deleted from the list.
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Audit

Generate Accounts Receivable reports

Check-Inn

There are three Accounts Receivable reports available in Check-Inn.

1. Audit > Accounts Receivable.

The Accounts Receivable screen is displayed.

Check-Inn

@
Check-Inn. Accounts Receivable S“'g“
By Innsoft Inc.

A 2.

e
& oo
B cunn

Date [Rm # Guest-Company & Guest#
022115 | 110 RESERVATION - 19

BLOE, JAN - 13110
1 TAN, JULIE - 11311072

BALANGE - JET COMPUTERS!
1 SMITH, FRED - 11961082

[

2. Click A/R Reports.

The A/R Reports window is displayed.

Select the bill of your choice and choose an option at right

Balance Bl Date |
009 0227115 =

Fa Group Billng

View(Print Bill

F3 Edit Bill

F5 AR Reports

Del Delete Bil

Tuesday. May 19, 2015 - 8:5¢ PM

AIR REPORTS
1 Company Aging Report
2 Account Aging Report
3 Account History Report

Cancel <ESC=>
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Audit Check-Inn

3. Click to select a report.

This report: Displays this information:

Company Aging Report = All companies with a balance due. The balance is broken down by the ac
of the amounts and is totaled on the right.

= The grand total of all company balances is listed at the bottom of the rep

= Any entry without a company assigned is listed under “Unlisted Co.”

Account Aging Report = All guest bills in Accounts Receivable.
= The amount of each bill is listed in the column that represents its age.

= All the billings are totaled at the bottom of the report.

Account History Report = All billing payments, including group-billing payments, for up to the last
months.

Select a start date.

Select an end date.

Use the drop-down list to select a specific company or all companies.
Click OK.

R\ =

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Audit Check-Inn

CASH REGISTER AUDIT

Only the balances from the Cash Register screen (item five on the home screen) are shown on this
screen. Any charges associated with a room show up in the Daily Audit.

1. Click Audit on the home screen.

/]
BCheck-lnn

Check-Inn - Logged In: admin (Press F12 to Jog out) 2o

5uppun

HIGHER RATES OA.
e

Yerano1s . Epma o “
.k.

kupA Seccesshul
Thu. Jun 18, 2015 at 350 PM

wp B Successiul
Thu, Jun 18. 2015 at 350 P

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

Check-Inn - 0 “
. Support
check-inn. ST
x
1 Edit guest transactions for daily reports E Daily Audit
i - .

2 Edit crodit card totals for daily reports Credit Card Audit

3 Edit billing entries in the City Ledger Accounts Receivable

4 Edit cash register totals for daily reports. Cash Register Audit

5 FEdit travel agency information and statements Travel Agent Audit

6 Edit credit card transactions for processing Credit Card Processing

Tuesday. May 19, 2015 - 8:5¢ PM

2. Click Cash Register Audit.
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Audit Check-Inn
The Cash Register Audit screen is displayed.

<
i

ck-Inn. Cash Register Audit Swg'

Payments

Category Amount Category Amount
Phone 0.00| LIET TKT 009
0.00| CAR WASH 0.00)
CRIBRAB 000 0.00)
NEWSPAPER 0.00! 0.00)

Category Amount
Cash 0.00

o« = Payments column
American Exp. 000
Discover 0.00
TOILETRIES 0.00 0.00§§ Dner's 0.00
PARKING 0.00) 000§} Carte Blanche 000
DAMAGE 000 0.00| 000
REFUND 0.00 0.00}
ADJUSTMENT 0.00 ooo Balance

EVENT FEE 0.00 0.00)
F2 View Totals

Sales column

};:@ﬂliiqbﬁ;@E?D
g

View Totals

&
i £

Tuesday, May 19, 2015 - 8:54 PM

3. Enter the date you would like to view/edit by typing the date or clicking the drop-down list and
using the calendar.

Note: You may also press F5 to view the previous day or F6 to view the next day.
The total charges entered in the Cash Register screen are listed in the Sales columns.
The total payments entered in the Cash Register are listed in the Payments column.

4. Click (or use the TAB key to advance to) the column you would like to change.
Make changes as needed.

6. Click View Totals view sales, taxes, total charges, total payments, and balance.
The Register Totals window is displayed.

Check-Inn
Register Totals

Sales 70.00

Taxes 0.15
Total Charges 7015

Total Payments 0.00
Balance 70.15

Done <F10>

7. Click Done.
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Audit Check-Inn

TRAVEL AGENT AUDIT

This section is very similar to Accounts Receivable. This is where you enter the names, addresses
and commission rates of the travel agencies that regularly send guests to your property. An asterisk
(*) is displayed next to the names of travel agents that are currently owed commissions.

Use this feature to:
= Add a travel agency
= Edit travel agency information
= Print a travel agency’s statement
= Make changes to the travel agency
= Print a travel agency list
= Delete a travel agency

Add atravel agency

1. Click Audit on the home screen.

Check-Inn - Logged In: admin (Press F12 to Jog out) =

9
Check-inn. . -

HIGHER RATES OA.

o205 > Emna o “
e

Friday, June 19, 2015 - 8:19 AM

The Audit screen is displayed.

2 Check-Inn - olEl
Check-inn. T -
By e )

1 Edit guest transactions for daily reports E Daily Audit

Edit credit card totals for daily reports. Credit Card Audit

N}

3 Edit biling entries in the City Ledger Accounts Receivable

4 Edit cash register totals for daily reports Cash Register Audit

5 Edittravel agency information and statements Travel Agent Audit

6  Edit credit card transactions for processing Credit Card Processing

Tuesday. May 19, 2015 - 8:5¢ PM
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Audit Check-Inn

2. Click Travel Agent Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

a ]

@ heck-inn -
Check-Inn. Travel Agencies 5“‘8”
By Innsoft Inc

o

Select an agency and choase an option af right, =
TravelAgent | TravelAgent

BON VOYAGE TRAVEL™ COOKE'S TRAVEL F2 Add Agency

ISCHER TRAVEL

Fa Edi Agency

Statement

3. Click Add Agency.
The Add Travel Agency screen is displayed.

F) Checkin =8
Check-Inn. Add Travel Agency Support
-

& o Agency Name
& o e
Lo Address
ﬂ A city State Zip
prery Contact
O
Phone Agency ID
ﬁ* it Percent Flat Foo Charge Daily
7
K - Done <F10> Cancel <ESC>
#) e
Y o

Tuesday, May 19, 2015 - 8:54 PM

4. Complete these fields:

= Agency Name

Address

City, State, and Zip

Contact (this is the name of your contact at the travel agency)

Phone

Agency ID (if provided)

Percent or Flat Fee (depending on whether the agency charges you a percent of the
room rental or a flat fee for each commission)

m Charge Dalily (Click to select this check box if the agency charges a flat fee and the flat
fee is applied to each day of the guest’s stay.)

5. Click Done.
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Audit Check-Inn

Edit travel agency information

1. Audit > Travel Agency Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

2 T =
Check-Inn. Travel Agencies Support
By Innsoft Inc @
! :::z'"" Select an agency and choase an option a night. w

Travel Agent
Checkin
4 creckon
(] Edit Agency

& o

Cash Ragistar

— F4 Statement
==
L) FS5 | Aude Statement

a=x
1| Resenations

e
% Settings

Nl Locks
1) et

) o

F& Print List

Del Delete

Tuesday, May 19, 2015 - & 54 PM

2. Click to select the agency whose information you want to edit.
3. Click Edit Agency.

The Edit Travel Agency screen is displayed. The fields are populated with information from the
travel agency you selected on the previous screen.

9 Check-Inn =0
T S rt
Check-Inn. Edit Travel Agency uppo
Grodin
& 2
{ Checkin
Wathitn
[ ]
& oo
Agency Namo
S’. Suksts
Address 2931 SALINE RD
e e
ﬁ Audit City PLAINSVILLE State KS Zip
e Conlact |BARBARA SOUTH
Bl Resenations.
Phone (4354522345 Agency ID
s
Porcent 02 Flat Fea 0.00 Charge Daily
Done <F10> Cancel <ESC>
27 e
(B4
B e

Tuesday, May 19, 2015 - 8:54 PM

4. Change information in any of the fields as needed.
5. Click Done.
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Audit Check-Inn

Print a travel agency’s statement

Use this feature to print a commission statement for a travel agent (includes the total owed).

1. Audit > Travel Agency Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

a ]

@ heck-Inn -
Check-Inn. Travel Agencies S“‘g“
el

a Checkidn
ﬂﬂﬂﬂﬂﬂﬂ Select an agency and choase an opton at nght L]

mmmmmmmm

Checkin
i Walkin l BON VOYAGE TRAVEL® DOKE'S TRAVEL F2 Add Agency

Fa Edil Agency

g
& P r—

= 8 Pt List

Del Delete

Tuesday, May 19, 2015 - 8 54 PM

Click to select the agency you want to print a statement for.
Click Statement.

A print preview of the client’s statement is displayed.

4. Print or email the list as needed.

Select a page range

PrintPages 1 -1 2

v v

Print Print 2x Email Done
[F2] [F4] [Fe] F10]
Print one copy Print two copies Email the list Click Done

5. Click Done.
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Audit Check-Inn

If you print or email the statement, this message displays: “Clear Travel Agency Entries

Check-Inn

Clear travel agency entries?

Yes <F10> ] L No <ESC>

= If you to remove existing entries from the statement, click Yes.
= If you want to leave the existing entries on the statement, click No.
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Audit Check-Inn

Make changes to the travel agency statement

1. Audit > Travel Agency Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

@ Check-inn =

5
i Si rt
Check-Inn. Travel Agencies uppo
By innsoft Inc 0
1
[ ——— =
Travel Agent |
(OOKE'S TRAVEL F2 Add Agency
- F Statement
o =
EE o [
el Delet
1)

Tuesiay, May 19, 2015 - 8 54 PAL

2. Click to select the agency whose statement you want to change.
3. Click Audit Statement.
The Travel Agency Audit screen for the travel agency you selected is displayed.

Check-Inn - ol

9

- S8 Support
(o3 1o & 1 [ravel Agency Audit [BON VOYAGE TRAVEL] - (Entry 2 of 5) »%
By Innsoft i

nnnnnnn

Guest Name | Resenvation# Rate | Nights | Fees |
0126115 (Entry Deleted) 1234 500 1 002%
01127115 JANE SMITH 5 02%

o
2
a

050515 GUY 0 000 0 002%
05/1315  (Entry Deleted) 0 000 0 002%
05119115 JOHN DOE 16555 7995 3 002%

72 | WodyEmy P | AddEny Del  Delete Entry

Done <F10>

Tuesday, May 19, 2015 - 8:54 PM

To do this: Follow these steps:

Modify an entry 1. Click to select the entry you want to change.
2. Click Modify Entry.
The Edit Audit Entry screen is displayed.

3. Change information in the fields as necessary.
4. Click Done.
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Audit

|

To do this:
Add an entry

Follow these steps:

Check-Inn

1. Click Add Entry.
The Add Audit Entry screen is displayed.

2. Enter a date for the entry by typing the date manually or using the drop-dt
arrow and selecting a date from the calendar.

Note: Use F5 to go to the previous date or F6 to advance to the next date.

3. Complete these fields:

Guest Name

Reservation #

Room Rate

Nights (this is the number of nights the guest is staying)

Percent or Flat Fee (depending on whether the agency charges you a
percent of the room rental or a flat fee for each commission)

Remarks

4. Click Done.

Delete an entry

1. Click to select the entry you want to delete.
2. Click Delete Entry.
The entry is deleted, and “(Entry Deleted)” is displayed.

Undelete (restore) an entry

After you delete an entry, the message “(Entry Deleted)” is displayed in the li

When you select a deleted entry, the Delete Entry button changes to Undelet

Entry.

To restore a deleted entry, click to select it, and then click Undelete Entry.
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Audit Check-Inn

Print a travel agency list

1. Audit > Travel Agency Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

a ]

@ T -
Check-Inn. Travel Agencies 5“%"
By Innsoft Inc

mmmmmm Select an agency and choase an option &l nght X

Chockin Travel Agent Travel Agent
‘ Walkdn BON VOYAGE TRAVEL® COOKE'S TRAVEL F2 Add Agency
FISCHER TRAVEL

e
FE setings
) e
& o

Tuesday, May 19, 2015 - & 54 PM

2. Click Print List.

A print preview of the list of travel agencies is displayed.
3. Print or email the list as needed.

Select a page range

PrintPages 1 -1 &

v v

Print Print 2x Email Done
[F2] [F4] [Fe] F10]
Print one copy Print two copies Email the list Click Done

4. Click Done.
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Audit Check-Inn
Delete a travel agency

Note: You cannot delete an agency that is currently assigned to a guest or reservation.

1. Audit > Travel Agency Audit.

The Travel Agencies screen is displayed, showing the names of travel agencies already added to
Check-Inn.

? Check-Inn —1
H St it
Check-Inn. Travel Agencies uppol
i )
Checkdn
Select an agency and choase an option at nght .
Travel Agent
F1 Ednt Agency
= St
=
ﬁ Audit ck State
—
O S
.
Repo
-
CEn
a
2
B oo

Tuesday, May 19, 2015 - 8 54 PM

Click to select the agency you want to delete.
Click Delete.

This message is displayed: “Remove travel agency [name of agency?”

4. Click Yes.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Audit Check-Inn

CREDIT CARD PROCESSING

Note: You must purchase a special module from Innsoft to use this feature. Contact Innsoft Sales
(800-950-8665) to purchase this module.

Follow these steps to access the Credit Card Processing screen:

1. Click Audit on the home screen.

Check-Inn - Logged In: admin (Press F12 to log out) i

9
Check-Inn. _

_|:

Room Trpe [l +-16/1812015 ~ -» Expand Gd
Daily Status [l 75 | Retresn Gria

Edit guest transactions for daily reports E Daily Audit 1

2 Edit credit card totals for daily reports Credit Card Audit
3 Edit billing entries in the City Ledger Accounts Receivable
4 Edit cash register totals for daily reports Cash Register Audit

5 Editravel agency information and statements Travel Agent Audit

£E o
8L setngs

m 6  Edit credit card transactions for processing Credit Card Processing
QD upe

Tuesday, May 19, 2015 - 8:54 PM

2. Click Credit Card Processing.
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Audit Check-Inn

The Credit Card Processing screen is displayed.

Cardholder Card number

Type of credit card

9

Room number Check-Inn.

Expiration date

A T
, a o oz //,H/Amount of
Transaction number G S | transaction
L=
&
- Approval code
L;_[ 2y A Authorizs M Moaify Del Deett R Receipt
L

Tuesday. May 19. 2015 - 8:54 PM

This screen lists all credit card transactions in your current batch. Each entry shows the:
= Transaction number
= Room number
= Cardholder's name
= Encrypted card number
= Type of credit card
= Expiration date
= Approval code
=  Amount of the transaction

= |If a credit card transaction was done from Accounts Receivable, the stand-alone Cash
Register, or directly in the Credit Card Processing screen, both the room number and the
cardholder name will show as “N/A,” and the transaction number will be 0.

= If the credit card was not swiped (it was entered manually), the cardholder’'s name will not be
displayed and will appear as “N/A” on the printed batches.
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Audit Check-Inn

Credit Card Processing options

Check-Inn T

nn. Credit Card Processing S“‘g"

B | SubmitBatch | T Batch Totals. P Print Batch H | History Rewn1

Tx# | Rm.# |Card Holder | Card Number |__Tye _ Exp Approval | Amount
1 a

I A Authorize M Modify Del Delete R Receipt I

Tuesday, May 19, 2015 - 8:54 PM

From this screen you can complete several tasks.

Use this function: To do this:

Submit Batch Submit the batch to your processing network.

Note: Be sure to make any changes before submitting.

1. Click Submit Batch.

This message is displayed: “Do you want to submit the batch?”
2. Click Yes.

Note: If an error occurs, none of the batch will be submitted or
removed from the screen. See the Questions and Answers section for
help with batch errors.

Batch Totals Display a total dollar amount for all transactions in the batch.
1. Click Batch Totals.
A print preview of the batch totals is displayed.

2. Print as needed.
3. Click Done.

Print Batch Print all the transactions before submitting or changing something in
the batch.

1. Click Print Batch.
A print preview of all transactions is displayed.

2. Print as needed.
3. Click Done.
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Audit Check-Inn

Use this function: To do this:

History Report View past batches and authorizations.

1. Click History Report.
The Credit Card History Report window is displayed.

2. Click to select the type of report you want to view (processed
batches or authorization log).

3. Click to select the month and year you want to view.

4. Click to select the date and batch number you want to view.
5. Click Build.

The report you specified is displayed.

6. Print as needed.

7. Click Exit.

Authorize Authorize a card (add an entry to the batch).

Note: Entering a transaction here does not change the guest balance
on the Guest Screen. The amount that is entered here is the amount
that is sent to your bank for settlement.

If you enter the credit card manually, an asterisk (*) displays beside the
transaction number (TX #).

1. Click Authorize.

The Authorize Credit Card window is displayed.

2. Complete the following fields:

= Enter Amount (This is the amount that is sent to your bank for
settlement.)

= Credit Card Number (Swipe the card or enter the number

manually.)
= Expiration Date
3. Click Done.
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Audit Check-Inn

Use this function: To do this:

Modify Change the amount of a credit card sale.

Note: Entering a transaction here does not change the guest balance
on the Guest Screen. The amount that is entered here is the amount
that is sent to your bank for settlement.

1. Click to select the transaction you want to modify.

2. Click Modify.

The Modify Batch Entry window is displayed.

3. Enter the new amount in the New Sales Amount field.
4. Click Done.

Delete Delete a transaction. Deleting a transaction only removes it from your
batch. It does not affect guest payments, it does not affect the Daily
Financial Report, and it does not refund money to the guest.

1. Click to select the transaction you want to delete.
2. Click Delete.

A confirmation message is displayed.

3. Click Yes.

The Cardholder field for this transaction now says “(Entry Deleted).” To
reinstate the transaction, click Undelete.

Undelete Undelete (reinstate) a transaction.

1. Click to select the transaction you want to reinstate. Transactions
that have “(Entry Deleted)” in the Cardholder field are eligible for
this process.

When you select a deleted transaction, the Delete button changes to
Undelete.

2. Click Undelete.
A confirmation message is displayed.

3. Click Yes to reinstate the transaction.
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Audit Check-Inn

Use this function: To do this:

Receipt Print a sales receipt.

Note: The breakdown of the charges is not listed when you print the
receipt from this screen.

1. Click to select the transaction you want to print.

2. Click Receipt.

The print preview screen for this transaction is displayed.
3. Print as needed.

4. Click Done.
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Reservations

Reservations

This section includes information on how to:

Settings Home Screen Check-In Reservation Check-In Walk-In

Make a reservation

Get a reservation rate quote

Search for a reservation or cancellation

Do group booking

Make a group confirmation and cancellation
Enter a reservation deposit

Print a confirmation

View a reservation

Cancel a reservation

Copy a reservation

Use the Advanced Search feature to find guest records

Use reservation reports

Check-Inn

Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister

Reservations
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Reservations Check-Inn

MAKE A RESERVATION

IMPORTANT! If you are running Check-Inn in a network environment (multiple computers running
Check-Inn), the grid will automatically refresh based on the interval you set in Colors & Preferences,
and will update with any changes that may have been made on another terminal.

To manually refresh the grid, click Refresh Grid.

- a

Check-tnn - Logged In: admin (Press F12 10 log out)

Checle-Inn. NG ' | Remember: If you are in a network

environment, it's a good idea to click
Refresh Grid before making a
reservation to ensure that you don’t
double-book a room.

|+ 161812015

104 - QQNS
105 - QQsM

AuoBackupA
The. Jun 18, 2015 & 360 PM

Tha, Jun 18, 2015 ot 360 PM

Friday, June 19, 2015 - 819 AM

Three easy ways to make a reservation

& Check-Inn - Logged In: admin (Press F12 to log out) [

Check-Inn.
By

Double-click a room and
e ———— date (depending on the
5 com . setting)

Click Reservations

Right-click a room and
date

T
Thu, Jun 18, 2015 o 3 60 PM

Room e sort [ 0crocc Q- [ For o] _

Friday. June 19, 2015 - 819 AM
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Reservations Check-Inn

If you: This screen is displayed:

Checkcinn - Logged In admin (Press F12 10 log out) - oIl

Click Reservations checkcinn AT

oW € W Q8] @[ 7 s daaes

Right-click a room and date | heck-inn. A———

3

Thrsday.dune 25, 2015 - 1266 PH

After clicking Make reservation, the Quick Search Reservation screen
is displayed.

w Check-inn - Logged I admin

Double-click a room and c &k-lnn..s‘?"s"

date (see Set grid S—
preferences for information T T
Gl

Last Name |

on this setting)
=

= | — ——
=

Making a reservation consists of four parts:
= Find a room
= Enter guest information
= Add rate information (optional)
= Enter payment information (optional) and complete the reservation
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Check-Inn

Reservations

Find aroom

1. Either use the grid or click Reservations on the home screen.
5h§h§!<-lnn. ) ) = Support

e _:“

Pl

104 - QQNS
105 - 0asm

AuoSackupA
Tha. Jun 18, 2015 & 350 PM

Tha, Jun 18, 2015 a2 360 PM

Friday, Junz 19, 2015 - 819 AM

The Reservations screen is displayed.

) Check-inn - olEl
R : Support
Check-Inn. eservations
By nsoftinc (i ]
[ ¢ L
« May 2015 >
Sin Mon Tue Wed Thu Fri Sat
1 2
3 4 5 8 7 8 9
10 1" 12 13 14 15 16
17 16 EEN2 ] 21 2 2
24 25 26 27 28 2 30
31
51202015
Search Cancefations Reports Diary
Room Availabity
\wadable 13 Occupied. 1 Click a roor
Room Type | Room Count | Room Type
Qans 7 [
K [ Qasu
Select <F10>

Wednesday, May 20, 2015 - 1200 AM

2. Use the calendar to select the reservation date.

-

These arrows: —~  appear next to the current year when you
hover your mouse. Use the arrow keys to select a different year.

Check-Inn

Reservations

9
BCheck-Inn.

Click a date in the calendar

to select the starting date Use the arrows to the right

and left of the month/year to

for the reservation. e
e G e Doy select a new month.
- Room Avalabity - i

wadable 13 Occupied 1t Click a room type below to quote rates.
Room Type. Room Count Room Type | Room Count

QQNS 7 KNS 1

K 0 QQasMm 4

Select <F10>

Wednesday. May 20, 2015 - 1200 AM

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reservations Check-Inn

Note: To select a date more than one year in the future, hover you mouse to the right of the year.
An up/down arrow is displayed. Use these arrows to select the year.

The availability of each type of room for the day selected is displayed in the availability chart at the
bottom of the screen. See Get a reservation rate quote for more information.

@ Check.Inn - olEl

Checlcinn, AL TN

« May 2015
Sun Mon Tue Wed Thu

Select <F10>

Wednesday, May 20, 2015 - 12:00 A

3. Click Select.
The Reservation Room Selection screen is displayed.

9 Check-Inn =
Check-Inn. Reservation Room Selection S“‘g"

26 Rooms | |

Thursday, May 21,2016 -
«F5 5212016 v Fe>

Room Search | Press '+’ fogo to next day.
Press '+ 1o go to previous day

Select room(s) - hold shit or cirl while clicking
to select (or unselect) muliple rooms.

Rm. # Room Status Room Type. Next Reservation |

06110115 (20 Days)
602 <AVALABLE> Not Reserved
500 <AVAILABLE KNS Not Reserved
501 <AVAILABLE K Nol Reserved

= 102 <NOT AVALABLE> Qans Hot Reserved
18] Resesations 103 <AVALABLE> Qans Not Reserved
— 106 <AVAILABLE> QasM Not Reserved
ﬁ Repots 107 <AVAILABLE> QasM Not Reserved

108 <AVAILABLE> QasM Not Reserved

R s 109 <AVALABLE> Qans Not Reserved
S 10 <AVALABLE> aans Not Reserved
TERE 11 <AVALABLE» Qans Not Reserved
(E4 =T 112 <AVALABLE> QQNS Hot Reserved
B e Group Functions <F12> Select <F10>

Wednesday, May 20, 2015 - 12:00 Al

4. Select a room.

Note: You must select an available room in order to make a reservation. The reservation may be
moved to another room at any time after the reservation has been entered. Also, the room number
you select does not show on a confirmation.

If you have Auto-sort reservations selected (Settings > Colors & Preferences) Check-Inn may

change the room number (but not room type) to maximize availability and to avoid reservation
conflicts.
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Reservations Check-Inn

To select aroom by: Do this:

Room number Type the room number in the Room Search field.

Room type Type the room type (for example, QQNS) in the Room Search field.
Manual search Scroll through the list and click the room you want.

To select multiple rooms Hold the Ctrl key while clicking.

5. Click Select.

The Quick Search Reservation screen is displayed. This screen allows you to quickly search for a
guest who has stayed at your property before. You can turn this option on or off in Settings >

Colors & Preferences.

Check-Inn - Logged In: admin

v -
Check-Inn. Quick Search Reservation Swgn
Bylr

Innsoft Inc

Last Name First Name
Name of the guest you would ik to find

Guest Name Phone Zip Check In Rate

Advanced Search Done <F10> Close <ESC>
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Reservations Check-Inn

Enter guest information
1. Type the guest’'s name in the Last Name and First Name fields.

If there: Do this:

Is a match 1. Double-click the guest’s name in the results list.

The Reservation screen is displayed with the guest’s information in the fields.
The upper left of the screen displayed the confirmation, room number, rate,
date, and number of nights stayed for the guest’s previous visit.

2. Verify the guest’s information.
3. Click Continue

Is not a match | Click Done to return to the Reservation screen, or click Advanced Search.

Note: If you are not able to locate a guest’s information using the fields on
this screen, or to get more information about a guest’s previous visits, use the
Advanced Search feature. The Advanced Search button is in the lower left of
the screen. For more information see Advanced Search.

Chedk-Inn - Logged In: adm: L

9 .~ —
Check-Inn. Reservation / 104 QQNS Su»gﬂ
Byinnsoft nc.

o Chackdn
 Tmes® Confirmation # 1111 - Date Made: 02/10/2016

S
koA ”
First Name | Last Name 2 T

! ko Address ine 1

Address ine 2 Enter Deposit
2B oo ciy State Zp Code
= Country Phone | F4  PrntConfi m
&; ipeiho Company v Email
ﬁ o Remarks

Fide Room and k9
ray Rate V] Nights [T & O Clerk
0] Hesstion Tax on Folio
Credit Card Information &7 || Teaiigeey

ﬁ - Card Number Bp.

Arival Time Forfeit Amount £9 | Group Booking
v ['1Guaranteed (116,00 PM Hold
K e

- In: Friday, February 19, 2016 Out: Saturday, February 20,2016 | Fi1 Remarks
B i — — —
=)

Continue <F10> Gancel <ESC>
@ o or anc:

Wednesday, February 10, 2016 - 418 PM

2. Complete the fields on the Reservation screen:

= Last Name

= First Name

= Address

= City, State, Zip (When you enter the ZIP code, Check-Inn auto-fills the city and state.)
= Country

= Company (If the guest’'s company will be billed for the stay, use the drop-down list to select the
company from the list.) See Group billing/create a company for more information.

= Phone
= Email
=  Remarks

3. Click in the Rate field.
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Reservations Check-Inn

The Daily Room Rate window is displayed.

Daily Room Rates

L

Nights |1 2| Adults 1 [z  Children |0

<

Tax Exempt Non-Exempt Pets 0 -

Rate Duration | Daily v/

\ Rate Description Amount ‘

RACK 79.95
AAA 72.00
SENIOR 74.00

Done <F10> Display Rates Custom Rates <F8>

4. Add rate information.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reservations

Add rate information (optional)

1. Find a room and enter guest information.
2.

3.

4.

Settings Home Screen Check-In Reservation

Click in the Rate field.

Daily Room Rates

Nights 1 & Adults |1 2 Children 0
TaxExempt  Non-Exempt v Pets 0 =
Rate Duration | Daily v

Rate Description | Amount 1
|RACK 79.95/
AAA 72.00|
|SENIOR 74.00|

Done <F10> Display Rates Custom Rates <F8>

Click to select:

Check-Inn

= Number of nights the guest is staying (If you have “Auto-sort reservations” selected (Settings >
Colors & Preferences), Check-Inn will attempt to move other reservations to allow a longer

reservation for the current room.)
= Number of adults in the room
= Number of children in the room

= The tax exempt status (For more information on these statuses see Entering Tax and Sales

Categories.)
= Number of pets in the room

= The rate duration (This is how often the guest will be charged.)
= The rate they will be charged (See Setting Up Rates for more information.)

Click Done.

Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn
Enter payment information (optional)
1. Find a room, enter guest information, and enter rate information.
/) Check-Inn - Logged In: admin -0
Check-Inn. Reservation / 104 QQNS S“'%"
By Innsoft Inc
” m Confirmation # 1111 - Date Made: 02/10/2016
x
m First Name | Last Name
F2 Change
. B checkou Address line 1
Hlde ROOIT] l Address line 2 F3 Enter Deposit
8 Guests tate ode
anq Tax on ,; z:‘:mw ihone Sl F4 Print Confirm.
Folio £ comRaguer - =
ﬁ At Remarks &
Credit Card B i Clerk
Information ST — — em 7 It

The following fields are op

This field:

nval Time orfel ount F9 Group Booking

Fi1 I Remarks l— Remarks

0>

Out: Shturday, February 20, 20\6
Continue <!

Cancel <ESC>

Wednesday\, February 10, 2016 - 4:18 PM

Forfeit Amount Guaranteed 6:00 PM Hold

tional, and the affect they have is described in the table.

Contains this information:

Hide Room and Tax on

Folio (check box)

Select (click) this check box if you do not want the guest’s room/rate
information to show on the folio.

Clerk This field is for the initials of the clerk who entered this information.
Credit Card Information This field is for the guest’s credit card number and expiration date.
(multiple fields)

Arrival Time Enter the guest’s expected arrival time.

Forfeit Amount If the reservation is guaranteed and you would like to charge a forfeit

amount other than one night’s room rental, enter the amount in the
Forfeit Amount field.

IMPORTANT! If you have Auto-charge no-shows selected (Settings >
Colors & Preferences) and a guaranteed reservation no-shows, a
forfeit amount (usually one night’s rental) is charged. This amount
appears in the Daily Financial Report with a /R after the guest’s name,
and is sent to Accounts Receivable for collection. It is the
responsibility of the clerk or manager to go into Accounts Receivable
and post a payment for the guest.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting

Appendix EMV




Reservations Check-Inn

This field: Contains this information:

Guaranteed (check box) | Click to select the “Guaranteed” check box if the reservation is

guaranteed.
Note: Reservations with valid credit card number are automatically
guaranteed.
6:00 PM Hold (check Click to select this check box if you are going to hold the room until
box) 6:00 PM for a nonguaranteed reservation.
Remarks (button) Click this button to add guest remarks and marketing codes. See

Remarks for more information.

2. Click Continue to save the reservation.

Note: Check-Inn tracks the date that a reservation was made or cancelled and displays that date
along with the reservation number at the top of the reservation screen.
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Reservations Check-Inn

RATE QUOTES

The Rate Quote feature enables you to view and print a rate quote or make a reservation.

For this feature to work properly, you must have previously set up Advanced Rates.

After you generate a quote, you can print it or make a reservation from it.

1. Click Reservations on the home screen.

) Check-lnn - Logged In: admin (Press £12 10 log out) P

BCh ck-Inn.

KupA uccesshil
Tha, Jun 18, 2015 &t 350 PM
AuoBackup B Successtul
Tha, Jun 18, 2015 s 360 PM

Fiday, Jupe 19, 2015 - $19 AM

The Reservations screen is displayed.

2 Check-Im - olEN
2 Support
Check-Inn. Reservations i
8y Innsoft Inc (i)
-« May 2015 » |
Sun M Tue Wed Thu Fri Sat
1 2
3 4 5 6 7 8 9
10 1 12 13 14 15 16
17 18 20 21 2 2
24 25 26 27 28 2 30
31
/202015
Search Cancefiatons Report: Diary
Room Availabity -
(alabl. 3 Occupied it GRa oo e B 5 Gk Tl
Room Type | Room Count | Room Type Room Count
QQNS 7 KNS 1
K 0 Qasu 4

Select <F10>

Wednesday, May 20, 2015 - 12:00 Al
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Reservations Check-Inn

2. Use the calendar to select the reservation date.

-

These arrows: -~ appear next to the current year when you
hover your mouse. Use the arrow keys to select a different year.
4 Check-Inn - omEm
Check-Inn. Reservations St

May 201
on_Tue Wed

Click a date in the calendar
to select the starting date
for the reservation.

011 12 13 14 15 16

o EH] 2 2 2
30

24 25 26 21 B 2

Use the arrows to the right
e and left of the month/year to
e s B select a new month.

Room Availabity

walable 13_Occupied: 1t Click a room type below to quote rates
Room Type Room Count Room Type [ Room Count

QQNS 7 KNS ¥

K 0 Qas 4

Select <F10>

Wednesday. May 20, 2015 - 1200 Al

Note: To select a date more than one year in the future, hover you mouse to the right of the year.
An up/down arrow is displayed. Use these arrows to select the year.

The availability of each type of room for the day selected is displayed in the availability chart at the
bottom of the screen.

E) Check-inn _—y |
Checlcinn, LN

- May 2015
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 6 7 8 9
o
7o (0NN 2 3
2 30

24 26 26 21 2

512012015

Select <F10>

Wednssday. May 20, 2015 - 1200 AM

3. Double-click on the desired room type in the Room Availability Table (for example, QQNS).
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Reservations Check-Inn

The Reservation Rates screen is displayed.

Date selected;
change if needed

\

Check-Inn\ Logged In: admin

Reservation Rates

\ KING
<F5 | 61712015 5 Rates: 06/17 - 06123

Rate types RACK 75.00| WEDNESDAY (06/17) 75.00|
THURSDAY (06/18) 75.00|
FRIDAY (06/19) 75.00|
SATURDAY (06/20) 75.00|
SUNDAY (06/21) 75.00|
MONDAY (06/22) 75.00|
TUESDAY (06/23) 75.00|

Rate Calculator

Nights 1
Adults 1
Children 0

Check-out: 06/18/2015

Total: $194.99
Includes Tax

[ Print Quote <F2> } [ Check Availability <F3=>

l Done <F10> I

4. Click to select the appropriate room rate (for example, Rack, AAA, etc.).

5. In the Rate Calculator section, use the drop-down list to select the correct rate duration for the
guote (Daily, Weekly, Monthly, or Package).

Check-Inn - Logged In: admin

Reservation Rates

KING
L2085 [z Rates: 06/17 - 06/23

|Rack | |WEDNESDAY (06/17) 75.00
THURSDAY (06/18) 75.00
FRIDAY (06/19) 75.00
SATURDAY (06/20) 75.00
SUNDAY (06/21) 75.00
MONDAY (06/22) 75.00
TUESDAY (06/23) 75.00]

Rate Calculator

Duration | |Daily X

Nights 1

Adults 1

Children | 0

Check-out: 06/18/2015

Total: $194.99

| Includes Tax
d

| Print Quote <F2>

‘ Check Availability <F3>

[ Done <F10> J

6. Enter the total number of nights (weeks, months, or packages) the guest will be staying by typing
a new number or by using the arrows to increase or decrease the number.
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Reservations Check-Inn

Check-Inn

Reservation Rates

QQNS
2220y ) gl Rates: 05/22 - 05/28
RACK 84.9 FRIDAY (05/22) 84.95
AAA 76.00 SATURDAY (05/23) 84.95
SENIOR 79.00 SUNDAY (05/24) 79.95
MONDAY (05/25) 79.95
TUESDAY (05/26) 79.95
WEDNESDAY (05/27) 79.95
THURSDAY (05/28) 79.95
Rate Calculator
Rate Type :baily v
Nights 1 =
Adults |1 =
Children 0 12
Check-out: 05/23/2015
Total: $94.60
Includes Tax
I Print Quote <F2= | Check Availability <F3> I Done <F10>

7. Enter the number of adults and/or children in the corresponding fields.
The check-out date and total amount for the quote are displayed in the lower right.

Note: If you need to adjust the start date for the quote, click the down arrow and select a new date
from the calendar. Or, click F5 to go back one day or F6 to go forward one day.

You can now print the reservation quote or check availability and make a reservation from the quote.

If you want to do Then follow these step:

this:

Print the reservation 1. Click Print Quote.
guote

The Quote Information window is displayed.

2. Type the guest’s name in the Guest Name field.
3. Type your name in the Clerk Name field.

4. Enter any additional information you want to include in the quote in
the Additional Information field.

5. Click to select the “Include Charge Details in Quote” check box to
include a detailed breakdown of the quoted charges.

6. Click Print.
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Reservations

If you want to do

this:

Check availability and
make a reservation
from the quote

Check-Inn

Then follow these step:

Note: The Check Availability feature is disabled if the rates assigned to

the selected room type are not the same for every room of that type.

1. Click Check Availability.
Check-Inn checks the availability and selects a room if one is available.

A window is displayed, confirming the room type, check-in and check-
out dates, number of nights, and number of people, along with this
message: “‘Would you like to make a reservation?”

(If no rooms are available, this message displays: “No rooms of this type
are available.”)

2. Click Yes.
The Reservation screen is displayed.

3. Make a reservation as usual.

Settings Home Screen
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Reservations Check-Inn

SEARCH FOR A RESERVATION OR CANCELLATION

1. Click Reservations on the home screen.

9 Check-Inn - Logged In: 2dmin (Press F12 to log out) o
By ‘
HIGHER RATES 0a.
Roam Type. I:.fvsaszms v n 1
= B " ® 3
—_— -
v»
555
104 - QaNs s Resenvations 0
105 - 0asm
S P
108-Q Reservaton Stat oK
E AuvoBackupA Successhl
12_aons Tha. Jun 16, 2015 &t 3560 PM
::: : m“w’ “utoBackup B ‘Successhl
T e ) Th, Jun 18, 2015 o 3 60 PM
Room Mumbar Sot._v Guarartoss ST

Friday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

2 Check-inn - olEl
2 Support
Check-Inn. Reservations PP
By Innsoftc G)
n L]
< May 2015 > |
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 6 7 8 9
10 1" 12 13 14 15 16
v W] 2 2
24 25 26 27 28 2 30
31
5/20/2015
bt i il
Room Availabilty
\wadable 13 Occupied. 1 Click a room type below 1o quote rates.
Room Type I Room Count | Room Type Room Count |
QQNS 7 KNS 1
K [ QasM 4
Select <F10>

Wednesday. May 20, 2015 - 12:00 A

2. Click Search.
The Search Reservations window is displayed.

Check-Inn

Search Reservations

First Name “

Last Name
Reservation #

Other Info.

Search <F10= Cancel <ESC>
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Reservations

Check-Inn

3. Enter any information that you have about the reservation.

For example: This information may include the first and/or last name (either part of it or all of it),
the reservation number, or other information (for example, a third-party confirmation number,
email address, or street name) that may have been entered while making a reservation for the

guest.

4. Click Search.

This message is displayed: “Do you wish to restrict search dates?”

If you: Then do this:

Do want to restrict search
dates

1. Click Yes.

Start Date

End Date

2. Enter start and end dates in the corresponding fields.

Reservation Search Dates

Check-Inn

5/19/2014) v

12/31/2099 v

3. Click OK.

OK <F10> Cancel <ESC>

Do not want to restrict
search dates

1. Click No.

If the reservation or cancellation is found, it is displayed on the screen.

5. Click Continue Search button to view the next matching reservation.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn

GROUP BOOKING

1. Click Reservations from the home screen.

Check-inn - Logged In: admin (Press F12 1o fog out) -0
Support

_ﬁhmj —E vy
Raom Type v spand Giid
s Relresh Gad rine

&
Check-Inn.
By innsoft Inc.

1

sssssss

Succasshul
Thu, Jun 18, 2015 & 3:50 PM

,,,,,,,

Fiday, June 19, 2015 - 319 AM

2. Begin your group booking with the first person (the group leader) and make a reservation as you
would normally. Include as much information as you can.

IMPORTANT! If you make an advance deposit and then use the Group Booking feature, the
deposit will be copied over to the new reservations. If you have CC processing turned on, this will
not charge the credit card for the additional deposits. It is best to not make advance deposits until
you have completed the group booking.

Check-Inn - Logged In: admi -8

9 un
Check-Inn. Reservation / 103 QQNS 3“?5“
By Innsoft

yyyyyyyyyyy

&
Ressrvation Confirmation # 1112 - Date Made: 02/4012016
x
Checkin
i IANCY LastName  SMITH
2 Change
ﬂ A 1111 ONE WAY DRIVE
F3 Enter Deposit
B s City MILTON FREEWATER Stste OR  7Zip Code |97862
7 Country Phone
"o} oot mapsiie F4 | PrntConfim
L Company V| Email
ﬁ . Remarks -
- Hide Room and
s i Rate 9500 | ADV| Nghts @[5 OO Clerk
(0] Fassrations s | Tax on Foio 7 | Travelagency
Credit Card Information st

@ Rt Card Number Ep

Amval Time Forfeit Amount o Group Booking
P [ Guaranteed  (16:00 PM Hold
2R satme

In: Friday, February 12, 2016 Out: Sunday, February 14,2016 | 11 Romades

i LegOuk
(RIfE=T
7 Continue <F10> Cancel <ESC>
o e

3. Click Group Booking.
This message displays: “Do you wish to pick rooms?”
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Reservations

If you: Then do this:

Want to pick the rooms yourself or if you
want rooms of different room types.

Check-Inn

1. Click Yes.
The Reservation Group Booking screen is displayed.

neckIra

2 a EE)
Check-Inn. Reservation Group Booking 5“”5"

ovon :
B 2100me =

oo
e,

Room Searcn

’ Ok o
o

bl

B s

2. Click to select the rooms you want to reserve.

Note: You can select multiple rooms by holding down the CTRL |
and clicking each room. You can also select a continuous range |
clicking the first room, holding down the SHIFT key, and then
clicking the last room.

3. Click Select.

Do not want to pick the rooms yourself

Note: If you have Check-Inn select the
rooms for you, all rooms selected will be
the same type but not necessarily
grouped together.

1. Click No.
The Group Reservation window is displayed.
Check-Inn

Group Reservation

Enter the number of ADDITIONAL rooms you wish
to reserve.

The reservation should be complete
INCLUDING Advance Deposit.

Additional Rooms to Book:  |[i]

Maximum Available 6

Done <F10> Cancel <ESC>

2. Enter the number of additional rooms to include in the group
reservation.

Note: In the Maximum Available field, Check-Inn displays the
number of additional rooms available.

3. Click Done.

Note: Check-Inn copies all guest and deposit information into the additional rooms. After completing
the group booking, if you wish to modify guest reservation information, you can do so by directly

accessing the reservation from the grid.
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Reservations Check-Inn

GROUP FUNCTIONS

Print reservation confirmations or cancel group reservations

1. Click Reservations from the home screen.

< Check-Inn - Logged In: admin (Press F12 to log out) -9

Support
Check-inn. A

g o _Eﬂﬂj GIRRATES O
1 e
Daiy 5 R 4 "

Frday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

9 Check-Inn - ol
s Support
Check-Inn. Reservations e
By I 6
- May 2015 »
Sun Mon Tue Wed Thu Fri  Sat
1 2
F S N S W Wiy S
104112 13 14156
1 Gl 2
24 25 26 2 ) 2 30
3
51202015
Search Canceliations Reports Diary
- Room Avaiabity
Chick a room type below to quote rates.
Room Count | Room Type Room Count |
15 KNS 1 |
1 QasK 8 |
|
|
Select <F10>

Wednescay. May 20, 2015 - 12:00 Al

2. In the calendar, double-click the date of the reservation.
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Reservations Check-Inn

The Reservation Room Selection screen displays.

Ly Check-Inn ==
Check-Inn. Reservation Room Selection S"fg"
By Innsoft Inc

l G Room 7 of 26 | ]
A o T
Room Search 114 Press '+ 1o go to next day
l Creck Dt Press ' 10 go to previous day.
Select room(s) - hold shit or ctt whie cicking
2 o 10 select (or unselect) multiple rooms.
Rm# Room Status Room Type Next Reservation | ~
}:l RS 101 <AVAILABLE> Qons 0610115 (20 Days)
602 <AVAILABLE>
- 500  <AVAILABLE» KNS
Q Ha 501 <AVAILABLE> K
o 102 <NOT AVAILABLE> QaNs
E} Resenations. 103 SMITH. NANCY QQNS
106 [MAUREEN, SMITH ==
ﬁ Repady 107 MAUREEN, SMITH QasM
108 BRENT, DOE Qasm
G 109 BRENT DOE Qans
o T 110 <AVALABLE> Qans
TIERE 11 <AVALABLE Qans
= e 112 BRENT. DOE Qans

Wednesday, May 20, 2015 - 1:19AM

3. Select the rooms you would like to print a group confirmation for by holding down the CTRL key
(on your keyboard) and clicking on the rooms. You can also select a range by clicking the first
room, holding down SHIFT, and then selecting the last room in the range.

4. Click Group Functions.
The Group Reservations window is displayed.
Check-Inn

Group Reservations

1 Print Selected Reservations

2 Print Reservations AS GROUP

3 Cancel Selected Reservations

4 Print Selected Registration Cards

Done <F10> Cancel <ESC>

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn

If you want to: Then do this:

Print an individual confirmation for each 1. Click Print Selected Reservations.

room This message is displayed: “Do you wish to print all selected
reservations?”
2. Click Yes.

All confirmations print.

Print one confirmation for all selected 1. Click Print Reservations AS GROUP.

reservations A print preview of the reservation is displayed.

2. Print or email as desired.

Cancel group reservations 1. Click Cancel Selected Reservations.
This message is displayed: “Cancel all selected Guests?”

2. Click Yes.
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Reservations Check-Inn

ENTER AN ADVANCE DEPOSIT

IMPORTANT! Only enter a deposit if you have actually collected a payment.

You can easily enter an advance deposit directly from the grid. See Enter an advance deposit for
more information.

1. Click Reservations from the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out) - =

Check-Inn.
By innsoft Inc.

Support

WIGHER RATES O

Auto Backup A
Thu, Jun 18, 2015 at 360 PM

Faday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

L4 Check-Inn 1 |

@EERURW  Resenatons ¢4y

By Innsoft Inc o
Chackn -

« May 2015 »
Sun Mon Tue Wed Thu Fr Sat
)
N )
0o 12 1B 141516

17 18 19 [20 NEl 2 2

24 26 26 21 28 2 X
512012015
Search Canceliatons Reports Diary

Room Avaiabity
avaiable 26 Occupied 3 Click a room type below to quote rates
Room Count | Room Type Room Count |
15 KNS ' |

Select <F10>

Wadnesday, May 20, 2015 - 12:00 AM

2. In the calendar, double-click the date of the reservation.
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Reservations

9 Check-Inn

.......

|

Thursday, May 21,2016

«F5 (5212015 T

Group Functions <F12>

o
By Innsoft &
= | Room Seatch 14 Press *+" 1o goto next day.
W S
Select room(s) - hold shit or ctt whie cicking
to select (or unselect) muliple rooms.
! Rm # Room Status Room Type NextResenvaton | ~
101 <AVALABLE> Qans 06/10/16 (20 Days)
(= 602 <AVALABLE Not Reserved
500 <AVALABLE- KNS Not Reserved
% 102 <NOT AVAILABLE> QaNs Not Reserved
103 SMITH, NANCY QQNS Not Reserved
% | MAUREEN, SMITH qas!
107 WAUREEN, SWITH Qast Not Reserved
108 BRENT, DOE Qasm Not Reserved
i 108 BRENT, DOE Qans Not Reserved
S 10 <AVALABLE> aans Not Reserved
= 11 <AVALABLE aans Not Reserved
112 BRENT, DOE Qans Not Reserved

Wadnescay. May 20, 2015 - 1:18 AM

Click Enter Deposit.

Note: The guest’s name and room rate must be entered before you may enter a deposit.

Settings Home Screen

.
innsoft
[
x
| e pe——
(] Change
B o oewmone !
Addressne 2
3 Enter Depost
City MILTON FREEWATER State OR  7Zip Code 97862
Country Phone
74 | puContim. |
Company v Emai
anv a = Hide Room and
_ Rate 9500 | AoV Nignts @5 DpReReomand Clerk a [T
Credit Card Information oency |
Amval Time Forfeit Amount F9 | Group Booking ‘
] | [Guaranteed 600 PM Hold
In: Friday, February 12,2016 | Out: Sunday, February 14,2016 ©'1 i)
|
= Continue <F10> Gancel <ESC>
-

Check-In Reservation

Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen

Check-Out

Stand-Alone Cash Register
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Reservations Check-Inn

The Cash Register/Reservation screen for that guest is displayed.

< Check-Inn - Logged In: 2dmin =
Check-Inn. Cash Register / Reservation SMITH, NANCY S“'g"
B vk e

Transaction Type
#1 Balance

Amourt

21660 Tax Amount: 0.00

New Balance: 216.60

Enter Charge / Payment

Amount [ I T R | | Repeating Charge

Select Payment Type SPC

F1 Phone F2 Extra Dep. F3 EaryC1 F4 Late C/O

F5 PetFee F6 Safe Fee F7 Smoke Fee F8 Damage Fee

F9 RoomAdj F10 Misc F11 Event Fee F12 Flowers

SF1 Chocolate

Rm: 103 Rate: $108.30 incl. tax Continue <F10> | | Void Sale <ESC>

Wednesday, Febuary 10, 2016 - 5 24 M

In the Amount field, enter the amount of the deposit.
6. Click Select Payment Type.
The Payment Type window is displayed.

Select the type of payment you received.
Click Done.

Note: Do not enter amount under Extra Dep., as this would be used for an extra charge in addition
to the advance deposit (for example, a security fee for damage to the room).

9. Click Continue.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations
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Reservations

A print preview of the confirmation is displayed.

10.Print or email as needed.

If your property

Select a page range

Check-Inn

has a signature
pad, you can

click Sign and
have the guest _4|‘
sign using the

Print Pages 1 = -1 -
Sign Print Print 2x Email Done
S| F2| Fé4| | F6 F10|

signature pad

Print one copy  Print two copies

11.Click Done.

Settings Home Screen Check-In Reservation

Check-In Walk-In

Email the list Click Done

Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out Stand-Alone Cash Reqister
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Reservations Check-Inn

PRINT A CONFIRMATION

You can easily print a confirmation directly from the grid. See Print a confirmation for more
information.

1. Click Reservations from the home screen.

L/ Check-Inn - Logged In: admin (Press F12 to log out) -0
Check-Inn. S“’g“
By ins Inc.
T 5 D T
Daily Status. F5 Refresh Gad Resst Date Print |:
Di le 2

AutoBackup A Successhul
Thu, Jun 18, 2015 at 360 PM

#uto-Backup B Succassiul
Thu, Jun 18, 2015 st 350 PM

ararteed

Frday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

$4 Checkinn ol
- Support
Check-Inn. Reservations PP
% msat i)
< May 2015 »
Sin Mon Tue Wed Thu Fri Sat
1
TR SR Sy U Wi Y
0 12 13 141516
171819 2
24 2 26 21 B 2
3
512012015
Search Cancetations Reports Diary
Room Avaiabity
Gick a room type below o quote rates.
Room Count | Room Type Room Count |
i 15 KNS 1 |
K 1 Qasm 8 |
Select <F10>

Weadnesday, May 20, 2015 - 1200 AM

2. In the calendar, double-click the date of the reservation.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations

The Reservation Room Selection screen displays.

Check-Inn

<
C
8y

- ol

Group Functions <F12>

LT o T
= | Room Search [uA | Press *+" 1o goto next day.
Select room(s) - hold shit or ctt whie cicking

to select (or unselect) muliple rooms.
! Rm # Room Status Room Type NextResenvaton | ~
101 <AVALABLE> Qans 06/10/16 (20 Days)
== 602 <AVALABLE> Not Reserved

500 <AVALABLE- KNS Not Reserved
T : S

102 <NOT AVAILABLE> QaNs Not Reserved
103 SMITH, NANCY QQNS Not Reserved

% | MAUREEN, SMITH

107 WAUREEN, SWITH Qast Not Reserved

108 BRENT, DOE Qasm Not Reserved

108 BRENT, DOE Qans Not Reserved

10 <AVALABLE> aans Not Reserved

11 <AVALABLE aans Not Reserved

112 BRENT, DOE Qans Not Reserved

|

| Select <F10>

Wadnescay. May 20, 2015 - 1:18 AM

heck-Inn. Reservation Room Selection Sueport
I ft i o

Double-click the reservation you want to print a confirmation for.

The Reservation/room number screen is displayed.

<
Check-Inn.

Check-Inn - Logged In: admin

Reservation / 103 QQNS 5"‘3"

- o

By Innsoft Inc.
[
x
- First Name NANCY | Lasthame SMTH ‘
F2 Change
_ Addressine 1 (1111 ONE WAY DRVE
Address ne 2
F3 | EnterDepost |
City MILTON FREEWATER State OR | Zip Code |97862
» Country Phone:
8
Company v/ Email
anv. I ol Hide Room and
_ Rate 9500 | AoV Nignts @5 DpReReomand Clerk a [T
Credit Card Information oency |
Amval Time Forfeit Amount F9 | Group Booking ‘
] | [Guaranteed 600 PM Hold
In: Friday, February 12,2016 | Out: Sunday, February 14,2016 ©'1 i)
|
7= Continue <F10> Cancel <ESC>
-

Click Print Confirm.

A print preview of the confirmation is displayed.

5. Print or email the list as needed.

Select a page range

Print Pages

Print Print 2x
1
Print two copies Email the list

Print one copy

6. Click Done.

Settings Home Screen

Check-In Reservation

Click Done

Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen

Check-Out

Stand-Alone Cash Register
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Reservations

VIEW A RESERVATION

Check-Inn

You can easily view a reservation directly from the grid.

1. Click Reservations from the home screen.

o Check-Inn - Logged In: admin (Press F12 to log out) =R

check-inn. S -
ch

HIGHER RATES 0.

«6/1822015 . Expand Grid
5 | Roresncio

Frday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

9 Check-Inn - olEl
: Support
Check-Inn. Reservations PP
By Innsoft Inc. B
=
- May 2015 »
Sun Mon Tue Wed Thu Fri Sat
1 2
3 4 5 (] 7 8 9
10 " 12 13 14 15 16
1718 19 2 2
24 25 26 27 28 2 30

Click a room type below 10 quote rates

Room Count [ Room Type Room Count |
15 KNS 1 |
1 Qaasu 8 |

Wednesday, May 20, 2015 - 1200 A

See View a reservation.

2. In the calendar, double-click the date of the reservation.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn

The Reservation Room Selection screen displays.

E G =

Check-Inn. Reservation Room Selection S"fgﬂ

By Innsoft Inc

il Sk 26 Rooms =
Room Search | Press '+ fogoto next day

l Press " to go to previous day.

Select room(s) - hold shit or ctrl wihile cicking
g N to select (or unselect) muftple rooms.

Rm.# Room Status Room Type Next Reservation
= 101 | <AVAILABLE> QQNS | 06710115 (20 Days)
E] et 802 <AVALABLE> Not Reserved
500 <AVALABLE» KNS Not Reserved
ﬁ Aot 501  <AVALABLE» K Nol Reserved
oy 102 <NOT AVAILABLE> QaNS Not Reserved
| s [Nesenan 103 <AVAILABLE> Qans Mot Reserved
106 <AVALABLE> Qasi Not Reserved
oo 107 <AVALABLE> Qas Not Reserved
108 <AVALABLE> Qasu Not Reserved
G s 100 <AVALABLE> aans Not Reserved
110 <AVALABLE> aans Not Reserved
ONERE 1 <AVALABLE> aans Not Reserved
E‘ Exit 112 <AVAILABLE> QONS Not Reserved
) e Group Functions <F12> Select <F10>

Weadnesday, May 20, 2015 - 1200 AM

3. Use the scroll bar or the Room Search field to select the reservation you are looking for.
4. Double-click the reservation to view more information.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn

CANCEL A RESERVATION

You can easily cancel a reservation directly from the home screen. See Cancel a reservation.

Along with canceling the reservation from the Reservation screen, you can also:
= View a cancellation

= Restore a reservation

1. Click Reservations from the home screen.

< Checkinn - Logged In

Check-Inn.
By innsoft Inc.

Thu, Jun 18, 2015 at 360 PM
Auto-Backup B Succassiul
Thu, Jun 18, 2015 st 350 PM

Fiday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

9 Check i |
Check-inn. SEEESET N o
By Innsoft Inc G

: L]

« May 2015
Sun Mon Tue Wed Thu

gRaong o

Search Cancefiatons Reports Diary
Room Availabity
Chck a room type below to uote rates
Room Count [ Room Type Room Count |
QN 15 KNS 1 |
K 1 Qasm 8 |

Select <F10>

Weadnesday, May 20, 2015 - 1200 AM

2. In the calendar, double-click the date of the reservation.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations

The Reservation Room Selection screen displays.

9 Check-Inn - o Bl
Check-Inn. Reservation Room Selection Support
By Innsoft Inc. o
Room 7 of 26 .
:
«F5 5212016 vl o>
{anrm\mil Press '+ 10 go to next day.

Press ' 1o goto previous day
Select raom(s) - hold shiftor ctrl while clicking
to select (or unselect) multiple rooms.

Rm # Room Status Room Type NextResenvaton | ~
101 <AVALABLE> aans 06/10/16 (20 Days)
602 <AVALABLE Not Reserved
500 <AVALABLE- KNS Nol Reserved
501 <AVAILABLE» K Nol Reserved
102 <NOT AVAILABLE> QaNs Not Reserved
103 SMITH, NANCY QAQNS Not Reserved

%6 |MAUREEN, SMITH
107 WAUREEN, SWITH Qast Not Reserved
108 BRENT, DOE Qasm Not Reserved
108 BRENT, DOE Qans Not Reserved
10 <AVALABLE> aans Not Reserved
11 <AVALABLE> aans Not Reserved
112 BRENT, DOE aans Not Reserved
Group Functions <F12> Select <F10>

‘Wednesday. May 20, 2015 - 1:18 AW

3. Double-click the reservation you want to cancel.
The Reservation/room number screen is displayed.

@ Check-Inn - Logged In: admin (Press F12 to log out) - ol
: Support
Check-Inn. Reservation / 104 QQNS re
By Innsoft inc o
_ Confirmation # 1114 - Date Made: 02110/2016
-
FirstName SUE| LastName BROWN
F2 c
_ el o
Address kne 2
" = i F3  EnterDeposit
o City State Zip Code |
= Country [~ | o
) " F4 Print Confirm.
— Company | v Emal
Rate (8500 | /ADV| Nghts 2 Z] ffideRoomand g
7T
Credit Card Information L el ey
Actival Time Forfe Amount F9. Group Booking
< Guaranteed (11600 PM Hold
| In: Wednesday. February 17,2016 |  Out:Friday, February 19,2016 | 1! Remarks
| |
= Continue <F10
7 L

Wednesday. February 10. 2016 - 5.29 PM

4. Click Cancel.
This message displays: “Cancel the reservation?”

Settings Home Screen Check-In Reservation Check-In Walk-In

Check-Inn

Guest Screen Audit

Cash Register/Guest Screen Check-Out Stand-Alone Cash Register
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Reservations Check-Inn

5. Click Yes.

If: Then:

A deposit has been made for the room This message is displayed: “A deposit of $##.## was made to
guarantee room.”

1. Click OK.
2. Refund the deposit to the guest.

3. If you click ‘Continue’ without performing a refund procedure,
message pops up asking if you want to refund the guest. Clicl
Yes will refund the deposit to cash.

There is a cancellation fee 1. Enter the amount of the cancellation fee into the Cash Registt
screen and click Cancel Fee.

A print preview of the cancellation notice is displayed.

6. Print or email the list as needed.

Select a page range

PrintPages 1 = -1 %

()}

Print | | Print2x | [ Email | [["Doneé
(k2] || [re] || [re] | [£10]
Print one copy Print two copies Email the list Click Done

7. Click Done.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations

View a cancellation

1. Click Reservations from the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out) -9
Support

Eheck-lnn.,
o

_!Eﬂﬁj — oy
v Expand Grid
d asot Date

Auto-Backy

Fiiday, June 19, 2015 - 319 AM

The Reservations screen is displayed.

Check-Inn

4
Check-inn. SEEEES T o
By Innsoft Inc )

May 2015 >
Tue Wed Thu Fri Sat
1

G NP Y S J—. p— |
2 13 415

EBzen

pB Succassiul
Thu, Jun 18, 2015 at 3:50 PM

-]

2. Click Cancellations.

Select <F10>

5202015
il &
Room Availabity
Chick a room type below 1o quote raes
Room Count Room Type Room Count

1
8

Wednescay. May 20, 2015 - 12:00 Al

The Cancellation Room Selection screen is displayed.

: 2 Support

Check-Inn. Cancellation Room Selection PP
B b (i ]

R o j okt

” Tasencian ZSmces x
e

= Room Search | 1 Press '+ 10 go o next day,
‘m Press '-* to go o previous day.
- . Select room(s) - hold shift or ctrl while clicking

: ] o select or unselect) mulple rooms.

& oo

20 Rm # | Room Status Room Type | NextReservation

zl S R 105  SMITH, JOHN QQasMm NA

%‘ ] 107 SMITH, AMY QasM A

P

(=] rusermsans

s o

@
—

EpE

m“ Group Functions <F12> Select <10~

: Thursday. June 25, 2015 - 1:26 PM

Check-Inn

3. Search for the cancellation by the room number, room type, or guest name.

4. Double-click the cancellation you want to view.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit
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Reservations Check-Inn

Restore areservation

1. Click Reservations from the home screen.

Check-inn - Logged - admin (Press F12 10 log out)

<
Check-Inn.
By innsoft In

_

oomtwe J<J0152015 D BT “
.
Y

#5 | Rofresh Gag

Thu, Jun 18, zmn:som

kup B Succas:
Thu, Jun 18, 2015 at 3:50 PM

Frday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

$4 Check-Inn - olEl

@EERURW  Resenatons g4y

By Innsoft Inc )
L

« May 2015 >
Sun Mon Tue Wed Thu Fri Sat
)

NP ST W . PR Vo
01 12 13 14 15 16

v e (20 N 2

24 2% 26 21 8B 2

207
Search i Cancesatons Reports Diary

8y

Room Availabity
Available 26 Occupied 3 Chick a room type below to quote rates.
Room Count | Room Type Room Count |
Q0 15 KNS 1 |
K 1 QasK 8 |
Select <F10>

Wadnesday, May 20, 2015 - 1200 AM

2. In the calendar, locate the arrival date.

Click Cancellations.
The Cancellation Room Selection screen is displayed.

Check-Inn - Logged In: admin

@
Check-Inn. Cancellation Room Selection S“Tg"
8 innsaft Inc.

1 Cancellion L

Friday, February 19,2016 el onoznie: o

Room Search || Press "+ to gotonextday
Press ' to go to previous day.

Select room(s) - hold shift or ctrl Mllle cllcmm
o select (or unselect) mutiple

104 [SILVER, SUE

Group Functions <F12> Select <F10>

Wednesdsy, February 10, 2015 - 536 PM
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Reservations Check-Inn

4. Double-click the reservation that you would like to restore.
The Cancellation/(room #) screen is displayed.

) Check-Inn - Logged In: admin - olEl
Check-Inn. Cancellation / 104 QQNS s"”"é’“
By Innsoft inc.

Cancellation # D1115 - Date Made: 02/10/2016

x
F2
F3 posit

In: Friday, February 19,2016 | Out: Monday, February 22, 2016 \ Fit Remarks.

i Continue <F10>

Wednesday, February 10, 2016 - 6 38 PM

5. Click Restore.
A message displays: “Restore the Reservation?”

6. Click Yes.
The header at the top of the screen now says “Reservation,” not “Cancellation.”

9 ek lon _ Logged | o - o EN
Check-Inn. Reservation / 104 QQNS Support
8y Innsoft Inc. o

L}

First Name [SUE LastName [SILVER | o ra
Address line 1
Address line 2

F3 EnterDeposit
Cty [TUALATIN State [OR | ZpCoce [97062 |
Coursy Fne Print Confirm.
Company ©| Emai
Remarks | e [ oo |

4| — Hide Room and
Rate 8600 |[ADV| Nghts |3 I Dl onroio O _ ]

Credit Card Information

Card Number Exp

Arrival Time Forfet Amount Fo Group Booking
[ ¥ Guaranteed 2600 PM Hold

F7 TravelAgency

| In:Friday, February 19,2016 |  Out: Monday, February 22, 2016 Ft1 Remarks

|
l Continue <F10> '

Wednesday, Fetruary 10,2016 - 6 40 P

I

7. Click Continue.
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Reservations Check-Inn

COPY A RESERVATION

Check-Inn allows you to copy guest information from the last reservation entered into the system. If
the program has been turned off and restarted, you will not be able to copy a reservation until after a
new reservation has been entered.

1. Click Reservations from the home screen.

4 Check-inn - Logged In: admin (Press F12 to log out) =

Support
check-inn. G ©
Byin

WIGHER RATES O

Thu, Jun 18, 2015 at 360 PM

Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Faday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

9 Check-Inn - olEl
Checlcinn, LT
Byl Inc B

f L

« May 2015
Sun Mon Tue Wed Thu Fri
1
8

kNP STV J—
RIS S S_— -

71 0 (20 WA 2

24 26 26 21 28 2

gR3eng o

512012015
Search Gancefiations Reports Diary
Avallable 26 Occupied 3 Chick a room type below 10 quate rales

Room Type Room Count [ Room Type Room Count |
15 KNS ' |

Select <F10>

Wadnesday, May 20, 2015 - 12:00 AM

2. In the calendar, double-click the date of the reservation.
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Reservations Check-Inn

The Reservation Room Selection screen displays.

9 Check-Inn - 8 m m
s x Support
Check-Inn. Reservation Room Selection s
By Innsoft Inc 0
e .
_ ‘ Thursday, May 21, 2016 <
«F5 52112015 vire»>
‘ Room Search | | Press '+ 10,90 to next day.
Press " to go to previous day.
Select room(s) - hold shit or ctrl while clicking
_ e
Rm # Room Status Room Type | NewtResevaion |~
101 <AVALABLE> aans 06/10/15 (20 Days)
602 <AVALABLE> Not Reserved
500  SMITH, NANCY KNS Not Reserved
501 <AVAILABLE> K Not Reserved
102 <NOT AVAILABLE> QQNS Not Reserved
106 MAUREEN‘ SMITHS QasM Not Reserved
- 107 MAUREEN, SMITH QQsM Not Reserved
108 BRENT, DOE QasM Not Reserved
109 BRENT, DOE QQNS Not Reserved
110 <AVAILABLE> QQNS Not Reserved
m <AVAILABLE> QNS Not Reserved
112 BRENT, DOE aans Not Reserved
- Group Functions <F12> | Select <F10>

Wadnesday, May 20, 2015 - 203 AM

3. Double-click an available room from the list.
The Quick Search Reservation screen is displayed.

£ Check-Inn - Logged In: admin - - -
Check-Inn. Quick Search Reservation s‘"g"

Bylnnsoft inc.

Last Name First Name
Name of the guest you would ke to find.

Guest Name Phone Zip Check In Rate

£

Advanced Search Done <F10> Close <ESC>

4. Click Done.
The Reservation/room number screen is displayed.

/ Check-Inn - Logged In: admin - olEN
: Support
Check-Inn. Reservation / 106 QQSM v
By nsoftnc (7]
- Confirmation # 1117 - Date Made: 02110/2016
o .
Furst Name || Last Name 2 ‘
m—
Address ine 2 F3 Enter Deposit ‘
- Gountry Frone F4 | Print Confirn. ‘
e o
5 Copy Last
R
5 e Foomand 8 Cancel
Credit Card Information " 7 Travel Agency ‘
—e
Amval Time Forfeit Amount
] Comnass Cooopuress | 7 [LSmmEatn |
| In: Friday, February 12, 2016 \ Out: Saturday, February 13, 2016 F1t Remarks.
|
=
7 Pt s

5. Click Copy Last.
This message displays: “Copy previous guest?”
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6. Click Yes.
All of the information that was entered in the previous reservation is copied into this reservation.

7. Click Continue.
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Use this feature to find more information about a guest’s past stay at your property.

= If you use the Quick Search feature and determine that a guest has stayed more than one
time, you can use the Advanced Search feature to get more information about each stay.

= If you want to search guest history, but the guest’s name is not pulling up any records, use the
Advanced Search feature. You can search by:

= First or last name

Phone number

Email address

Physical address

Company

Credit card

Any information included in the Remarks section
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Use the Advanced Search feature

1. Click Reservations from the home screen.

< Check-Inn - Logged In: admin (Press F12 to log out)

check-inn. G
y inn
HIGHER RATES O.A.

Roon e < J0/162015 B T “
Date

oai status M Fs | Roiresh G

Succassiul
T 18, 2015 at 350 PM

.......

Frday, June 19, 2015 - 819 AM

The Reservations screen is displayed.

9 Check-Inn - olEN
Check-Inn. Reservations Stpeat
By Innsoft Inc. 6
x
-« May 2015 »

Sun Mon Tue Wed Thu Fri Sat
1

©n

G NP Y S J—. p— |
01 12 13 14 15 16

1718 19 2 5
24 26 27 28 2
3t
51202015
Search Cancelations Reports Diary
- Room Avaiabity
Chick a room type below to quote rates.
Room Type Room Count |
foan KNS ' |
K 1 Qasm 8 |
|
|
Select <F10>

Wednescay. May 20, 2015 - 12:00 Al

2. In the calendar, double-click the date of the reservation (the guest’s arrival date).
The Reservation Room Selection screen displays.

9 Check-Inn - 0
: : Support
Check-Inn. Reservation Room Selection i
By Innsoft Inc 6
= 7
i | Roomsoi20 ) [ ]
| G Thursday, May 21,2016 o T T
a Watkin | 5 5
— : ‘ Room Search | ‘ Press '+ fo.goto next day
& o Press *-* 10,90 to previous day
— . Select room(s) - hold st or ctrl il clckng
T i o select (or unselect)
@ I [ ) mutiple rooms:
ot Rm # Room Status Room Type | NextResevaton |~
e 101 <AVALABLE> aans 06/10115 (20 Days)
g gzl 602 <AVALABLE> Not Reserved
% 500 SMITH, NANCY KNS Not Reserved
ﬁ o e K ot e
102 <NOT AVAILABLE> QaNS Not Reserved
m | 103 |<AVAILABLE> QaNs | Hot Reservest
106 WAUREEN, SMITHS Qasi Not Reserved
ﬁ Rapons ‘ 107 MAUREEN, SWITH Qasm Not Reserved
108 BRENT DOE Qasm Not Reserved
% 109 BRENT DOE aans Not Reserved
i ‘ 10 <AVALABLE> aans Not Reserved
11 <AVALABLE> aans Not Reserved
e ‘ 112 BRENT, DOE aans Not Reserved
‘ Group Functions <F12> Select <F10>

@m

Wednesday. May 20, 2015 - 203 AM
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Reservations

3. Double-click an available room from the list.

The Quick Search Reservation screen is displayed.

Check-Inn - Logged In: admin - o —

Ch
Byl

Innsof

Last Name First Name
Name of the guest you would like to find.

Guest Name | Phone Zip CheckIn Rate

l Advanced Search ‘ Done <F10> Close <ESC>

4. Click Advanced Search.

Check-Inn - Logged In: admin - o —

£
Check-Inn. Quick Search Reservation 5"”'6”

ByInnsoft Inc.

Last Name First Name
Name of the guest you would fike to find.

Guest Name | Phone Zip CheckIn Rate

iii i iiﬁllll

Advanced Search I | Done<F10> Glose <ESC>

The Search Guest History window is displayed.

Check-Inn - Logged In: admin

Search Guest History
FirstName || |
LastName |
Phone Number |
Other Info. |
Search <F10> Cancel <ESC>
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Reservations Check-Inn

5. Type the information you know about the customer into the related field(s) of the Search Guest
History window, and click Search.

P
Check-Inn - Logged In: admin

Search Guest History

First Name
Last Name SMITH
Phone Number 7

Other Info.

Search <F10= ' Cancel <ESC=> ’

. A

If: Then this is displayed:

There are no records The Guest not found window is displayed.
that match your search et
criteria ‘

Guest not found.

. OK <ENTER>

Click OK and search with different information.

There are records that | The guest history for that guest is displayed.
match your search T &

criteria Guest ifomation
JOHN SMITH 2 @
J F4 earch Back

Stay Information
Arrival: 03/05/2015 Departure: 03/06/2015
Room 130
1 Night @ $85.99/Night

=
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On the Guest History screen, you have several options.

Guest Search

Guest History - #471182

Guest Information

JOHN SMITH

8
F3 Continue Search
F4 Search Back

PORTLAND OR 97203

Stay Information

Arrival: 04/22/2014 Departure: 05/20/2014

28 Nights @ $49.56/Night

License: (OR)

| setect<rio> | | Done<Esc> |

This button: Does this:

New Search Brings up the Search Guest History window so you can do a new search.

Check-Inn - Logged In: admin

Search Guest History

First Name

Last Name SMITH
Phone Number [

Other Info.

Search <F10> H Cancel <ESC>

\ v,

Continue Search | Acts as a “Next” button, displaying the next record that matches your
search criteria.

Search Back Acts as a “Back” button. After you click Continue Search to view the next
matching record, you can click Search Back to go back to previous
records.
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Check-Inn

This button: Does this:

Select Populates the Reservation screen with this guest’s information.
Confirmation # 7761528 .
[ Room . (n/a) Rate: 49,56 Date: 041222014 Neghts. 28 ]
LastName SMUH  FistName JOHN = Change
Address line 2 F3 Enter Deposit
City PORTLAND State OR 2ip Code 97203 s
et o Cradltcam‘lnfer::;t:znhh 7 Travel Agency
e A i Hosopuros ||
In: Thuud:y: Fnbﬂnry:ﬂ‘ 2016 Out: Friday, F-bruaﬂﬂ. 2016 } iall Remarks
[Lomme 0 ][ cmcet oo
Done Closes the window and returns you to the Quick Search Reservation
screen.
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Reservations Check-Inn

Reservation reports allow you to view reservations and cancellations that have been made and any
advance deposits that have been received.

There are seven reservation reports available on this screen:
= Daily Reservations
= Reservation Deposits
= All Reservations
= Daily Cancellations
= Forecasting
= Expired Reservations
= Reservations and Cancellations by Date Made

You can access the reports two different ways:
= Reports > Reservation Reports
= Reservations > Reports

See Reservation Reports for more information.
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Reports

You may view and/or print reports, close your shift, search guest history, manage emails, search for
guest signatures, and create mailing labels from this menu:

= Daily Financial Report

= Monthly Financial Report

= Reservation Reports

= Housekeeping Report

= Occupancy Report

= Shift Reports

= Guest Tracking Reports

= Phone House Account Reports
= Phone Miscellaneous Report
= POS & Movie Logs

= Guest Reports
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THE DAILY FINANCIAL REPORT

The Daily Financial Report contains all of the financial information for a 24-hour period, based on the
close-out time that is set in the Check-In/Out Times screen. You may view reports for one day or
several days.

For more information about this report, see About the Daily Financial Report

1. Click Reports on the home screen.

) Checiclnn - Logge F12 to log out)

2 Support
check-inn. S -

_ﬁ ﬁ — 7y
. v spand Giid 1
5h Gid 3

ckup A Successh
Thu, Jun 18, 2015 at 3-50 PM
uto-Backup B Succasshl
Thu, Jun 18, 2015 at 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

) Checknn - Logged In: admin -8

Check-inn. ST TN -
By

Checkin
Walkcin 1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednesday, May 20, 2015 - 345 AM

2. Click Daily Financial Report.
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The Daily Report window is displayed.

Check-Inn

Daily Report
Start Date \mii 7\47:
End Date 5/19/2015 v
Report Option Detailed - Room Order v
OK <F10> Cancel <ESC>

3. Enter the start date and end date for the report(s) by typing the date or by clicking the down arrow
and selecting a date from the calendar.

Check-Inn

Daily Report
Start Date 5/19/2015 v
End Date 5/19/2015 v
Report Option ;'Detailed - Room Order "T

| Detailed - Entry Type Order
|Summary

OK <F10> Cancel <ESC>

4. Click the Report Option drop-down list and select the format for the reports (Detailed — Room
Order, Detailed — Entry Type Order, or Summary).

5. Click OK to generate the report.
Check-Inn creates a Daily Financial Report for each day in the date range you selected.

A “Please wait” message is displayed to notify you that the report is being created.
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Reports

Check-Inn

A print preview of the Daily Financial Report is displayed.

6. Print, email, or export the report as needed.

Note: For information on exporting the report, see Exporting reports to Quicken or QuickBooks.

Select a page range

Print Pages |1 : -2 B

Export | Export ||

LE]

Print Print 2x Email Done

F2] [F4] [Fe] F10]

Print one copy

7. Click Done.

Print two copies  Email the list Click Done

About the Daily Financial Report

The property name, address, page number, and date are printed at the top of each page of the Daily

Financial Report.

The Daily Financial Report is divided into several sections.

The guest information section of the Daily Financial Report contains the information on charges and
payments for each guest for the date specified. This table does not appear on a summary report. This
table contains the following information:

This column:

Contains:

Guest’'s Name

Guest’s last and first name, and guest number

Guest’s status (advance deposit, stay-over, etc.) There is a legend
of the status under the guest details section

Room No.

Guest’'s room number

Balance Due Yesterday

Guest’s balance before today’s charges and payments

Room Rental = Daily room rate (not including taxes)
Telephone = Any phone charges entered for the selected date
Misc. = A total of all miscellaneous charges for the selected date
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This column: Contains:

Tax = All taxes charged to the room for the selected date. Including:

= Room tax
= Telephone tax
= Taxes charged for miscellaneous items

Total Charges = Atotal of all the charges for the room for the selected date

Cash = The amount collected in cash or check for the room

Credit Card = The credit card symbol (for example, VM = Visa/MasterCard) and
the amount paid using a credit card

Accts. Rec. Billing = The total amount sent to Accounts Receivable for the room on the
selected date

Total Amount = The total amount paid for the room for the selected date

Balance Due Today = The new balance after adding today’s charges and subtracting

today’s payments

The remaining sections of the Daily Financial Report are described below:

This section: Contains this information:

Miscellaneous Breakdown = A breakdown by category of the total miscellaneous charges for the
selected day. The categories are set in Settings > Tax & Sales
Categories.

Occupancy Summary = The total rooms occupied, the occupancy rate, and the average
daily rate for the selected date.

= A month-to-date summary is also displayed (occupancy for days
from the beginning of the month to the date of the report).

= If you have Conference Rooms set to “ON” in Settings, you will find
separate calculations for those rooms.

Note: Rooms rented using weekly, monthly, and package rates of two
or more nights do not affect the "Occupancy Rate" or the "Average
Daily Rate.”

Tax Exempt Summary = A breakdown of all tax-exempt room rental charges.

= A breakdown for each tax type, for the exemptions set in Modify
Taxes (Settings > Tax & Sales Categories > Modify Taxes)

= A month-to-date summary is also displayed (tax exemptions from
the beginning of the month to the date of the report).
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Reports

Check-Inn

Cash Register Charges

= A detailed breakdown of all charges made in the stand-alone cash
register for the day

Cash Register Payments

= A breakdown of all payments made in the stand-alone cash register
for the day

Cash Register Taxes

= A breakdown of all taxes charged in the stand-alone cash register
for the day

Summary Tax Breakdown

= A breakdown of taxes paid by tax type

Billings Report

= Accounts Receivable billings made, paid, and the net for the day

Advance Deposit Report

= The previous deposit balance, the amount of deposits made, the
deposits used, and the new deposit balance for the current day and
the current month to the date of the report. Below these balances,
the number of new deposits made, deposits used, and no- shows
are recorded.

= If the audit entries for the day do not match the total deposits
recorded in the advance deposit section of the report, a warning
flag appears below the advance deposit section. The warning
indicates whether the audit activity is over or short when
compared to the deposit activity recorded in the advance deposit
section.

Summary

This section summarizes the charges, taxes, payments, and balances
for the day and the month- to-date (from the beginning of the month to
the date of report).

The balance can be found by using the following calculation:

Beginning Balance + Total Charges + (Adv. Deposits Made — Adv.
Deposits Used) — Total Payments = Ending Balance

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen

Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting

Appendix EMV




Reports

Check-Inn

Accounts Receivable
Summary

This section contains a breakdown of the credit card and billing activity
for the selected date.

The "Balance Yesterday" column contains the amount owed as of
yesterday, by credit card type and billing amount (Accounts
Receivable). If this is a positive number, this amount is owed to
the property. If this number is a negative number, the property
owes this amount.

The "Today's Charges" column is the total charges for the day.

The "Discount” column gives the amount each credit card company
is taking as a processing fee.

The "Today's Net" column is the actual amount that should be
received from the credit card company.

If the credit card is directly deposited into your account, "Payments
Received" will equal "Today's Net," otherwise the “Payments
Received” column is the amount entered in the Credit Card Audit
screen.

Total Payments for billing is the total amount of payments posted in
Accounts Receivable.

"Audit Adjustment" is the total adjustments done for the day, both in
Accounts Receivable and in the Credit Card Audit screen.

The "Balance" column is the new balance after all charges and
payments have been applied.

Total Cash Received

All cash received, for both the day’s business and cash payments
applied to Accounts Receivable

Note: The Total Cash received only displays if you have made a cash
transaction in Accounts Receivable (A/R). This amount will show the
total of ALL cash payments for the day — this includes A/R, the Guest
Screen Cash Register and the Stand-Alone Cash Register
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THE MONTHLY FINANCIAL REPORT

The Monthly Financial Report contains all of the financial information for the month.

For more information, see About the Monthly Financial Report, Exporting reports to Quicken or
QuickBooks, and Export to QuickBooks for Windows.

1. Click Reports on the home screen.

& Check-Inn - Logged In: admin (Press F12 to log out) =R

F Support
Check-Inn. G

Thu, Jun 18, 2015 a 350 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

@9 Check-Inn - Logged In: admin Lt
Support
Check-Inn. Reports
8y nsoftnc (i ]
L LY

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednesday, May 20, 2015 - 3:45 AM

2. Click Monthly Financial Report.
The Monthly Report window is displayed.
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Check-Inn

Monthly Report
Start Date Month 57: Year (2015 £
End Date Month ® 3| Year 2015
Report Option Detailed v
OK <F10= Cancel <ESC>

3. Enter the start date and end date for the reports by typing in the date (month and year) or by
clicking the arrows to increase or decrease the month and year.

Check-Inn

Monthly Report
Start Date Month © 3| Year (2015
End Date Month ® 3| Year 2015 T

Report Option

Summary
Detailed - Compare
0 /Summary - Compare

4. Use the Report Option drop-down list to select the format for the reports (Detailed, Summary,
Detailed — Compare, or Summary — Compare).

Note: Choose Detailed — Compare or Summary — Compare to compare last year’s totals with this
year’s totals.

5. Click OK to generate the report.
Check-Inn creates a Monthly Report for each month in the date range you selected.

6. Print, email, or export the report as needed.
Note: For information on exporting the report, see Exporting reports to Quicken or QuickBooks.

Select a page range

Print Pages |1 -2 &

Export Print Print 2x Email Done
Export ———— [k F2 F4| F6 F10

Print one copy Print two copies  Email the list Click Done

7. Click Done.
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About the Monthly Financial Report

When run by Detail, the beginning of the Monthly Report contains information on charges and
payments for each day during the period specified, as follows:

The Monthly Financial Report is divided into several sections.

The guest information section of the Monthly Financial Report contains the information on charges
and payments for each guest for the date specified.

This column: Contains:

Balance (Due Yesterday) = The ending balance for the previous day

Room Rental = Total room revenue for that day (before taxes)

Telephone = Phone charges entered for the selected date

Misc. = Atotal of all miscellaneous charges for the selected date
Tax = All taxes charged to rooms for the selected date, including:

= Room tax
= Telephone tax
= Taxes charged for miscellaneous items

Total Charges = Total of all the charges for the room for the selected date

Cash = The amount collected in cash or check for the room

Credit Card = The credit card symbol (for example, VM = Visa/MasterCard)
and the amount paid using a credit card

Accts. Rec. Billing = The total amount sent to Accounts Receivable for the room on
the selected date

Total Amount = The total amount paid for the room for the selected date

Balance Due Today = The new balance after adding today’s charges and subtracting

today’s payments
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The remaining sections of the Monthly Financial Report are described below:

This section: Contains this information:

Miscellaneous Breakdown = A breakdown by category of the total miscellaneous charges for
the selected day. The categories are set in Settings > Tax &
Sales Categories.

Occupancy Summary = The total rooms occupied, the occupancy rate, and the average
daily rate for the selected date

= If you have Conference Rooms set to “ON” in Settings, you will
find separate calculations for those rooms

Note: Rooms rented using weekly, monthly, and package rates of 2
or more nights do not affect the "Occupancy Rate" or the "Average

Daily Rate.”
Rooms Rented = A breakdown of the number of rooms rented per day during that
month
Tax Exempt Summary = A breakdown of all tax-exempt room rental charges.

= A breakdown for each tax type, for the exemptions set in Modify
Taxes (Settings > Tax & Sales Categories > Modify Taxes)

Summary Tax Breakdown = The amount of tax paid that day for each category of taxes (for
example, lodging, sales, etc.)

Billings Report = Accounts Receivable billings made, paid, and net for the month

Advance Deposit Report = The previous deposit balance, the amount of deposits made,

the deposits used, and the new deposit balance for the current
day and the current month to the date of the report. Below
these balances, the number of new deposits made, deposits
used, and no-shows are recorded.

= If the audit entries for the day do not match the total deposits
recorded in the advance deposit section of the report, a warning
flag appears below the advance deposit section. The warning
indicates whether the audit activity is over or short when
compared to the deposit activity recorded in the advance
deposit section.
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Summary

This section summarizes the charges, taxes, payments, and
balances for the month and the year to date (from the beginning of
the year to the date of report).

The balance can be found by using the following calculation:

(Total Charges + Adv. Deposits Made) — (Adv. Deposits Used +
Total Payments) = New Balance

The summary also includes a Year to Date (YTD) summary line.
These numbers represent the totals to date starting from January
1st of the year you are running the report for.

If you run a report by Detail or Summary Comparison, you will see a
section that shows last year’'s numbers, with both dollar amount
differences and percentage differences.

Accounts Receivable
Summary

This section contains a breakdown of the credit card and billing
activity for the selected date.

= The "Balance Yesterday" column contains the amount owed, as
of the end of last month, by credit card type and Accounts
Receivable. If this is a positive number, this amount is owed to
the property. If this is a negative number, the property owes this
amount.

= The "Total Charges" column is the total charges for the month

= The "Discount" column gives the amount each credit card
company is taking as a processing fee.

= The "Total Net" column is the actual amount that should be
received from the credit card company.

= If the credit card is directly deposited into your account, "Total
Payments" will equal "Total Net," otherwise the “Total
Payments” column is the amount entered in the Credit Card
Audit screen.

= Total Payments for billing is the total amount of payments
posted in Accounts Receivable

= "Audit Adjustment" is the total adjustments done for the month,
both in Accounts Receivable and in the Credit Card Audit
screen.

= The "Balance" column is the new balance after all charges and
payments have been applied.
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= All cash received, for both the day’s business and cash

Total Cash Received
payments applied to Accounts Receivable

Note: The Total Cash Collected only displays if you have made a
cash transaction in Accounts Receivable (A/R) during the month.
This amount will show the total of all cash payments for the month;
this includes A/R, the Guest Screen Cash Register and the stand-

alone Cash Register.
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RESERVATION REPORTS

Reservation reports allow you to view reservations and cancellations that have been made and any
advance deposits that have been received.

You can also access these reports from Reservations > Reports.

There are seven reservation reports available on this screen:
= Daily Reservations
= Reservation Deposits
= All Reservations
= Daily Cancellations
= Forecasting
= Expired Reservations
= Reservations and Cancellations by Date Made

1. Click Reports from the home screen.

& Checi-Inn - Logged In: admin (Press F12 1o log out) -0

Support
Check-inn. G

_Zﬁhmj — o7
ST —

«[6/182015

fal
Thu, Jun 18, 2015 a 350 PM

Succasshul
Thu, Jun 18, 2015 & 3:50 PM

Fiday, June 19, 2015 - 319 AM

The Reports Screen is displayed.

Check-Inn - Logged In: admin s

9
Check-inn. ST o
ghed

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports

4 Housekeeping Report 9 Phone Miscellaneous

®

Phone House Account

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednesday, May 20, 2015 - 3:45 AM

2. Click Reservation Reports.
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The Reservation Reports screen is displayed.

7) Chedk-inn - Logged vz admin - o el

Check-Inn. Reservation Reports S"sg"
By Ini

2 Reservation Deposits

3 All Reservations

J 4 Daily Cancellations
5 Forecasting Report

6 Expired Reservations

7 Reservations (Date Made)

Tuesday. June 23, 2015 - .02 AM

3. Click the name of the report you want.

To view this report: Follow these steps:

Daily Reservations

The Daily Reservations Report lists all reservations for a specific day
or days. The information provided in the report includes the guest
name, room number, confirmation number, room rate, number of
adults, children, and pets, deposit amount, arrival time, guaranteed
status, hold to time (if any), number of nights, and remarks.

1. Click Daily Reservations.
The Daily Reservation Report window is displayed.

Check-Inn

Daily Reservation Report
Start Date 11912015 V]
End Date 5/19/2015 v
List Room by: Room N
OK <F10=> Cancel <ESC>

2. Enter the start date and end date for the report by typing in the
date or by clicking on the down arrow and selecting a date from the
calendar.

3. Select the layout of the report from the List Room by drop-down
list.
= Room: Lists the reservations by room number
= Name: Lists the reservations by guest name

4. Click OK to view or print the report.

Settings Home Screen

Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reports

Check-Inn

To view this report: Follow these steps:

Reservation Deposits

The Reservation Deposit Report lists the advance deposits that you
have already received for each reservation made. The report also
includes the total amount of cash or credit card payments that you
have received, the guest name, room number, confirmation number,
room rate, number of adults, children and pets, deposit amount, arrival
time, guaranteed status, hold to time (if any), number of nights, and
remarks.

1. Click Reservation Deposits to view and print the report.

All Reservations

The All Reservations Report is a listing of all future reservations that
you currently have in the system for future dates. The information
provided in the report includes the guest name, room number,
confirmation number, room rate, number of adults, children, and pets,
deposit amount, arrival time, guaranteed status, hold to time (if any),
number of nights, and remarks.

1. Click All Reservations to view and print the report.

Daily Cancellations

The Daily Cancellations Report is a listing of cancellations for a certain
day or days. The information provided in the report includes the
guest’s name, room number, confirmation number, room rate, number
of adults, children, and pets, deposit amount, arrival time, guaranteed
status, hold to time (if any), number of nights, and remarks.

1. Click Daily Cancellations.
The Cancellation Report window is displayed.

Check-Inn

Cancellation Report

Start Date

End Date

List Room by:

BEEE @000

5/19/2015 v

Room v

OK <F10>

Cancel <ESC>

2. Enter the start date and end date for the report by typing in the
date or by clicking on the down arrow and selecting a date from
the calendar.

3. Select the layout of the report from the List Room by drop-down
list.
= Room: Lists the reservations by room number
= Name: Lists the reservations by guest name

4. Click OK to view or print the report.

Settings Home Screen
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To view this report: Follow these steps:

Forecasting The Forecasting Report allows you to view occupancy statistics and
expected revenue for a future date or date range. It gives a summary
breakdown with the number of days, total rooms rented, total rooms
occupied, total reservations made, percent occupied, and average
daily rate, as well as a breakdown for each of your room types.

1. Click Forecasting Report.
The Forecast Report window is displayed.

Check-Inn

Forecast Report

Start Date 6/20/2015] v ‘

End Date 5/20/2015 v]

OK <F10> Cancel <ESC>

2. Enter the start date and end date for the report by typing in the
date or by clicking on the down arrow and selecting a date from the
calendar.

3. Click OK to view and print the report.

Expired Reservations Note: Check-Inn does not automatically cancel reservations with
delinquent deposits.

The Expired Reservations Report lists the reservations that have not
yet sent their advance deposit. The information provided on the report
includes the guest’s name, room number, confirmation number, room
rate, number of adults, children, and pets, deposit amount, arrival
time, guaranteed status, hold to time (if any), number of nights, and
remarks.

1. Click Expired Reservations.
The Expired Reservation Report window is displayed.

Check-Inn
Expired Reservation Report

Days to Expire: 14 Days

<

15 Days
16 Days
17 Days
18 Days
19 Days
20 Days
21 Days v

2. Use the drop-down list to select the number of days a reservation
must be held without a deposit before it is considered.

3. Click OK to view and print the report.
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To view this report: Follow these steps:

Reservations (Date The Reservations and Cancellations by Date Made Report lists
Made) reservations and cancellations by the date they were made or
cancelled. The information provided on the report includes the guest
name, room number, confirmation number, room rate, number of
adults, children, and pets, deposit amount, arrival time, guaranteed
status, hold to time (if any), number of nights, and remarks. Below
each reservation, a separate line tells you the type of room, when the
reservation was made or cancelled, and the arrival date.

1. Click Reservations (Date Made).
The Reservations/Cancellations by Date Made window is displayed.

Check-Inn

Reservations/Cancellations by Date Made

Start Date Eroz0

End Date 5/19/2015 v

OK <F10= Cancel <ESC>

2. Enter the start date and end date for the report by typing in the
date or by clicking on the down arrow and selecting a date from
the calendar.

3. Click OK to view or print this report.

A print preview of the selected report is displayed.

4. Print or email the list as needed.
Select a page range

Print Pages 1 { -1 B

Print Print 2x Email Done

(2] || [Faf || [rel 'F10]
Print one copy Print two copies Email the list Click Done

5. Click Done.
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HOUSEKEEPING REPORT

Check-Inn

The Housekeeping Report displays the rooms that need cleaning. If the room is empty and dirty, the
room will be listed as <DIRTY>, otherwise it will show the guest's name and guest identification. If

the guest is a stay-over it will display the guest's name with "S/O."

Check-Inn has the ability to change a room’s status remotely, however you need Innsoft’s Call-Inn
software for this to work. Contact Innsoft Sales during normal business hours for more information

(800-950-8995).

Note: Including guest names in the Housekeeping Report is optional. You can change this setting in

Settings > Colors & Preferences.

1. Click Reports on the home screen.

@

Chgck-lnn
By innsoft Inc.

Checkeinn - Logged In: admin (Press F12 to log out) e

Support

LS CH

15

Raom Typ
Day Status,

B E

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

)

Checknn - Logged In: admin

- a

Check-inn. ST o
By Inn:

1 Daily Financial Report

2 Monthly Financial Report

3 Reservation Reports

6 Shift Reports

7 Guest Tracking

8 Phone House Account

4 Housekeeping Report

9 Phone Miscellaneous

5 Occupancy Report

B

A P.O.S. & Movie Logs

Guest Reports

Wednesday, May 20, 2015 - 345 AM

2. Click Housekeeping Report.
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The Housekeeping Report window is displayed.

Check-Inn - Logged In: admin
Housekeeping Report

Change Housekeeping Report Room Order I[

[[] Separate even and odd rooms in report
[[JInclude clean rooms in report

Separate printed reports for each housekeeper

Number of Housekeepers 10 =

Create Report <F10> Cancel <ESC>

3. Click Change Housekeeping Report Room Order.
The Housekeeping Order Editor screen is displayed.

Check-Inn.
8y Innsoft inc
& RS
e
& i
2B e
L5 cmnmegur
- 202
ﬁ A 203
— 2
(28] Rasanmons 206
{'j Rapons 2
% Sattngs 301

Q1 Log otk
&) e

@ o Z
Deete & Exit <Fg> Save 8 Exit<F10> | | Cancel <ESC>

4. Set the order that rooms are displayed on the Housekeeping Report:

SORTUSR F2 Print 3 ‘om&nm F4 | Search

= List your rooms, each on its own line, down the left side of the screen. A blank line between
rooms indicates where one housekeeper’s list ends and the next housekeeper’s list begins.

= Click Save & Exit.
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The Housekeeping Report window is displayed.

Check-Inn - Logged In: admin
Housekeeping Report

Change Housekeeping Report Room Order

[[] Separate even and odd rooms in report

[l Include clean rooms in report « .
If you select “Separate printed

reports for each housekeeper,”

Separate printed reports for each housekeeper

N N 0 B indicate the number of
: housekeepers in the Number of
Create Report <F10> Cancel <ESC> Housekeepers field.

5. Click check boxes to customize your report:

= Select whether you would like to have even- and odd-numbered rooms separated in the report.
= Select whether you would like to have clean rooms included in the report.
= Select whether you would like to have a separate report printed for each housekeeper.

Note: If you select this option, indicate the number of housekeepers in the Number of
Housekeepers field.

6. Click Create Report.
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A print preview of the Housekeeping Report is displayed.

7. Print or email the list as needed.

Select a page range

‘ Print Pages 1 =~ |1 = ‘

Print Print 2x Email Done
F2 F4 'F& F10
Print one copy Print two copies Email the list Click Done

8. Click Done.
When you exit the Housekeeping Report, this message is displayed: “Clear Housekeeping?”

= Click Yes to clear the Housekeeping Report. All rooms will be marked clean and the
Housekeeping Report will be empty until the next day.

= Click No to exit without clearing the report.

Note: Do not change rooms to clean after your check-in time, as it may create problems on the next
day’s report.
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OCCUPANCY REPORT

The Occupancy Report gives a room-by-room report and a summary of your occupancy rates for the
date range specified.

The Occupancy Report contains:
= The total number of days in the date range.
= The total rooms occupied.
= The percentage of rooms occupied.
= The Average Daily Rate (both by occupied rooms and by number of guests).
= The total number of guests.
= The Average Daily Rate per guest.

The information is broken down by room at the bottom of the report.

1. Click Reports on the home screen.

& Checi-Inn - Logged In: admin (Press 12 1o log out) -0

Eheck-lnn.

Succasshul
Thu, Jun 18, 2015 & 3:50 PM

Fiday, June 19, 2015 - 319 AM

The Reports screen is displayed.

9 Check-Inn - Logged In: admin s
Support
Check-Inn. Reports
By Innsoft Inc (i)
x

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednesday, May 20, 2015 - 3:45 AM

2. Click Occupancy Report.
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The Occupancy Report window is displayed.

Check-Inn

Occupancy Report
Start Date m ¥
End Date 5/20/2015 v
OK <F10= Cancel <ESC>

3. Enter the start and end dates of the date range by typing the date or by clicking the down arrow
and selecting a date from the calendar.

4. Click OK to generate the report.
A print preview of the Occupancy Report is displayed.

5. Print or email the list as needed.
Select a page range

‘ Print Pages 1 =i~ |1 = ‘

Print Print 2x Email Done
F2 F4 'F6 F10
Print one copy Print two copies Email the list Click Done

6. Click Done.

Note: Rooms rented using weekly, monthly, and package rates of two nights or more do not affect
the “Percentage Occupied” (% Occ.) or the “Average Daily Rate” (ADR per guest).
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SHIFT REPORTS

There are three types of Shift Reports:
m Standard Shift Report
= Manager Shift Report
= Advanced Shift Report

Standard Shift Report

The Shift Report displays all transactions made since the last report was cleared. It reflects the exact
time, screen, room, and amount of each transaction as they happen.

Note: Information shown on the Standard Shift report can be modified in the Advanced Shift Report
feature, under Report Options.

Shift Reports are an exact accounting of each transaction in the order that it was made and therefore
cannot be edited or changed.

Note: Shift Reports do not reflect changes that are made in the Audit or Edit screens unless the
“‘Record and Report Audit Changes” switch is turned on in Settings > Colors & Preferences.

1. Click Reports on the home screen.

& Check-Inn - Logged In: admin (Press F12 to log out)

F ) Support
Check-Inn. SEEEEEEGE.

The Reports screen is displayed.
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Check-Inn - Logged In: admin SR

9
Check-inn. ST o
By Innsoft G

) X
1 Daily Financial Report 6 Shift Reports I
2 Monthly Financial Report 7 Guest Tracking
3 Reservation Reports 8 Phone House Account
4 Housekeeping Report 9 Phone Miscellaneous
5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wadnzscay, May 20, 2015 - 345 AM

2. Click Shift Reports.
The Shift Reports window is displayed.

Check-Inn - Logged In: admin

Shift Reports
’ 1. | Standard Shift Report
’7 2. | Manager Shift Report
E | Advanced Shift Report

Cancel <ESC=>

3. Click Standard Shift Report.
The Shift Reports window is displayed.

Check-Inn - Logged In: admin
Shift Reports

Clerk 1:

Clerk 2:

[ ] All Terminals Current Terminal

F2 Transactions ‘AlLL v

Continue <F10=> Cancel <ESC>
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4.

In the Clerk1 and Clerk 2 fields, enter the names of the clerks on this shift (optional).

Note: Entering names in these fields displays the names of the clerks on the report, but does not
break down transactions by the clerk names entered. If you leave these fields blank, you will see
transactions by all clerks.

If you have purchased the network version of the software, you may select to print the Shift
Reports for all terminals combined, or you may print the Shift Reports individually for each
computer terminal.

Check-Inn - Logged In: admin
Shift Reports

Clerk 1:

Clerk 2:

[1All Terminals Current Terminal

F2 Transactions |ALL Y

S
Continue <F1 q P:;nnzr;rtys

Click the Transactions drop-down list and select the type of Shift Report format you would like.

This type: Includes this information:

All All transactions and phone charges
Summary Totals only
Payments Payment transactions only

Click Continue.

The top of the Shift Report displays the clerks’ names (if entered), the time and date that the Shift
Report was printed, the type of Shift Report format, and a Shift Report number. The Shift Report
number is sequential so that you may easily see if a report is missing.
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Standard Shift
555 Test Ave

Anywhere, OR 97005
(503)

upport@; m
Printed: 6/17/2015 - 11:23am
P e 6 Shift #1009
Jate Range : Current Shift - 06/17/2015 11:2:

Dac | Room Descrigtion UseTemizal
N S admin?)
0615734 AM[ 111 41,99 Tax 560 (Charg admin)
01573 ANl 11 [ KTI00E L 05 gy admin
06/15 734 AMI 121 [l odging 7500, Tax 9.99 (Charg: admin?
06/157:34 AM|$101 If odging 6300, Tax 866 (Charg admin)
0615 7:34 Al S101 I IFTTKT 1000 F ART Y 10000 (Charga) admin’)
0615 5:17PM| 102 L odging 41.99, Tax 5.60 (Charg admin?
il LR lDOOEARL 10000 Chacgs) admin?
0615517PM| 106 6 (Charge) admin?
06/15 517PM] 106 Lnl'xrmoomm.y 100.00(Charge) admin
06155 17PM| 110 | odping 63 00 (Charge) admin?)
0615517PM| 110 JIIFT TKT 10,00, EARLY 100.00(Charge) admin
0615 5 17PMI 111 [l odging 4109 Tax 560 (¢ 2dmin?
0615 5:17PM] 111 lrn'xnooo EARLY 100,00 (Chag) admin?
06155 17PM| 121 500 mwg Guu admin)
0615 517PM] S101 vm £300 Tax admin)
gerssizevl 10l [P KT 1000 m X mm«rn rge) admin2
06116 227PM [Cash-115.00 admin?
06162 56PM| 107 [VM8020( 1120 admin
06162 58P\ [Phone 100 V nmr p admin)
0616 504 PM| 100 [l odging 4100 cz2) admin?)
0616 504PM| 102 JLIFTTKT 1 noom:u\ oo s adin?
06116 504PM| 106 Lodging 8500, Tax 1146 (Charge) admin
0616 504PM| 106 m‘mnoootam_‘x 100 00 (Charge) admin?
0516 50aPM] 110 o admin?)
T Y IRTE TS 5 TS wr Stz admin’)
0616 504PM| 111 L odging 4199 Tax admin?
06/16 504PM]| 111 IFTTKT ooor RI !MOO(CM:W\ admin?
0616 5:04PM| 1 99(01111 admin)
0616 704PM| S101 r m admin’)
T BT e o ST TR AT rg2) admin?)
0616 507PM| 101 |Cash20633 admin?
0616 517PM| 101 |Cash 206 33 Reservation Gt & 4661402) admin

|LTF TXT[ EARL I [

72 I [
61000/ mooool 000] 000l

[ 13710%]

The Shift Report has five columns:
= Date: Displays the date and time the transaction occurred
= Room No.: Displays the room number, if any, associated with the transaction
= Description: Shows the category and amount of the transaction
|

User/Terminal: Displays user ID of the person who made the transaction and the terminal

the user used

At the end of the Shift Report there is a Shift Summary. It lists the charges that were applied to
each category, a total of the charges, the amount of payments received for each payment type,
and a total of the payments for the shift. This report is what the clerks will use to balance their

drawer at the end of their shift.

8. Print or email the report as needed.

Check-Inn

Select a page range

If your property = =

has a signature PrintPages 1 -1 !

p"."d’ yqu can . Sign Print Print 2x Email Done

click Signtosign ——— : _ :

for the shift LS £ £ £6| £l

report, verifying ‘ |

that you

balanced your Print one copy  Print two copies  Email the list Click Done

shift
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9. Click Done.
This message displays: “Clear Shift Report?”

= Click Yes to clear the report for the next shift.
= Click No button if you do not want to clear the report.
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Manager Shift Report

The Manager Shift Report shows shift report information for any time and day within the past thirty
days, but only if you are clearing your Standard Shift Report. The Manager Shift Report can be
password protected so that only certain users can access it.

1. Click Reports on the home screen.

L/ Check-Inn - Logged In: admin (Press F12 to log out) - e

BCheck-Inn,.

omTipe [l «§6/18/2015 v Expand Giid
e | Rowwoncaa J_ Recetoots For

Successhul

Thu, Jun 18, 2015 at 360 PM
Auto-Dackup B Succassiul
Thu, Jun 18, 2015 a 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

9 Check-Inn - Logged In: admin -8

Check-inn. ST o
By Innsoft Inc G
f
1 Daily Financial Report 6 Shift Reports
- Monthly Financial Report 7 Guest Tracking
3 Reservation Reports 8 Phone House Account
4 Housekeeping Report 9 Phone Miscellaneous
5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wednesday, May 20, 2015 - 3:45 AM

2. Click Shift Reports.
The Shift Reports window is displayed.

3. Click Manager Shift Report.
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The Shift Reports window is displayed.

Check-Inn - Logged In: admin
Shift Reports

Report Start

Date [TENEE |v| Time 1200AM [

Report End
Date |5/20/2015 |v| Time 11:59PM 3

All Terminals [ITerminal: 1 :
F2 Transactions ALL v
Continue <F10> Cancel <ESC=>

4. Enter the start date and end date by typing in the date or by clicking the arrow and selecting a day
from the calendar.

5. Enter the start time and end time by typing in the time or by clicking the arrows to increase or
decrease the number.

6. If you have purchased the network version of the software, you may select to print the Manager’s
Shift Reports for all terminals or for a single terminal. Select which terminal you wish to view by
typing in the number or by using the arrows to increase or decrease the number.

Check-Inn - Logged In: admin
Shift Reports
Report Start
Date 5/20/2015 |v| Time 12:00AM

4

Report End
Date 5/20/2015 |v| Time 11:59PM =

All Terminals [ITerminal: 1 =

F2 Transactions | ALL
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7. Click the Transactions drop-down list and select the type of Manager Report format you would
like.

This type: Includes this information:
All All transactions and phone charges
Summary Totals only

Payments Payment transactions only

8. Click Continue.
A print preview of all shift transactions that fall between the set dates is displayed.

9. Print or email the report as needed.
Select a page range

If your _
roperty has a : [. At .
gigr?atu)rle pad, Print Pages 1 =2 1 B

youcanclick | [“gign |[ Print | [ Print2x | | Email Done
Sign to sign [s] [F2] F4l [Fé] F10]
for the shift — — . —
report, ‘ |

verifying that
you balanced
your shift.

Print one copy  Print two copies  Email the list Click Done

10.Click Done.
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Advanced Shift Report

The Advanced Shift Report enables Check-Inn users to create customized shift reports that are
filtered to contain only the specific shift data desired while excluding unwanted information.

Use this feature to:
= Customize the Advanced Shift Report
= Save and load custom report filters
= Customize the Standard and Manager Shift Reports

Customize the Advanced Shift Report

Advanced passwords must be configured before you can use the Advanced Shift Report. See
Advanced Passwords for details.

Note: Once you have switched to the advanced password/shift report system you are no longer able
to view previous shift reports.

1. Click Reports on the home screen.

Checiinn - Logged In: admin (Press F12 to log out) )

Support
WIGHER RATES O
Roon e < J0/162015 D T “ "
2
4

&
Chgck-lnn
By innsoft Inc.

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

9 CheckcInn - Logged In: admin -8

Check-inn. ST o
By Innsoft Inc

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report % Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednasday, May 20, 2015 - 345 AM

2. Click Shift Reports.
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The Shift Reports window is displayed.

Check-Inn - Logged In: admin
Shift Reports

1. Standard Shift Report

2. Manager Shift Report

3. Advanced Shift Report

Cancel <ESC=>

3. Click Advanced Shift Report.
The Advanced Shift Report screen is displayed.

Check-Inn - Logged In: admin

S d - o
Check-Inn. Advanced Shift Report Sugn
By Innsoft Inc

Repont Date Range Repart Options

Eﬁ Updte Greate <F10> Cancel <ESC>

ednesday. May 20, 2015 - 1017 AM

4. Use the Report Date drop-down list to select a date range for your report from the list of pre-
defined periods (Today, Yesterday, Last Week, etc.).

5. Enter a start and end date/time to define a unique date/time range.
Note: If you selected “User Defined” in the Report Date drop-down list, you do not need to enter
dates/times into these fields.
6. Use the filter list.
Filters are search options that can be used to create custom shift reports.
For example, a custom shift report could be created to show reservations made by a particular

clerk during a specific time period by adding a filter for that clerk and a filter for reservations.
Multiple filters can be used together to further enhance your search.
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nnnnn

gl

o

Check-Inn - Logged In: admin

Advanced Shift Report S"‘g"

Report Date Range

Report Date.

Check-Inn

- ol

L |
Report Options
Report Trle

{Today

=

Report Start

Date 5202015

Report End
Date 5202015

Tme [1200AM ©

vl Tme [1sopM

J Summary Report [ Pant Fiter List

Load Fiter Save Fiter Del Fiter

Filter List
Teminal #
User

Room #

Dollar Amount

Check-in

Check-in Completed
heck(

Out
Check-Out Completed

Selected Filters

Create <F10> Cancel <ESC>

Wadnesday. May 20, 2015 - 10:17 Al

To do this: Follow these steps:

Add a filter

1. Click afilter in the filter list (for example, Terminal #, User, etc.) to add it
to the report.

Note: For a written description of the filter click the Item Help button.

2 CheckInn - Legged In admin - ol
Check-Inn. Advanced Shift Report i
Bihuenre [}
=
‘Report Date Range Report Ogbons
ReporTae
Filter ltem Help.
5 v Selects shit report enties by lesmmsl mumbes(s) L Priret Fites Lest

— .

2. Click Add Filter.
3. Select additional filters if required. Continue to add filters in the manner
previously described.
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To do this: Follow these steps:

Edit a filter

Note: Only the User, Room, and Payment/Sales filters can be edited

1. Click the desired filter (User, Room, or Payment/Sales) in the Selected
Filter list.

Check-lan - Legged In' 3¢ - ol

B ek i
Check-Inn. Advanced Shift Report St
e o

Hegort Ostons.
Regort Itte

fl 0 DsummeyRepat P Fites L

o Z| | toatFher Save Fites Ded Fier

i

2. Click Edit.

A smaller window is displayed. Click to select or clear the check box for
each option you want included in the filter.

3. Click Save Filter.

Delete a filter

1. Click the desired filter (User, Room, or Payment/Sales) in the Selected
Filter list.

a n - Logged In: 3¢ o EE

B heckin i 5 ]
Check-Inn. Advanced Shift Report St
e o

fl 0 DsummeyRepat P Fites L

o Z| | toatFie Save Fites Ded Fier

=

2. Click Delete.

Clear all filters

1. Toremove all filters click Clear All.

Settings Home Screen

Check-In Reservation = Check-In Walk-In  Guest Screen Audit

Cash Register/Guest Screen Check-Out Stand-Alone Cash Register Reservations

Reports Troubleshooting Appendix EMV




Reports Check-Inn
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& o=
ﬂ St

Re
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mplete the report fields.

Checic-Inn - Logged In: admi =8

Check-Inn. Advanced Shift Report S“Fg"

Report Date Range Report Options
Report Date. Report Trle
Yesterday -
Report Start

Dale 5192015 | Tme [1200AM (] Summary Report

[ Print Fiter List

Report End
Dale 5192015 v| Tme [1159PM Load Fitter Save Fiter Del Fiter

Fitter List Selected Fiters.

nnnnnnn

Roor
Room # 101, 802 500, 501, 102

Edit Delete Clear Al

QE Oy Create <F10> Cancel <ESC>

Wednesday, May 20, 2015 - 10:17 AM

Optional: In the Report Title field, enter a descriptive title for your report.

Optional: Click to select the “Summary Report” check box to create a shift report that
displays only the totals without a list of individual transactions.

Optional: Click to select the “Print Filter List” check box to display a list of filters in use at the
beginning of the shift report.

8. Once you have completed the steps above and are ready to create a shift report, click Create.
9. Print or email the report as needed.

Select a page range

If your
property has a . = =
Signature pad, Print Pages 1 =l = 1 =
é?;‘nc?g sﬁg(r:]k Sign Print Print 2x Email one
for the shift LS 2 LF4 il talll
report, ‘ ‘ |
verifying that
you balanced Print one copy  Print two copies  Email the list Click Done
your shift.
10.Click Done.
Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports

Troubleshooting Appendix EMV




Reports Check-Inn

Save and load custom report filters

Once you have created a custom report, you may wish to save the set of report filters for use at a
later time. Follow the steps below to save an advanced shift report.

To do this: Follow these steps:
Save a custom report | 1. Enter a name for the report in the Report Title field.

Checkin - Logged I 3qm

2 Logs sdmin -0 |
Check-Inn. Advanced Shift Report 5""3"
B

\Iiiiilillll
7

2. Click Save Filter.
This message displays: “The report filter has been saved.”

3. Click OK.
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To do this: Follow these steps:

Load a custom report

To load a previously saved report filter follow the steps below.
1. Click Load Filter.

«

@ heck-1nn - Legged In: admin -0 |
Check-Inn. Advanced Shift Report S"g"
B hosar e

The Load Filter window displays. This is a list of all of your saved filters.

Load Filter

MANAGER SHIFT
ROOM PLUS CASH REGISTER
STANDARD SHIFT

Load Filter <F10=>

| Cancel <ESC> ‘

2. Click to select the desired report filter.
3. Click Load Filter.
The filter is loaded and you can create the report.
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To do this: Follow these steps:

Delete a custom report

If a filter is no longer needed you can delete it.
1. Click Del Filter.

«

@ heck-1nn - Legged In: admin - o} |
Check-Inn. Advanced Shift Report S"g"
B hosar e

=

2 e =

The Delete Filter window is displayed.

Delete Filter

MANAGER SHIFT

ROOM PLUS CASH REGISTER
STANDARD SHIFT

’ Del Filter <F10> ‘

l Cancel <ESC> ‘

!

2. Click to select the filter you wish to delete.

3. Click Del Filter.

This message is displayed: “Do you wish to delete the saved filter?”
4. Click Yes.

5. Click Cancel to exit the screen.
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Reports

To do this: Follow these steps:
Clear all filters 1. Click Clear All to remove all filters.

Check-inn - Legged in s0min - ol

<
Check-Inn. Advanced Shift Report ot
Biwuan b o

15 v Tme 12004 I Summay Repot  [JPrint Fites Lt

15 v Tme 11sePM 3| LeadFier Save Fites Del Fiex

Selected Filers

i

2696252878
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Customize the Standard and Manager Shift Reports

You can modify and customize the standard and manager shift reports in the same manner as
custom report filters.

1. Click Reports on the home screen.

& Check-Inn - Logged In: admin (Press F12 to log out) =R

5 Support
Checkin. A ;

[ [ il

HIGHER RATES
RoomTpe i +16/182015 v Expand Gt “ '

A
]

Thu, Jun 18, 2015 at 360 PM
Succassful

Thu, Jun 18, 2015 a 350 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

@9 Check-Inn - Logged In: admin Lt
Check-inn. ST S
By st (i ]

1 Daily Financial Report 6 Shift Reports 1
2 Monthly Financial Report 7 Guest Tracking
3 Reservation Reports 8 Phone House Account
4 Housekeeping Report 9 Phone Miscellaneous
5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wadnascay, May 20, 2015 - 345 AV

2. Click Shift Reports.
The Shift Reports window is displayed.

Check-Inn - Logged In: admin

Shift Reports
’ 1. Standard Shift Report
’7 2. | Manager Shift Report
| 2 \ Advanced Shift Report

Cancel <ESC=>
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3.

Click Advanced Shift Report.

The Advanced Shift Report screen is displayed.

9 Check-|

inn - Logged In: admin

=)

Check-Inn. Advanced Shift Report S"'g"

sssssssssssss

Report Date Range
Report Date
Yesterday
Report Start
Date 5192015 v
Repont End
Date 51972015 v

Check

- i
-Out
s

Guest Screen

Time [1200AM 3

Time [1159PM 3

Report Options
Report Tile.

[ Summary Repot [ Print Fiter List

=i Son e

Selected Filters.
Room Status Change
Standalone Cash Register
Room Status Change
Room # 101, 602, 500, 501, 102
User_admin

Edit Delete. Clear All
Create <F10> Cancel <ESC>

Wadnesday. May 20, 2015 - 10:17 Al

4. Click Load Filter.

The Load Filter window is displayed.

Load Filter

MANAGER SHIFT

STANDARD SHIFT

ROOM PLUS CASH REGISTER

Load Filter <F10=>

‘ Cancel <ESC=> 1

5. Click to select MANAGER SHIFT or STANDARD SHIFT.

6. Click Load Filter.
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The report you loaded displays in the Report Title field.

Checic-lnn - Logged In: admin -8

@ N
Check-Inn. Advanced Shift Report S“fg"

& oo L]
Resecation

Report Date Range

 Ceckin
Walkin Report Trle
Standard Shif
& oo
Date v| Tme [200A T CsummaryRepot  [JPnnt Fiter List

B oo Report End
Date v Time |11.59PM o Load Filter Save Filter Del Fiter

e
ﬁ Avdit

=

ﬁ; Raseaations
L

Selected Fiters.

Al Lmoua
Extt

=

Jtem Help it elete
@ o S

Wednasday, May 20, 2015 - 10:17 AM

7. Click Create.
A print preview of the report is displayed.

8. Print or email the report as needed.

Select a page range

If your
property has a
signature pad,
you can 9||Ck | [ sign | Print Print 2x Email Done
report,
verifying that _ _ _ . . :
you balanced ~ Printone copy  Print two copies  Email the list Click Done

your shift.

PrintPages 1 5 -1 2]

9. Click Done.
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GUEST TRACKING REPORTS

The Guest Tracking feature allows you to access Guest History, view and print reports, manage
saved emails and to search guest signatures.

IMPORTANT! Purging data destroys guest tracking information.

There are seven different screens that you may access through the Guest Tracking menu:

Use this To do this:

screen:

Guest History View folios from past guest stays.
Guest Labels Print mailing labels for past guests.

Marketing Report | Track revenue for your marketing codes.

Room Revenue View occupancy and revenue records for individual rooms.
Report

Tax Exempt Track tax-exempt guests
Report

Manage Email Send and manage stored email messages.

Signed Documents | View signed documents by date and time.
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Guest History

You may search for any guest that has stayed at the property in the past. You may also reprint past
folios. Reprinted folios contain all financial information with the exception of phone call details (totals
are displayed). Only guests who have been checked-out and are no longer on the Guest Screen will
show in Guest History. Entries added directly into Daily Audit will not be recorded in guest history.

1. Click Reports on the home screen.

< Checiclnn - Logge F12 10 log out) o

Support
check-inn. SN -

_Zﬁ e oy
' ==

5 :

Fn lor Oce 6

RoomType [« §6/1812015
5

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

< Check-lnn - Logged In: admin -8

Check-inn. ST TN -
By Innsoft Inc

o Grecn
Walichy 1 Daily Financial Report 6 Shift Reports

- Monthly Financial Report T Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednescay, May 20, 2015 - 3:45 AM

2. Click Guest Tracking.
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The Guest Tracking screen is displayed.

9
Check-Inn.

[N

Checic-lnn - Logged In: admin

Guest Tracking Sugﬂ

Look up information for a past quest

Print labels from past quest history.

Reports containing marketing code info.

Report containing room revenue information.

Report containing tax exemption information.

Send and manage stored email messages.

View signed documents by date & time.

3. Click Guest History.

=

Guest History

Guest Labels
Marketing Report
Room Revenue Report
Tax Exempt Report
Manage Email

Signed Documents

Wednasday, May 20, 2015 - 10:17 AM

The Search Master screen is displayed.

T

Check-Inn. £

a4
2
&

N e e 1 i P-4
Filg

Reservation / 101 QQNS ko) “‘3"
Confirmation # 4791402 - Date Made: 08/252015
Ll
First Name Last Name. F2 Cnangs I
Address line 1 N —
Addrass line 2 L5 Ente Depoal. I
; S thaser Fe | picontm. |
Country 1ot R Y
Company 12wt Hame -
Remaks B Flesow Mo wbiwt
F6
oner
Rata
Savatict sF 10 F7 Travel Agency
Card Numier EQ Fo | SearchMaster [
Arrival Time Forfeit Amount =
Gusrarized 500 2M Hald fo [ GroupBookng I
In: Thursday. June 25, 2015 Out: Friday, June 26, 2015 E1 B l
i Centinue <F10> Cancel <ESC> ‘

Check-Inn

4. Enter the information asked for on the Search Master screen. You may enter only partial
information, such as a last name, if desired. The Other field searches all guest information fields

for the desired information.

5. Click Search.

The Guest History screen brings up the guest's information in reverse date order, beginning with
most recent stay.
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Innsoft

heck-Inn. £

Guest information

BARBARAHILLS
12566 SUNSET AVE 2 Friotfolo
SPRNGFIELD IL62711
256-655-1212 7| vewremats |
“
Stay Information
08/17/2011 - 12/14/2011
e 0f Fs ‘c«mmsau»
118 Nights - 8995 st

Vehicke: NISSAN
License" 958 FXG(L)

Click this button: To do this:

Print Folio Print a past folio for the guest displayed.

View Remarks View remarks or marketing codes and add marketing codes for the
guest.

= Once in the View Remarks screen, click Insert Market Code to
insert a new marketing code.

Continue Search Continue searching the guest history for the information you have
already typed in.
New Search Begin another search.
6. Click Done.
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Guest Labels

The Guest Labels feature allows you to print mailing labels in ZIP code order for guests who have
stayed at your property.

1. Click Reports on the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out)

Check-Inn.

By innsoft Inc.

«§6/182015

_Zwﬁﬁ . .

Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

< Check-lnn - Logged In: admin -8
Check-nn. AT S
By Innsoft Inc @

Checkin
Wallcin 1 Daily Financial Report 6 Shift Reports

- Monthly Financial Report T Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wadnasday, May 20, 2015 - 345 AM

2. Click Guest Tracking.
The Guest Tracking screen is displayed.

@ CheckInn - Logged In: admin - olEl
: Support
Check-Inn. Guest Tracking o
b i)
=

1 Look up information for a past guest. Guest History

2 Print labols from past quost history. Guest Labels

3 Reports containing marketing code info. Marketing Report

4 Report containing room revenue information. Room Revenue Report

5 Report containing tax exemption information Tax Exempt Report

6 Send and manage stored email messages. Manage Email

7 View signed documents by date & tme. Signed Documents

Wednesday, May 20, 2015 - 10:17 AM
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3. Click Guest Labels.
The Print Guest Labels window is displayed.

Check-Inn - Logged In: admin

Print Guest Labels
Start Date v
EndDate  5/20/2015 M
ZIP Code Range
startzip 00000 = EndZip 99999
Search Criteria
Search #1
Search #2
Search #3
Print Settings

F2  Select Format 3 Column Avery (5160) v
TopAdjust O |5 LeftAdjust 0 3
Adjustments are given in tenths of an inch.

Continue <F10=> ‘ Cancel <ESC> ‘

In this field: Enter this information:

Start Date and End Date The date range you want to draw the list from.

Start Zip and End Zip Use these fields if you’d like to restrict the ZIP code range of the list.
Search Criteria (three Specific codes or references you want to search the Guest Remarks
fields) fields for.

If any of the three entries are found and the other search criteria are
met, the guest’s label will be printed.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Register/Guest Screen Check-Out Stand-Alone Cash Register Reservations

Reports Troubleshooting Appendix EMV




Check-Inn

Reports
Check-Inn - Logged In: admin
Print Guest Labels
Start Date 5/20/2015 v
End Date 5/20/2015 Y
ZIP Code Range
startZip |00000 EndZip 99999
Search Criteria
Search #1
Search #2
Search #3
Print Settings

3 Column Avery (5160) v

3 Column_Avery (5160
Top Adjust 0 II Guest Information

F2  Select Format

Adjustments are given in tenths of an inch.

Continue <F10= Cancel <ESC>

4. Use the Select Format drop-down list to select the print format for the type of labels that you are
using.

5. Click Continue.
A print preview of the mailing labels is displayed.

6. Print or email the list as needed.

Select a page range

Print Pages 1 =-11 =

Print Print 2x Email Done
F2] [F4l [F8] F10]
Print one copy  Print two copies Email the list Click Done

7. Click Done.
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Marketing Report

The Marketing Report breaks down your room revenue based upon codes placed in the Remarks
section of the guest's information. The report includes the following information for each market code:

= Revenue
= Percent of total revenue
= Room count
= Average daily rate
= Daily occupancy
1. Click Reports on the home screen.

< Checinn - Logged In ess F12 1o log out) o

Support
check-inn. SN -

_Eﬁ W@ﬂ — oy
. v spand Giid
21 7 3
 —Trr—

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

< Check-lnn - Logged In: admin -8

Check-inn. ST -

Byl

X
1 Daily Financial Report 6 Shift Reports
- Monthly Financial Report T Guest Tracking
3 Reservation Reports 8 Phone House Account
4 Housekeeping Report 9 Phone Miscellaneous
5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wednescay, May 20, 2015 - 3:45 AM

2. Click Guest Tracking.
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The Guest Tracking screen is displayed.

) Check-Inn - Logged In: admin - ol
: Support
Check-Inn. Guest Tracking i
Checkin
x

1 Look up information for a past quest. Guest History

2 Print labols from past quest history. Guest Labels

3 Reports containing markefing code info Marketing Report

4 Roport containing room revenue information Room Revenue Report

5 Report containing tax exemption information. Tax Exempt Report

6 Send and manage stored email messages. Manage Email

7 View signed documents by date & tme. Signed Documents

Wednasday, May 20, 2015 - 10:17 AM

3. Click Marketing Report.
The Marketing Report window is displayed.

Check-Inn
Marketing Report
Start Date 5/20/2015) v|
End Date 5/20/2015 v
OK <F10> Cancel <ESC>

4. Inthe Start and End Date fields, enter a start date and end date for the report by typing the dates
or by clicking the arrow and selecting a date from the calendar.

Note: Only revenue in this date range will be used in the report.

5. Click OK.
The Marketing Report screen is displayed.

F) Check-inn - Logged In: admin -°
Support
Check-Inn. Market Segment Report
| chetkin
Resarsation =
Ao Select the market codes that you would fike included in this report
& W
Market Code: | 2 Market Code:
G crecou
. [orecTIN ;
Market Code: | DIRECTI Market Code:
INTERNET
‘:ﬁr Gussta Market Code: | YELLOWPAGES Market Code:
2] Cash egtee Market Code: M Market Code:
Market Code: od Market Code:
& s
Market Code: v Market Code:
[20] Ressnation
o Market Code: V| Market Code:
=
g Market Code: ¥ Market Code:
R sewom Markat Code: ¥ Market Cods:
I8l Lo a Market Code: v Market Code:
-
Continue <F10> Cancel <ESC>
& e

Wednesdsy, May 20, 2015 - 10.17 Al
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6. Enter the market categories that you would like to search for by typing them in or by selecting the
codes from the drop-down lists.

7. Click Continue.
A print preview of the Marketing Report is displayed.

8. Print or email the list as needed.

Select a page range

Print Pages 1 = - |1 = '

Print Print 2x Email Done
F2 F4 F6 F10
Print one copy  Print two copies Email the list Click Done

9. Click Done.
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Room Revenue Report
The Room Revenue Report displays the guest and revenue history of a room over any period of time.

1. Click Reports on the home screen.

) Check-Inn - Logged In: admin (Press F12 10 log out)

Eheck-lnn,

Expand Giid

MGHER RATES OA.
.

RoomTie [l < §6/18/2015 v
Datysuvs | s | arwsncao JJJ_Recetoots
[Err— June 2015
19 20
r sat

Prn

Thu, Jun 18, 2015 at 360 PM
Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

) Check-Inn - Logged In: admin el
Support
Check-Inn. Reports ®
By
LY
Y Cockn
Walkdn 1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wadnesday, May 20, 2015 - 3:45 AM

Click Guest Tracking.
The Guest Tracking screen is displayed.

7) ChedkInn - Logged In: admin - oiEl
: Support
Check-Inn. Guest Tracking ok
Bynsoftinc (i ]
x

1 Look up information for a past quest. ‘ Guest History i

2 Print labels from past guest history. Guest Labels

3 Reports containing marketing code info Marketing Report

4 Report containing room revenue information. Room Revenue Report

5 Report containing tax exemption information. Tax Exempt Report

6 Send and manage stored email messages.

7 View signed documents by date & time

Settings Home Screen

Manage Email

Signed Documents
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3. Click Room Revenue Report.
The Room Revenue Report window is displayed.

Check-Inn

Room Revenue Report

Start Date [5/2012015 v
End Date 5/20/2015 v
OK <F10= Cancel <ESC=>

4. Inthe Start and End Date fields, enter a start date and end date for the report by typing the dates
or by clicking the arrow and selecting a date from the calendar.

5. Click OK.
The Revenue Report Room Selection screen is displayed.

@ CheckInn - Logged In: admin - o

: Support
Check-Inn. Revenue Report Room Selection P
29 Rooms | |
Room Search |
Select room(s) - hold shit or ctrl while clicking
1 t) multiple rooms.
Rm # Occupied Status Room Type Next Reservation | ~
101 ‘QVAILABI.E> QONS 06/10/15
602 <AVAILABLE> Not Reserved
500  <AVAILABLE> KNS 0521115
501 CHECKAIN, QUICK K Not Reserved
102 CHECK-IN, QUICK QAQNS Not Reserved
126 HARVEY, AMY QQNS Not Reserved
103 GUY, DUDE QQNS Not Reserved
104 <AVAILABLE> QAQNS Not Reserved
105 <AVAILABLE> QQsM Today
106 BROWN,ALICE QasMm 0512115

107 PINK, SAM QasM 05121/15
108 JONES, JANE QasM 0521115

109 CHECKAIN, QUICK QANS Wil

Wednesday. May 20, 2015 - 10:17 Al

6. Select the rooms that you wish to view by holding down the CTRL key and clicking on the desired
rooms. You can also select a range of rooms by holding down the SHIFT key, selecting the first
room in the list and then selecting the last room in the range.

7. Click Select.
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A print preview of the report is displayed with the dates the room was rented, the name of the
guest it was rented to, the number of days the guest stayed, and the total lodging revenue
generated by that guest. One room is displayed on each page of the report.

8. Print or email the report as needed.

Select a page range

[ - ‘r - ‘
‘ Print Pages 1 =i~ |1 = ‘
Print Print 2x Email Done
F2 F4 'F6 F10
Print one copy Print two copies Email the list Click Done

9. Click Done.
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Tax Exempt Report

Check-Inn

This report provides a list of all guests for a defined period of time that are exempt from a

particular tax.

1. Click Reports on the home screen.

Checiclnn - Logged In: adimin (Press F12 10 log out)

_!Eﬁﬁ . .

«§6/182015

ac Successhul
Thu, Jun 18, 2015 at 360 PM

Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Fiiday, June 19, 2015 - 319 AM

The Reports screen is displayed.

CheckInn - Logged In: admin -8

9
Check-inn. ST -

By Innsoft Inc
X
1 Daily Financial Report 6 Shift Reports
- Monthly Financial Report T Guest Tracking
3 Reservation Reports 8 Phone House Account
4 Housekeeping Report 9 Phone Miscellaneous
5 Occupancy Report A P.O.S. & Movie Logs
B Guest Reports

Wadnasday, May 20, 2015 - 345 AM

2. Click Guest Tracking.
The Guest Tracking screen is displayed.

Check-Inn - Logged In: admin - oiEl

9
Check-Inn. Guest Tracking S"fg"

By Innsoft Inc

=
1 Look up information for a past guest ‘ Guest History
2 Print labels from past guest history. Guest Labels
3 Reports containing marketing code info. Marketing Report

4 Report containing room revenue information. Room Revenue Report

5 Report containing tax exemption information Tax Exempt Report

6 Send and manage stored email messages. Manage Email

~

View signed documents by date & time. Signed Documents

Wednesday, May 20, 2015 - 10:17 AM
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3. Click Tax Exempt Report.
The Tax Exempt Report window is displayed.

Check-Inn

Tax Exempt Report
Start Date [5119/201: v
End Date 5/19/2015 v
Tax Type TaxA v
OK =F10> Cancel <ESC>

4. Inthe Start and End Date fields, enter a start date and end date for the report by typing the dates
or by clicking the arrow and selecting a date from the calendar.

Check-Inn

Tax Exempt Report
Start Date 5/19/2015 v
End Date 5/19/2015 v

Tax Type |Tax A

‘Tax B
Tax C
TaxD
Flat Tax E

5. Use the Tax Type drop-down list to select the type of tax that the report will display by typing in
the letter, or by clicking the down arrow and selecting the “Tax Exempt” type from the list.

6. Click OK to generate the report.
A print preview of the tax exempt report will be displayed.

7. Print or email the report as needed.

Select a page range

Print Pages 1 =i- |1 5

Print Print 2x Email Done
'F2| |F4] |Fé| F10|
Print one copy Print two copies Email the list Click Done

8. Click Done.
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Manage Email

If you have saved email messages, you may use Manage Email to send or delete the saved
messages.

1. Click Reports on the home screen.

Checiclnn - Logged In: adimin (Press F12 10 log out)

AR

.
le 2

4
gheck-lnn
y

innSoft I

RoomType [« §6/1812015 Expand Guid

oai status [ Fs | Roiresh G

Succassiul
Thu, Jun 18, 2015 at 3:50 PM

ararteed

Fiiday, June 19, 2015 - 319 AM

The Reports screen is displayed.

CheckInn - Logged In: admin -8

9
Check-inn. ST -
By Innsoft Inc @

X

Checkin
Wallcin 1 Daily Financial Report 6 Shift Reports

- Monthly Financial Report T Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wadnasday, May 20, 2015 - 345 AM

2. Click Guest Tracking.
The Guest Tracking screen is displayed.

Check-Inn - Logged In: admin - oiEl

9
Check-Inn. Guest Tracking S"fg"

By Innsoft Inc

=
1 Look up information for a past guest ‘ Guest History
2 Print labels from past guest history. Guest Labels
3 Reports containing marketing code info. Marketing Report

4 Report containing room revenue information. Room Revenue Report

5 Report containing tax exemption information Tax Exempt Report

Manage Email

Signed Documents

6 Send and manage stored email messages.

~

View signed documents by date & time.

Wednesday, May 20, 2015 - 10:17 AM
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3. Click Manage Email.
The Manage Email screen is displayed.

To do this: Follow these steps:

Select and deselect 1. Click the check box next to the message you want to select.

messages = Click the check box again to deselect it.

= Click Select All to select all messages in the list.

= Click De-select All to deselect all messages that are currently
selected.

Delete messages 1. Click to select the messages you want to delete.
2. Click Delete.
This message is displayed: “Delete market messages”?

3. Click Yes.

Send saved 1. Click to select the message or messages you want to send.
messages 2. Click Send.

This message is displayed: “Send marked messages?”

3. Click Yes.
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Signed Documents

Use this feature to view signed documents by date and time.

1. Click Reports on the home screen.

) Check-Inn - Logged In: admin (Press F12 10 log out)

Eheck-lnn

HIGHER RATES 0.

Room Type «§6/182015

= — ==

Prn

Daiy Status.
f...

June 2015
7] & )

T
o | Rowwoncaa J_ Recetoots
o

£ Jun 18, 2015 307

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

Check-Inn - Logged In: admin

9
Check-inn. ST o
By a

Checkin

Walicin 1 Daily Financial Report

2. Click Guest Tracking.

Shift Reports

- o

Wadnesday, May 20, 2015 - &

2 Monthly Financial Report Guest Tracking

3 Reservation Reports Phone House Account

4 Housekeeping Report Phone Miscellaneous

5 Occupancy Report P.O.S. & Movie Logs
B Guest Reports

A5 AN

The Guest Tracking screen is displayed.

Checic-Inn - Logged In: admin

9
Check-Inn. Guest Tracking S“fg"
Samsoft e

1 Look up information for a past quest

2 Printlabels from past quest history.

3 Reports containing marketing code info

7 View signed documents by date & time.

Settings Home Screen

4 Report containing room revenue information.

5 Report containing tax exemption information.

6 Send and manage stored email messages.

‘ Guest History

Guest Labels

Marketing Report

Comm

Room Revenue Report

Tax Exempt Report

Manage Email

Signed Documents

Check-In Reservation

Wednesday, May 20, 2015 - 10:17 Al

Check-In Walk-In

Check-Inn
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Check-Out
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3. Click Signed Documents.
The Signed Documents screen is displayed.

Check-Inn - Logged In: admin -0

)
Check-Inn. Signed Documents s“PPom

By Innsoft Inc.

Date (5202015 [v| Time 1159PM (+

! soxen_| You can search by:
el — = Date and time
> = Name

= Room #

= Guest#
L

Wecnesday, May 20, 2015 - 10:17 AM

Enter dates and times in the Report Start and Report End fields.
5. Use the Filter Other field to select how you want to filter this report.

Check-Inn - Logged In: admin - ol

: Si rt
h Signed Documents "‘g
L

Report End
WE |v| Time 1200AM |3 Date 5202016 | Time 1150PM [

Date & Time Document  Name Room#  Guest#
Click Search

[1Add an agreement cover page to the document

gl

(s

r

Wadnesday, May 20, 2015 - 10:17 AM

6. Click to select the “Add an agreement cover page to the document” check box if you want a cover
page included.

7. Click Search.
Signed documents that meet the search criteria are displayed.

sl@ gl

Repon Stan Report End
Date 6152015 [ Tima 1200AM [% Data 6262015 [r Time 11.59PM

Filter Other
oo, = | sexen

71Add an agreemen cover page (o the document.

0 1AM BLACK 101 4821401
0825115 - 035719 PM |Guest Screen WILLIAM BLACK 101 4821401
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PHONE HOUSE ACCOUNT REPORT

The Phone House Account Report displays all phone calls made from house extensions since the last
report was cleared.

The Phone Miscellaneous Report displays all calls from checked-out rooms, scrambled phone
records, phone system reports, or any other phone information that is not part of the phone house
account or the room records.

1. Click Reports on the home screen.

Checklr F12 10 log out) o &

@
F Support
Check-Inn. G -

HIGHER RATES 0.

Room Type. «J6/182015 v Expand Grid _ 1"
une 2015 o e Z
B -
e 2
=
0
oK

.
|

uuuuu

Auto-Backup B Succassiul
Thu, Jun 18, 2015 a 350 PM

mmmmmmmm

Fiday, June 19, 2015 - 819 AM

The Reports screen is displayed.

9 Check-Inn - Logged In: admin -8

Support
Check-Inn. Reports
byt i)
L LY

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wednesday, May 20, 2015 - 3:45 AM

2. Click Phone House Account.
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A print preview of the Phone House Account Report is displayed.
3. Print or email the report as needed.

Select a page range

PrintPages 1 S -1 =2 1

Print Print 2x Email Done
F2 F4 'F& F10
Print one copy Print two copies Email the list Click Done

4. Click Done.
This message is displayed: “Clear Phone House Account Report?”

= Click Yes to clear the report.
= Click No to not clear the report.

Note: A security password may be required to clear the report.
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PHONE MISCELLANEOUS REPORT

The Phone Miscellaneous Report records all calls that do not belong to a checked-in guest or house
phones. These calls include wake-up calls and calls from checked-out rooms (marked with an *), and
incomplete phone records.

The Phone House Account Report displays all phone calls made from house extensions since the last
report was cleared.

1. Click Reports on the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out)

Check-Inn.
By Innsoft Inc.

P! Successhul
Thu, Jun 18, 2015 at 360 PM
Auto-Backup B Succassiul
Thu, Jun 18, 2015 at 3:50 PM

Faday, June 19, 2015 - 819 AM

The Reports screen is displayed.

) Check-lnn - Logged In: admin -8

1 Daily Financial Report 6 Shift Reports
2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wadnasday, May 20, 2015 - 345 AM

2. Click Phone Miscellaneous.
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A print preview of the Phone Miscellaneous Report is displayed.

3. Print or email the report as needed.

Select a page range

PrintPages 1 S -1 =2 1

Print Print 2x Email Done
F2 F4 'F& F10
Print one copy Print two copies Email the list Click Done

4. Click Done.
This message is displayed: “Clear miscellaneous phone information?”

= Click Yes to clear the report.
= Click No to not clear the report.

Note: A security password may be required to clear the report.
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POS (POINT OF SALE)/MOVIE LOGS

Note: This is a special module that requires an Options Code to activate. If you would like to
purchase this module, please contact Innsoft Sales (800-950-8665).

This log records transactions and details provided by an interfaced point-of-sale system or
entertainment system. When connected, this information displays on the guest folio as well.

Note: Movie titles are not listed on the guest folio.

1. Click Reports on the home screen.

4 Check-Inn - Logged In: admin (Press F12 to log out) - =

2 Support
check-inn. G

WIGHER RATES 0.,

Fiday, June 19, 2015 - 8-19AM

The Reports screen is displayed.

Check-Inn - Logged In: admin el

<
Check-inn. ST o
By Innsoft Inc

|

ati
Y ocn
Walkin: 1 Daily Financial Report 6 Shift Reports
2 Monthly Financial Report 7 Guest Tracking
3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

B Guest Reports

Wadnasday, May 20, 2015 - 345 AM

2. Click P.O.S. & Movie Logs.
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Check-Inn

A print preview of the P.O.S. & Movie Logs Report is displayed.

3. Print or email the report as needed.

Select a page range

Print Pages 1 =- [1 -

Print Print 2x Email Done
F2 F4 'F& F10

1

Print one copy Print two copies Email the list

4. Click Done.
This message is displayed: “Clear POS/Movie Log?”

= Click Yes to clear the report.
= Click No to not clear the report.

Click Done

Note: A security password may be required to clear the report.
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There are 11 guest reports available:
= Alphabetical Guest List
» Room Order Guest List
= Company Order Guest List
» Departure List
= All Room List
= Phone Limit Violations
= Phone Limit List
= Maintenance Log
= Registration Cards
= ID Guest List
» Daily Status

You can access the reports two different ways:

= Reports > Guest Reports
= Guests > Guest Reports

For information on these reports, see View or print guest reports.
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MAINTENANCE LOG

Check-Inn

This section provides information on how to:
= Add aroom to the Maintenance Log

= Access and print the Maintenance Log

Add a room to the Maintenance Log

1. Click Check-In Walk-In on the home screen.

@

Checicinn - Logged In: admin (Press F12 to log out

2 Support
check-inn. G

WIGHER RATES 0.,

Raom Type.

«§6/182015

I checkou
=
|
=2 e
==
=

#5 | Rofresh Gag

Frday, June 19, 2015 - 319 AM

The Check-In Room Selection screen is displayed.

“ bl

Checicinn - Lagged In: admin

9
Check-Inn. Check-In Room Selection s“fg“
il

CRIFTION

B

e Wednesday, June 3, 2015 F4 | Change Room Status
A
P
| checkou

troomi:
to select

Room Seaich [ROOM NUVBER OR DE 5

(5) - hoid shift or csf while clicking
(or unselect) mutiple rooms:

2. Click Status Screen.

Settings Home Screen

5 Clean All Rooms

06110115 (7 Days)
Not Reservec
Not Reserved
Not Reserved
Not Reserved
Nol Reserved
Not Reserved

06110115 (7 Days)
Not Reserved

06110115 (7 Days)
Mot Reserved
Not Reserved
Not Reserved

Select <F10>

Wadnesday, Juns 3. 2015 - 1110 AM
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The Change Room Status screen is displayed.

4 Check-inn - Logged In: admin _—1 |
Check-Inn. Change Room Status S“fg‘

Room 2 of 29 | ]

& o Wednesday, June 3, 2015 £4 | Change Room Status
Walk-in

)  DESCRIPTION
&1 creckon

Room Search [ROOK NUMBER OR F5 Clean All Rooms:

102 | CHECKN, QUICK Qans <NOT AVAILABLE>

126 HARVEY, AlY Qans <Dirty>
103 |GUY, DUDE Qans <Dity>
104 | <NOT OCCUPIED> Qans <Clean>
105 | <NOT OCCUPIED> Qasm <Clean>
106 |BROWN, ALICE Qasm <Dirty>
107 |PINK, SAM Qasm <Dirty>
108 | JONES, JANE aasm <Dirty>
109 |CHECK-N, QUICK Qans <Dirty>

‘Weadnesday, June 3. 2015 - 1:47 PM

3. Click to select the room you want to add to the maintenance log.

Note: If the room’s status is not already Not Available, change it by selecting the room and
clicking Change Room Status until it changes to Not Available.

4. Click Maintenance Log.
The Room Maintenance Log Editor screen is displayed.

Checkinn - Logged In: admin - o

@
Check-Inn. Room Maintenance Log Editor S“‘g"

j| Chackin
Reseration .

T 602L0G F2 Print F3 | Date&Time 4 Search
Waikin |

l ChackOu
28 o
:7, Cash Roginior
ﬁ Ao

e
|3 Mesenaions

EU Regots

ial - Log Out &
T e
@ Updatz Delete & Exit <F8> Save & Ext <F10> Cancel <ESC>

Weadnesday, June 3, 2015 - 1:47 PM

5. Click Date & Time to add a date and time stamp to your entry and press ENTER on your
keyboard

Enter the issue or problem with the room.
Click Save & Exit.

Note: When a Maintenance Log has been entered for a room, “[L]” displays next to the room
description.

Access and print the Maintenance Log here: Reports > Guest Reports > Maintenance Log.
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Access and print the Maintenance Log

1. Reports > Guest Reports > Maintenance Log.
A print preview of the Maintenance Log is displayed.

2. Print or email the report as needed.

Select a page range

Print Pages 1 =-1 :

Print Print 2x Email Done
'F2! F4) 'F8| F10
Print one copy Print two copies Email the list Click Done
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EXPORTING

You can use the exporting feature to export the Daily Financial Report and the Monthly Financial
Report.

Use the exporting feature to:
= Export reports to Quicken or QuickBooks
= Export to QuickBooks for Windows

Export reports to Quicken or QuickBooks

To export to Quicken or QuickBooks, you must already have a checkbook account setup in one of
these programs. See your program help for more information on how to do this.

Note: In addition to Quicken and QuickBooks, Check-Inn is also capable of exporting to Wolfpack
and any other comma delimited format such as Peachtree.

1. Click Reports on the home screen.

Check-Inn - Logged In: admin (Press F12 1o log out) - =

4
F Support
Check-Inn. SEEEEEEGE.

]

RaomTipe [l «+§6/1812015

e | Rowencas

19

ssssss
112-QQNS
113-QQNS
114 QQNS
115-QaNS

uuuuu

Suararteed

Frday, June 19, 2015 - 819 AM

The Reports screen is displayed.

9 Check-Inn - Logged In: admin -8
Check-inn. TS
eqplirte. ()

1 Daily Financial Report 6 Shift Reports

2 Monthly Financial Report 7 Guest Tracking

3 Reservation Reports 8 Phone House Account

4 Housekeeping Report 9 Phone Miscellaneous

5 Occupancy Report A P.O.S. & Movie Logs

8 Guest Reports

Wednesday, May 20, 2015 - 3:45 AM
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2. Click Daily Financial Report or Monthly Financial Report.
The Daily Report or Monthly Report window is displayed.

Check-Inn Check-Inn
Daily Report Monthly Report
Start Date 571912015 M| Start Date Month 5 73} Year 2015 %
End Date 5/19/2015 ¥ End Date Month 5 3 Year 2015
Report Option Detailed - Room Order v Report Option Detailed v
OK <F10> Cancel <ESC> OK <F10= Cancel <ESC>

3. Select the dates and report options as desired. (See The Daily Financial Report or The Monthly
Financial Report for more information.)

Note: You may select up to 31 days at a time or 31 months at a time.

4. Click OK to generate the report.
A print preview is displayed with the following options for printing, emailing, or exporting.

Print Pages 1 : -2 :

Export Print Print 2x Email Done
E |F2 F4) Fé F10

5. Click Export.
The Export Menu window is displayed.

Check-Inn - Logged In: admin
Export Menu

Export Filename  |SR=e I5E

F2  ExportFile Type: Quicken v

Select report items to export

F3  Room Rental No Export v
F4 Telephone No Export v
F5  Miscellaneous No Export v
F6  Tax Charges No Export v
F7  Cash Payments No Export v
F8  Accounts Receivable  No Export v
F9 Credit Cards No Export v
F11  Advance Deposits No Export v
Export <F10> Cancel <ESC=>

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reports Check-Inn

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reports Check-Inn

6. Type the export file name in the Export Filename field.

For this program: Type this:
QuickBooks (File name).lIF
Quicken (File name).QIF

7. Use the Export File Type drop-down list to select the type of program to which you will be
exporting.

8. Press the corresponding function key or corresponding drop-down list to choose the export
options for each category.

9. Click Export.
10. Exit Check-Inn.
11.Now, complete steps in Quicken or QuickBooks:

For this program: Do this:

Quicken 1. Start Quicken.

Press 2 (Register).
Press F2 (Acct/Print).
Press 6 (Import).

o M 0D

Enter the path and filename (for example,
c:\Checkinn\CHECKINN.QIF and press ENTER.

Your data will be imported.

QuickBooks (DOS) Start QuickBooks.
Select 7 (Setup/Customize).
Select 2 (Backup).

Select 6 (Import Company Data).

a M w0 Dd e

Type the path and filename (for example,
c:\Checkinn\CHECKINN.EXP).

Your data will be imported.
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If this is the first time that you have imported data, you may encounter several messages before
your import can complete.

QuickBooks may send you this message: "This file not created by QuickBooks...” which is a
normal message and should be passed by pressing Enter.

Both Quicken and QuickBooks will want you to set up categories the first time that you import.
Consult your Quicken or QuickBooks manual to complete this process.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Reports Check-Inn

Export to QuickBooks for Windows

QuickBooks for Windows uses an IIF format rather than QIF and requires a more complicated setup.
An account code file (account.cds) is required to export data to QuickBooks. Check- Inn comes with a
default account code file for your use. You may wish to set up a new company to test the default
account code file and become familiar with the data exported by Check-Inn. If you need to modify the
account code file, use the Check-Inn Statement Editor.

For assistance with exporting, we strongly recommend that you contact Innsoft Technical Support
during normal business hours (503-643-8162, option 2).

Modify your account code file

Use Check-Inn’s editor to set up a file for your accounting codes.

1. Settings > Statements > Edit Other Statements > Other Text Files.
The Other Text Files window is displayed.

2. Click Other Text Files.

Other Text Files

Name of File to Edit ,|

Done <F10> ‘ ‘ Cancel <ESC=>

3. In the Name of File to Edit field, type: account.cds.
4. Click Done.

The Statement Editor screen is displayed.

/) Check-nn - Logged

Check-Inn. Statement Editor 5“?6"

& 2 x
ek ACCOUNT.CDS F2 Print F3  Date & Time F4 Search

& s :

i ’

B

& s

>

Delele & Ext <F8> Save & Ext <F10> Cancel <ESC»

@

Wednasday, May 20, 2015 - 10:17 AM
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5. Make an entry for each category to be exported. You must enter each category on its own line.
Below is a list of each category to be exported from Check-Inn and its assigned number, which
you will use in the account.cds file.

Enter the first line/category of information, press ENTER (on your keyboard), and then enter the
next line/category. Repeat this until you've entered all information.

Note: If you are not planning to export a particular category, it is not necessary to include an entry
in the accounts.cds file. However, QuickBooks requires that the #55 Guest Ledger Balance Acct.
entry be made and that the data in the IIF balances for the import to be successful.

The format for each entry is as follows:
= Innsoft Category Number

Journal Name

Ledger Name

Category Name

Sub-category Name

Account Type

Amount Name

Flip Sign

For this entry: Use this information:

Innsoft Category Number | See Export categories and assigned numbers for these numbers.

Journal Name Use the name of the account in QuickBooks.

Ledger Name This defaults to “Guest Ledger”; all transactions are part of the guest
ledger.

Category Name This is the name of the QuickBooks category that the selected

Check-Inn data will be exported to.

If the name shown here already exists in QuickBooks, the existing
account will be used. If the account does not exist in QuickBooks, a
new account will be created automatically.

If the Category Name is left blank, the Check-Inn category name will
be used as a default (for example, Room Rental, Telephone, Cash,
Credit Card, Room Deposit, etc.).
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For this entry:

Check-Inn

Use this information:

Sub-category Name

Note: Do not include the name of the category here. This is only the

group where the account is found.

It is possible to have several separate Check-Inn categories grouped
within a single overall QuickBooks category. These categories would
be sub-categories of the overall QuickBooks category.

This may be useful for things like taxes and miscellaneous sale
items. This is the QuickBooks account group that contains the
Check-Inn export category (Guest Charges: Miscellaneous).

Acct. Type

This is the type of account as defined in QuickBooks.

The account type determines whether the data imported will
increase or decrease the guest ledger balance. If an account is
marked as an incorrect type, it is possible that the guest ledger will
not balance properly (for example, bank, accts. rec., income, etc.).

Amount Name

Although most Check-Inn data fields do not require an amount
name, data being imported into QuickBooks as an Accounts
Receivable account must have a customer name associated with
each entry in the account.

The amount name will appear in the Customer Name field of each
Accounts Receivable entry in QuickBooks.

Flip Sign

This allows you to change a + or - sign if the entry is incorrectly
recorded. (For example, Y or N. Typically this will be N.)
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Example of a custom export to QuickBooks for Windows:

If you have this information: You would enter it into the Statement Editor
like this:

8, General Journal, Guest Ledger, Room 8

Deposit, Guest Charges: Miscellaneous,

Inc.,Y General Journal
Guest Ledger
Room Deposit
Guest Charges
Miscellaneous
Inc.

(account name)

Y

Export categories and assigned numbers

The following is a listing of all categories that can be exported to QuickBooks for Windows and the
numbers that are assigned to each category by Check-Inn.

Use this number:  For this category:

1 Room Rental Total (includes taxed and tax exempt)
2 Phone

3 Misc. Total

4 Total Tax

5 Cash or (Cash + Billing payment cash)

6 Total Credit Card

7 Total Billing

8-16 Misc. categories from Room Deposit through Category 10
17-22 Credit cards itemized (up to 6 discounts)

26-31 Credit card discounts itemized (up to 6 discounts)
33-42 Categories #11 through #20 Misc.
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Use this number:  For this category:

43-47 Tax Z through E itemized.

48 Room Rental (no tax exempt included)

49 Total Tax Exempt

50 Tax Exempt #1

51 Tax Exempt #2

52 Tax Exempt #3

55 Guest Ledger Balance Account (mandatory)
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Troubleshooting

In this section, find information on:
= Common questions
= Error messages
= Network and data security
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In this section, find answers to the following questions:
= How do | remove stayover charges?
= Why does Check-Inn say my code is expired?
= | checked a guest out, but the guest is still on the Guest Screen. Why?
= | deleted a guest on the Daily Audit screen. How can | get the guest back?
= | deleted a guest on the first/only night of their stay. How do | add the guest back?
= Check-Inn still shows yesterday’s reservations as arrivals. Why?
= How do | restrict access to the Audit and Settings screens?
=  Why is there a letter in brackets [ ] next to the guest’'s name on the Guest Screen?
= | am having trouble submitting a credit card batch. Why?
= My modem will dial but not connect. Why?

How do | remove stayover charges?

This situation most commonly happens if you fail to check out a guest in the morning and the guest is
instead left in the Guest Screen past check-in time. When check-in time happens, a stayover charge
for the new day is posted.

At some point you will realize that you need to check the guest out but can’t because there is a
balance due (which the customer doesn’t owe).
1. On the home screen, click Check-Out.
2. Select the guest’s room, and click Select (or double-click the guest’'s name).
3. On the right side of the screen, click Check-Out Date.
The Last Day of Guest’s Stay window is displayed.
4. Enter the last day the guest should be charged. (This is not the check-out date.) Using the
drop-down calendar, click to select the previous day.
5. Click OK.
The stayover charge is removed.
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Why does Check-Inn say my code is expired?

Check-Inn displays this message for several reasons:

= Your demo or lease copy of Check-Inn has expired. The demo copy of Check-Inn functions for
45 days from the day the program was installed. Once the 45 days have passed, Check-Inn no
longer functions without a valid code. Please call Innsoft Sales (800-950-8665) to purchase the
software.

= The property name and code number have been changed or entered incorrectly. Make sure
that the property name and code number entered match that provided on your invoice exactly.

= The code number entered is for an older version of Check-Inn. Please call Innsoft Sales (800-
950-8665) to purchase an updated version.

= If you need to change the name of your property within Check-Inn, please call Innsoft Sales
during normal business hours (800-950-8995). There is an administration fee for name
changes.

= You added more rooms to your property than the version of Check-Inn you are licensed for.
Please call Innsoft Sales during normal business hours (800-950-8995) for a room upgrade.

= If none of these resolves the issue, call Innsoft Technical Support during normal business
hours (503-643-8162, option 2).

| checked a guest out, but the guest is still in the Guest Screen. Why?

A guest remains in the Guest Screen after check-out with the guest’s name and “C/O” in red. These
guests are removed at your check-in time or when another guest checks in to that room. This is
useful if a checked-out guest needs to be reinstated.

| deleted a guest on the Daily Audit Screen. How can | get the guest back?

1. This will only work if deletion took place on a stayover day. If you deleted a guest on their arrival
date, then that guest is gone and you will need to recreate them.

2. From the home screen, click Audit > Daily Audit.
The Daily Audit window is displayed.

Change the date on the Daily Audit window to the first date of the guest’s stay.
Click OK.

Click Guest Properties.

Click Guest Dates.

The Set Guest Dates window is displayed.

o 0 bk~ w

7. Change the end date to today (or the last date of the guest’s stay).
8. Click OK.
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9.

Make sure to re-enter any payments made on the correct dates, if they were made on dates that

were deleted.

| deleted a guest on the first/only night of their stay. How do | add the guest
back?

There are two ways to restore a guest.

First is by recreating their stay (recommended):

1.

a kb

The room number that they stayed in needs to be unoccupied.

Check the guest in via the Check-In Walk-In screen and select the room that they stayed in.
Finish the check-in but do not post a payment on the Cash Register screen.

From the Guest Screen, double-click on their name.

Click Edit Bill and enter any payments that they made on the day they made them. Also, enter
any miscellaneous charges that may have been charged on the day they were originally
charged.

Now check the guest out. The guest will most likely have a balance due to stayover charges on
days that they did not stay. Remove these on the Check-Out Cash Register Screen.

If necessary, remove stayover charges by clicking Check-Out Date and entering the date of the
last night they stayed at your property (the day before they checked-out).

Finish the check-out procedure. This procedure will restore the guest to both your Daily Financial
and to Guest History.

Second is to add the guest back into your Daily Audit. This procedure will not put them back into
Guest History and could leave you potentially out of balance (not recommended):

1.

From the home screen, click Audit > Daily Audit.
The Daily Audit window is displayed.

2. Change the date on the Daily Audit window to the first/only date of the guest’s stay.
3. Click OK.
4. Click Add Guest.

The Add Audit Entry window is displayed.
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Check-Inn - Logged In: admin

Add Audit Entry
Start Date 6/5/2015 2
End Date 6/7/2015 v
Guest Name
First Name Last Name
Room & Rate
Room Number Room Rate

Payments
Cash 0.00 Credit 0.00 Biling 0.00

Guest Entry Balance:  0.00

Done <F10> Cancel <ESC=>

In the Start Date field, enter the first date of the guest’s stay.

In the End Date field, enter the end date of the guest’s stay; if the guest is currently checked into
the property enter today as the end date.

Make sure to re-enter all payment information on the dates made.
8. Click Done.

Check-Inn still shows yesterday’s reservations as arrivals. Why?

The Guest Check-In home screen still shows yesterday’s reservations as arrivals because the
property has not passed the time set for early check-in. Early check-in is the time when the property
stops charging for the night before and starts charging for today.

To change your early check-In time:

1. On the home screen, click Settings.
The Settings screen is displayed.

2. Click Check-In/Out Times.
The Check-In/Out Times window is displayed.
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4 Check-Inn - Logged In: admin -0
Check-Inn. Check-In/Out Times 5"55"
e

A T

& omevon x

Guest reminder printed on folios. Check-Out Time 00 AM |+

Room and tax is posted on all stay overs. Check-In Time 1:00 PM =

::::::

-f B2 [

2

Guest checked-In after this time will not be -
charged for yesterday. I Early Check-In Time ~ 8:00 AM = I

Beginning and ending of financial day. Close Out Time 8:00 AM <

}'i‘:l';?‘l

Reminder of Non-Guaranteed reservations Hold to Time 6:00 PM |

1Ml |
Al

—_— Saturday. June 6, 2015 - 835 PM.
-_— P - ~ . =

3. Change the Early Check-In Time by typing in the time or by using the arrows.
4. Click the red X in the upper right to save your changes and exit the screen.

How do I restrict access to the Audit and Settings screens?

Restrict access to the Audit and Settings screen by setting up restrictions on Advanced Passwords.

Why is there a letter in brackets [ ] next to the guest’s name on the Guest
Screen?

= An L indicates that there is a Maintenance Log entry for that particular room. To view the log
entry:

® Click Check-In Walk-In > Status Screen.
= Select the room with the [L] beside it and click Maintenance Log.
= To clear the log, click Delete & EXxit.

= An M indicates that there is a guest message for that particular guest. To view the guest
entry:

= From the main screen, click Guest and select the room with the [M] beside it.
= Click Guest Messages.
= To delete the message, click Delete & Exit.
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| am having trouble submitting a credit card batch. Why?

With a batch issue, you have to answer a few questions before starting the troubleshooting process

Question: Depending on your answer, troubleshoot using these
steps:

Have you ever been able to | If you answered Yes:
submit a successful batch

before? Check the following:

= Your connection to the Internet
= Firewalls on your computer that could be blocking Check-Inn

= Whether your credit card processing abilities have been
changed/turned off with your processor

If you are unable to resolve the issue, call Innsoft Technical Support
(503-643-8162, option 2) during normal business hours.

= If you answered No: Have you purchased the Credit Card
Processing module (necessary for this feature)?

= Contact Innsoft for more information

Are you able to get credit If you answered Yes: You may have a transaction in the batch that
card authorizations? is causing it to fail.

Check for the following:

= Refunds

* $0 transactions

= Expired cards

= Odd number or dates

If the steps above do not solve your issue, please contact Innsoft
Technical Support (503-643-8162, option 2).

If you answered No: Check the following:
= Your connection to the Internet
= Firewalls on your computer that could be blocking Check-Inn

=  Whether your credit card processing abilities have been
changed/turned off with your processor
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Question: Depending on your answer, troubleshoot using these
steps:

Did you receive a batch If you answered Yes: You may have a transaction in the batch that
error? is causing it to fail.

Batch entries are sent two at a time. For example, if the batch error
is 6 you may have a damaged entry at either entry 6 or 7.

= Try deleting the two entries and resubmitting the batch. If the
batch is sent successfully, re-enter the two entries you deleted
and send them with the next batch.

If you answered No:

= Contact your processor to confirm receipt of the batch.

My modem will dial but not connect. Why?

If you process credit cards with a modem, considering moving to high-speed processing. It's faster
and in many cases, much more reliable. For more information, contact Innsoft Sales during normal
business hours at (800) 950-8995.

Try the following steps to resolve modem connection issues:
m  Check the phone line your modem is connected to for a dial tone.
= If it's an external modem, check the physical connection to the computer and to the modem.
= Reboot your computer.

= Check Windows Device Manager to see if the modem is listed. If not, then Check-Inn can’t use
your modem. Contact Technical Support (503-643-8162, option 2) for more assistance.

If the steps above do not solve your issue, please contact Innsoft Technical Support (503-643-8162,
option 2).
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ERROR MESSAGES

Some errors are caused by issues with the computer or computer’s resources and are not issues with
the Check-Inn program. These errors should not occur. If they are common, you may want to have
the computer system examined by a certified computer technician for viruses, memory, and hard
drive issues.

This message: Means this:

Low disk space You are currently very close to running out of hard drive space. If you
continue without any corrective action you will not able to operate Check-
Inn.

Possible fix: If there are old files on your hard drive that you no longer
need, you may wish to erase them to free up disk space for Check-Inn.
Please make sure you back up any files you want to keep before deleting.
See your Windows documentation on how to delete files.

IMPORTANT! We do not recommend that you purge Check-Inn data to
clear space on the hard drive.

Out of disk space You have insufficient hard drive space to run Check-Inn.

Possible fix: See the corrective action for low disk space above.

Out of memory You have insufficient memory (RAM) to run Check-Inn. Your computer
should have at least 512 MB of memory installed.

Possible fix:

1. Install additional memory.

2. Remove unnecessary resident programs such as instant messaging
and duplicate anti-virus or anti-spyware utilities from the computer
when you are running Check-Inn. This provides more memory for
Check-Inn to run.

Invalid or expired Check-Inn requires a property code number to run. This code number is
code found on your invoice under the Information section, if you have
purchased the software. If you do not have a property code number or
cannot find your invoice, contact Innsoft Technical Support (503-643-
8162, option 2).

If your copy of Check- Inn is less than two months old, you may be able to
use the software by entering the demo code. The demo code for Check-
Inn is 651335.
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This message: Means this:

Check-Inn system Check-Inn may stop and write a system error on the screen. This can be
error caused by an internal error in Check-Inn, corrupted data files, or computer
problems.

Possible fix: Please write down the error number and what you were
doing on the computer at the time of the error and call Innsoft Technical
Support (503-643-8162, option 2).

Example: Disk error drive C, Data Error, Access Violation, Range Check
Error, General Failure, Error 205, Error 208.

If Check-Inn reports any of these errors for your hard drive your computer
is having hard drive problems that must be corrected.

Possible fix:
1. You should answer “Y” to “Retry?” at least several times to try
correcting this problem.

2. Your computer should be taken to a service technician immediately if
retrying does not correct the problem.
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This section covers:
= Network security
= Workstation security
= Security settings in Check-Inn

Network security

Internet access
Internet access to computers running the Check-Inn program should be restricted unless one of the
following program modules requires access:

= Direct Inn Internet Reservations

= Check-Inn High Speed Credit Card Processing

m  Check-Inn Email Module

If Internet access is required for one of the modules above, a hardware firewall with up-to-date
software should be configured to block access to all ports not specifically necessary for Check-Inn.
Call Innsoft Technical Support (503-643-8162, option 2) for specific port information.

Network configuration

Computers running Check-Inn should be confined to a separate, firewalled network segment (Web or
database servers should be excluded from this segment). A hardware firewall with the latest firmware
updates should be professionally installed and configured to insulate computers running Check-Inn
from intrusion.

Note: Wireless networks are not recommended and are not supported by Innsoft.

Settings Home Screen Check-In Reservation Check-In Walk-In  Guest Screen Audit

Cash Reqister/Guest Screen Check-Out Stand-Alone Cash Reqister Reservations

Reports Troubleshooting Appendix EMV




Troubleshooting Check-Inn
Workstation security

Operating systems
Computers used for Check-Inn or Direct Inn must be running a secure version of Windows currently
supported by Microsoft with the latest service packs and updates installed.

Currently supported versions of Microsoft Windows include:
= Windows 10
= Windows 8
= Windows 7

User access

User accounts in Windows should be configured on each workstation with a unique user login and
password. Passwords should consist of at least 7 characters and should be alphanumeric. Windows
passwords should be changed at least every 90 days. Computers running Check-Inn or Direct Inn
should not be configured to automatically log on to Windows.

Security settings in Check-Inn

Check-Inn is designed with strong security measures for safeguarding sensitive data. Data security
can be improved by carefully following the steps and suggestions below.

To access the Administrative Security Console in Check-Inn, follow these steps:
1. Click Settings home screen.

2. Enter the security password.

3. Click Credit Cards & Phone Limit.

4. Click Security.
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Setting passwords

Access to credit card authorization logs, batches and security logs in Check-Inn is protected by
unigue login and password. At least one user account must be enabled for the credit card security
and encryption system to function. Password access should be limited to only those users who
require access to historical batches, authorizations and security logs in the course of their work
duties.

If you setup the Credit Card Security, do not lose the password. There is a fee to recover the
password if it is lost.

To setup passwords:
1. Click Setup Password.

2. Click Continue.
The user name ‘Admin’ is already set for the first user but will be required for any additional users.

3. Enter a full name, click Set Password and enter a password.
Note: Passwords must be at least 8 characters and alphanumeric.

IMPORTANT! Passwords should be changed at least once every 90 days.

Generating encryption keys

Encryption keys are used in Check-Inn to secure sensitive credit card information. To enhance the
effectiveness of encryption the encryption key should be changed at least once every 90 days. To
generate an encryption key, click Generate New Key, and click Generate New Key & Re-encrypt.
Once the new key has successfully been generated and the old key deleted, this message: “New Key
Generation Successful” should appear at the bottom of the window. If this message does not appear,
call Innsoft Technical Support (503-643-8162, option 2).

Security log

The security log contains a detailed date/time-stamped list of successful and unsuccessful logins to
the administrative security console. This information should be reviewed periodically to check for
evidence of unauthorized access. See View or print the security log for more information. Appendix

This section contains the following information:
=  Recommended Night Audit procedure
= Understanding the Daily Financial Report
= Understanding the Monthly Financial Report
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Appendix

It is recommended that you run a Night Audit procedure on a daily basis. This will help prevent your
financial data in Check-Inn from being out of balance, and help with locating potential issues with any
interfaces you may have. The reports that are printed as part of the Night Audit procedure can be
used for data recovery in the event of a system crash and you are without current backups. Check-
Inn changes your financial day and posts room and tax automatically, so these are not part of your
Night Audit procedure.

It is recommended that you perform a Night Audit procedure after your Close-Out Time and your
Early Check-In Time to prevent new transactions from being posted to the previous financial day. If
you are unsure how to locate or change your Close-Out Time and/or your Early Check-In Time,
please contact Innsoft Technical Support.

The Night Audit procedure in Check-Inn consists of five parts:
1. Print reports: Print your Night Audit reports.

2. Handle no-shows: Identify and process any no-shows for the day.

3. Balance check: Use the printed reports to balance your financial data and look for potential
issues.

4. Interface check: If you have hardware or online reservation interfaces, review their reports for
potential issues.

5. Perform backup: Perform a system backup to an external location.

Print reports

Daily reports
= Daily Reservations (run this before your Close-Out Time).
» Daily Financial Report — detailed
= Credit Card Batch Totals
= Reservation Deposits report
= Account Aging Report (found in Accounts Receivable)
= Manager Shift Report — for previous financial day
= Reservations by date made - for the previous day
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Interface reports

= Action Logs (Innsoft Reservation Client)
= Phone limit violations

= Phone House Account *

= Phone Miscellaneous *

= P.O.S. & Movie Logs *

* These reports should be cleared daily

Weekly and monthly reports

= All Reservations Report — run on the last day of the week
= A/R Account History Report (payment history) — for the past week
= Monthly Financial Report - — run after the last day of the month

Handle no-shows

Just before Close-Out Time, print your Daily Reservations report to identify any guests that have not
arrived for the day. At this time you can change the reservation arrival date, cancel the reservation
with or without a cancellation fee (depending on your property’s policy) or treat the reservation(s) as a
no-show:

= If you have ‘Charge No-Shows Automatically’ turned OFF: check-in the guest, charge their
credit card for any balance due and then check them out. It is recommended that you put a
note in ‘Remarks’ that this is a no-show charge.

= If you have ‘Charge No-Shows Automatically’ turned ON: leave the reservation(s) until Check-
In time of the following day and it will get marked as a no-show automatically. Any balance due
for the no-show will get sent to Accounts Receivable. If you do not want balances showing in
Accounts Receivable, before close-out time, make an advance deposit on the reservation for
the same amount of the first night’s room and tax. This advance deposit will offset the no-show
charge and will prevent a balance from appearing in Accounts Receivable.

Note: If you have ‘Charge No-Shows Automatically’ turned on, Check-Inn will charge no-shows at
Check-In time of the following day. When this happens, your reports for the previous financial day will
change, meaning that you will want to reprint the Daily Financial and your Account Aging Report.***
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Balance check

The Daily Financial Report will show details and summaries of all financial transactions for the day.
You will wantto compare the following to their corresponding summary sections, and details if
necessary, on your Daily Report:

»m Cash Received

= Credit Card Batch

= Reservation Deposit Report

= Account Aging Report (found in Accounts Receivable)

When reviewing the Daily Financial Report you may see “WARNING: [x] guest(s) with possible
balance problems” under the guest detail section. If you see this, look for guest entries with a
guestion mark under their name (?). These entries are out of balance. Once identified, make note of
these entries or take appropriate steps to correct the situation. If you are unable to resolve the
balance problem, call Innsoft Technical Support during normal business hours for assistance.

Cash

Total the cash taken in for the day and compare that to the Cash total in the Summary section of the
Daily Financial Report. If cash was taken in Accounts Receivable, the cash total for the whole day will
appear directly under the Accounts Receivable Summary, which is on the last page of the Daily
Financial Report (“Total Cash Collected”).

If your total cash and the report total are not in balance, review the payments in the guest details
section and Cash Register Payments section of the Daily Financial to see if you can identify why they
are out of balance. If cash was taken in Accounts Receivable, use the Account History Report to
verify payments in A/R. If your property keeps receipts, use these to help you in your research. Shift
reports can help as well. Once you identify the issue, make note of this or take appropriate steps to
correct the situation.

Credit cards

Prior to submitting your credit card batch, compare your detailed batch report with the credit card
totals in the Accounts Receivable Summary section of the Daily Financial Report (this can be found
on the last page of the report). You will need to add all of the credit card totals in the Accounts
Receivable Summary section together (Today’s Charges).

That total should match your credit card batch total. If they are not in balance, you will need to
compare your batch details to the guest payment details, Cash Register Payments section, and, if
credit card transactions were run in Accounts Receivable, the Accounts History report to see if you
can identify why the two are out of balance. Once you identify the issue, make note of this or take
appropriate steps to correct the situation. When you are ready, submit your credit card batch and
keep a copy of the batch report that was submitted for your records.
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Appendix Check-Inn

Reservation Advance Deposits

Compare the Reservation Deposits report total to the Advance Deposit Report summary on the Daily
Financial Report. If the two are out of balance, review the Reservation Deposits report detail and
compare to the guest detail on the Daily Financial Report. When looking at the guest detail, you are
looking for entries with the ‘ADV’ abbreviation under the guest name *, as these are entries for
advance deposits, which make up the totals in the Advance Deposit Report summary section. Once
you identify the issue, make note of this or take appropriate steps to correct the situation. If the
Advanced Deposit Report summary tells you that deposits made or deposits used are short or over,
please call Innsoft Technical Support during normal business hours for assistance.

*Abbreviation of the guest status is an optional feature. If you do not see abbreviations under
guest names on the Daily Financial Report and would like to, call Innsoft Technical Support during
normal business hours for assistance.

Accounts Receivable

Compare the Account Aging Report total to the ending balance of the Accounts Receivable Summary
on the Daily Financial Report (last page of the report). If these two are not in balance, review the
guest detail on the Daily Financial for billing payments and compare those to the details of the
Account Aging report. On the Aging Report, accounts in the ‘0 Days’ section should be on the Daily
Financial, and vice-versa. On the Daily Financial, you will find the ‘Billing Report’ section — these
numbers are a summary of the billing activity done in Accounts Receivable and should match the
activity in Accounts Receivable. Use this section when balancing. Once you identify the issue, make
note of this or take appropriate steps to correct the situation.

Manager Shift Report

Print the previous financial day’s Manager Shift Report for your records and to check for transactions
that seem out of place, such as deletions, daily audit and edit bill transactions. If you are out of
balance, the Manager Shift Report can assist with determining why.

Additionally, if you are out of balance, the Advanced Shift Report is a better report to use when trying
to figure out why your numbers are off. If you do not have the Advanced Shift Report available to you,
please call Innsoft Technical Support during normal business hours for help with turning it on.

Reservations/Cancellations Reports

Print the Reservations by Date Made report for your records. This report will show both reservations
made and reservations cancelled. Review the report for reservations that need attention, such as
reservations that need advance deposits and cancellations that need refunds.

Weekly & Monthly Reports

At the end of the week, it is recommended to print the All Reservations report for your records. This
report can be used to recover reservations in the event of data loss or corruption and you don’t have
a backup to restore to. After the end of the month, print the Monthly Financial Report. Because
changes can be made to your historical financials, having printed copies of these reports can be
helpful when balancing in the future.
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Appendix Check-Inn
Interface check

Action Log

If you have the GDS, Expedia, and/or Booking.com interface, you will want to print the Action Log(s)
for your records. The Action Log will show reservations booked, modified, cancelled and will also
show any reservations that failed to integrate into the Check-Inn PMS. The Action Log will also show
messages from your GDS and/or OTA provider, including errors, rate type and inventory issues.
Review these reports and take action, if necessary, otherwise keep them with your Night Audit
paperwork.

Phone Limit Violations

Review this report for any room over their credit limit and take appropriate steps to increase credit
balances or restrict usage.

Phone House Account

Review this report for phone calls not posted to a guest room. Phone calls made from rooms that
were not checked in will appear on this report with an asterisk at the end of the entry. Wake up calls
and any unrecognized calls will also be on this report. This report should be cleared daily.

Phone Miscellaneous

This report will contain phone calls made by administrative phones and lobby phones, if they are sent
over by the phone system. This report should be cleared daily.

P.O.S. & Movie Logs

This report will contain transactions and details provided by your interfaced P.O.S. and/or Movie
system, if one is connected. This report should be cleared daily.
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Appendix Check-Inn

Perform backup

System backup

The last step in the Night Audit procedure is to back up the Check-Inn software. By default, Check-Inn
is setup to automatically backup once a day, however we recommend setting this to twice a day. If it
is not, please call Innsoft Technical Support during normal business hours for help getting the second
backup turned on.

Note: In addition to the automatic backup, a manual backup should be performed to an external
drive. This should be done nightly at the end of the night audit procedure. For assistance with this,
call Innsoft Technical Support during normal business hours.

Additional balancing tips

It is recommended to run the Monthly Financial Report periodically during the Night Audit procedure
and compare the ending balance of one day to the beginning balance of the following day — the two
balances should ALWAYS be the same. For example, the ending balance for the 1st of the month
should be the beginning balance for the 2nd of the month. Check this periodically to make sure your
Daily Financials are in balance. If you find that the two balances are different, you will want to print
both financial reports for the days in question and compare the ending balances of each guest on the
first day to the beginning balance for each guest on the second day. When you find the entry that is
different, you may need to address that issue in Daily Audit. If you are unsure of how to correct the
situation leave this for your management or call Innsoft Tech Support during normal business hours
for assistance.

Use the Advanced Shift Report for researching balance issues, missing reservations and any other
issue that you need help with.

Note: If you make corrections to the Daily Financial Report by making changes in Daily Audit, take
note of the day you made changes on and be sure to reprint the Daily Financial Report for that day,
after making these corrections. When you make changes in Daily Audit for past days, you are
effectively changing the past and voiding reports that you previously printed. It is important that you
reprint the Daily Financial Report for the day in question in order to make sure you have accurate
information on file.

If you have questions about any of the above, please call Innsoft Technical Support during normal
business hours (7TAM-4PM, Mon-Fri, PT) at (503) 643-8162. Service Contract required for support.
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Appendix Check-Inn

Section 1 — Transaction Detalls

The first section of the daily report is a detailed listing of all guest-related transactions posted during
the date of the report. It is important to remember that a report ‘day’ starts and ends at close-out time.
The close-out time is set in Change Settings. Use the following equation to check the balance of each
transaction:

Balance Due Yesterday + Total Charges — Total Payments = Balance Due Today

The sum of all guests’ ending balances, plus the NET Advance Deposit activity for the day should
equal the Guest Ledger Ending Balance. The Guest Ledger Ending Balance is the total amount owed
by checked-in guests and is located in the Summary Section of the daily report (see Summary
Section below).

Sum of Guest Balances + Deposits Made = Guest Ledger Ending Balance
The net Advance Deposit activity can be found by subtracting the total deposits used from the total
deposits made.
Section 2 — Miscellaneous Breakdown
This section lists the total guest-related charges for each of your property’s sales categories on the
date of the report. The total of this section should equal the sum of the Misc. column in the details
section.

Section 3 — Occupancy Summary

The occupancy summary lists the number of days included in the report, the total number of rooms
occupied for these days, the percentage of rooms that were occupied for these days, and the
Average Daily Rate for this period. If conference rooms were rented, a separate line will be added to
describe this activity.

Section 4 — Tax Exempt Summary
The tax exempt summary lists the number of days included in the report, the total number of tax

exempt rooms on this date, and the total room rental that has been exempted. If a partial tax
exemption was made on this date, the activity will be separated in this section.
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Appendix Check-Inn

Section 5 — Cash Register

This section lists details for transactions that are not related to checked-in guests. Charges, payments
and taxes each have separate breakdowns and totals. If there are no cash register transactions on
the report date, the section is removed. The section should balance with the following equation:

Total Charges + Total Taxes = Total Payments

Section 6 — Tax Breakdown

This section is an overall breakdown of taxes charged on the date of the report. This section includes
cash register taxes and taxes charged to guests.

Section 7 — Billing Report

This section lists the billing activity for the date of the report. The total payments made to billing in the
transaction detail should equal the Billings Made. Payments made in Accounts Receivable are listed
in Billings Paid. Net billing describes the change in the billing balance on this date.

Section 8 — Advance Deposit Report

This section contains the activity for the report date and for the month up to, and including, the report
date. There is also a listing of the deposits made, deposits used, and no-shows. The following
equations can be performed on the Today line as well as the Month-to-Date line:

Net Deposit Activity = Deposits Made — Deposits Used Deposit Balance

+ Deposits Made — Deposits Used
= New Balance
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Section 9 — Summary Section

The summary section totals the guest activity and cash register activity for the date of the report as
well as for the month up to, and including, the date of the report. The Today and Month lines in the
summary section can be calculated using the following equation:

Start Balance + Total Charges + Deposits Made - Deposits Used - Total Payments
= Balance

Be sure to use the month-to-date net advance deposit activity when calculating the month
summary line!

Section 10 — Accounts Receivable Summary

This section lists the credit card activity for the date of the report, as well as the billing activity for this
date. Your settings in Check-Inn will affect what appears in this section.

Credit card types that are set for Direct Deposit will record a payment equal to Today’s Net in the
Payments Received column each day. These credit cards types will always show a Balance Today
and Balance Yesterday of $0.00. If the card type is not set for Direct Deposit, Check-Inn will record
only the payments entered into the Credit Card Audit and will keep track of the balance owed on that
card type. The discount percentage of each card type will determine the amount deducted from
Today’s Charges on the report. You can view or change these settings in (8.) Change Settings, (5.)
Credit Cards & Phone Limit. The following equations are used in the credit card summary:

Today’s Net = Bal Yesterday + Today’s Charges — Discount Balance Today = Today’s Net —
Payment’s Received

A Total Cash Collected entry will appear at the bottom of the daily report if a cash payment has been
received to settle an accounts receivable entry. This amount includes both the cash accounts
receivable payment and the cash total from the Summary section of the daily report (above).
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Section 1 — Daily Activity

The first section of the monthly report is a listing of the overall activity for each day within the month.
The entry for each day should match the summary line on the daily report for that day. The ending
balance on each day within the month should match the beginning balance of the following day. Use
the following equation to check the balance of each day’s entry:

Beginning Balance + Total Charges — Total Payments = Ending Balance

The ending balance on the entry for the last day of the month should equal the Guest Ledger Ending
Balance for the month. This should match the ending balance listed for the month in the Summary
section of the monthly report (see Summary Section below).

Section 2 — Miscellaneous Breakdown

This section lists the total guest-related charges for each of your property’s sales categories for the
month of the report. The total of this section should equal the sum of the Misc. column in the details
section.

Section 3 — Occupancy Summary

The occupancy summary lists the number of days included in the report, the total number of rooms
occupied for these days, the percentage of rooms that were occupied for these days, and the
Average Daily Rate for this period. If conference rooms were rented, a separate line will be added to
describe this activity. Rooms rented by the week, month, or package are not included in these totals.

Section 4 — Rooms Rented

This section details the total number of rooms rented on each day of the month. Conference rooms
and rooms that are marked as Not-Occupied will not be included in the totals listed in this section.
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Section 5 - Tax Exempt Summary

The tax exempt summary lists the number of days included in the report, the total number of tax
exempt rooms during this month, and the total room rental that has been exempted. If a partial tax
exemption was made in this month, the activity will be separated in this section. Tax exempted room
rental is included in the total listed in the report summary.

Section 6 — Tax Breakdown

This section is an overall breakdown of taxes charged during the month of the report. This section
includes cash register taxes and taxes charged to guests.

Section 7 — Billing Report

This section lists the billing activity for the month of the report. The total payments made to billing in
the daily activity detail should equal the Billings Made. Payments made in Accounts Receivable are
listed in Billings Paid. Net billing describes the change in the billing balance on this date.

Section 8 — Advance Deposit Report

This section contains the activity for the month of the report. The following equations can be
performed on the monthly activity line:

Net Deposit Activity = Deposits Made — Deposits Used Deposit Balance + Deposits Made — Deposits
Used = New Balance

Section 9 — Summary Section

The summary section totals the guest activity and cash register activity for the month of the report as
well as for the year up to, and including, the month of the report. The month and YTD lines in the
summary section can be calculated using the following equation:

Start Balance + Total Charges + Deposits Made - Deposits Used - Total Payments
= Balance

You must calculate the year-to-date advance deposit activity in order to use this equation on
the year-to-date summary line!
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Section 10 — Accounts Receivable Summary

This section lists the credit card activity for the month of the report, as well as the billing activity for
this month. Your settings in Check-Inn will affect what appears in this section.

Credit card types that are set for Direct Deposit will record a payment equal to Total Net in the
Payments Received column each month. These credit cards types will always show a Balance and
Previous Balance of $0.00. If the card type is not set for Direct Deposit, Check-Inn will record only the
payments entered into the Credit Card Audit and will keep track of the balance owed on that card
type. The discount percentage of each card type will determine the amount deducted from Total
Charges on the report. You can view or change these settings in (8.) Change Settings, (5.) Credit
Cards & Phone Limit. The following equations are used in the credit card summary:

Today’s Net = Bal Yesterday + Today’s Charges — Discount Balance Today
= Today’s Net — Payment’s Received

A Total Cash Collected entry will appear at the bottom of the monthly report if a cash payment has
been received to settle an accounts receivable entry. This amount includes both the cash accounts
receivable payment and the cash total from the Summary section of the monthly report (above).
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EMV Check-Inn

EMV

Click here to access the EMV Setup and User Guide.
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