ASI FrontDesk 6.0 Startup Guide

QUICK STARTUP GUIDE

We strongly recommend the first time users to go through the quick start up guide. This
enables the user to carry out basic operations without in-depth knowledge of the software.

After successfully installing ASI FrontDesk 6.0, you will see the following icons on your
desktop.

@ Double Clicking on it will direct you to the Login screen of ASI FrontDesk.
#51 FrontDesk:

6.0.0

&) Double Clicking on it will direct you to the Login screen of ASI FrontDesk

a5l FrontDesk  CONfiguration.
Configurati, ..

2] Double clicking on it will direct you to the Home Page of Anand Systems Inc.,

Anand Systems  fondly known as ASI.
Inc Home Page

Visit us at http://www.anandsystems.com or write to us at support@anandsystems.com or
for any of your queries or technical support, you can come online right away at our 24x7
LIVE SUPPORT CHAT on http://anandsystems.com/chat and talk to our Technical Support
Personnel.
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The Setup wizard will start executing. Here, you need to enter the password for the Admin
user.

{m} Initialize ASI FrontDesk £3

Admin Password

Desk User Admin
Password |

Verify Password

OK Cancel

The following welcome screen will appear after the successful completion of the Setup
process.

(s} ASI FrontDesk Configuration Wizard E3

ASI FrontDesk Configuration Step 1 of 11

Congratulations, you  have successtully installed ASIFrontDesk!
The ASTteam thanks yvou for consicering ASI FrontDesk for your
property front desk autamation reguirements.

i f
JHJ jjumm ASL FrontDesk requires that vou go thraugh this step by step

wizard to configure your property. With this wizard you can enter
the Property Information, Unit Trpes, Plan Types, Taxes etc. as this
infarmation is required befare you can cdo the normal activities like
the Check-In and Chede-Out and more,

Fonficanratio
SONTIGUration

After completion of this wizard, you will be presented with Unit
Operations form. Please add a few units before trying out various
features of this software.

At any timevou can add, modify or delete any of the
infarmation that you will add using this wizard, Expeded time to
finish the wizard is 5-10 minutes. To continue please click on Mext

button, to cancel the wizard please click on Cancel button,
Close Mext = >
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Please read the above text and click on the Next button to continue.

{w) ASI FrontDesk Configuration Wizard E3

Business & Localization Info. Step 2 of 11

Type of Property

Country United States -

HOLFTONTIESK

- i o Country Short Mame | LISA
S OonTIguration

Currency 5
State/Province Title | State

Zip/Postal Code Title | ZP

Occupancy Tax Ocoupancy Tax
Cther Charge Tax Other Charge Tax
Unit Title Room
Plan Type Title Rate Type
Guest Title Guest
Close <« Back Mext ==

The fields on this form are for how you would like the fields to be displayed. For example,
in the USA each state is called “State” while in Canada they are called “Province”. So for
Canada, you would want to replace default value of State to Province. Please click on NEXT
button once you are done with making all changes.

Note: You will enter several values within the steps of this Wizard. If you are not sure about
certain values, don’t worry. You will be able to change these values any time after
completion of this Wizard. All configuration settings can be changed as many times and any
time.
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. {m} ASI FrontDesk Configuration Wizard £3
Application Features Step 3 of 11
General
¥ Group Operation | Reservation | Booking
.! -Ll I j | I | I . F ¥ Shift Operation |Wf| Business Source | Payment Transfer
Configuration | Detailed Tax ¥| Multiple Currency
Images
¥ Smoking Image W MonSmoking Image
V| PetImage ¥ Handicapped Image
Others
Micro Unit
| Automatic Rent Posting for Stay Cvers
Close << Back Mext = >
General
Please select the application features you would like to use in the software in this area.
Images
In displaying rooms or units, the software can display images and hence make it easier for
you to recognize them. Please select images you would like to be displayed on screen in this
area.
Others
Micro Unit is particularly helpful if you plan to rent units within a unit individually. For
example, if you are operating a hostel, and you rent individual beds in a room, you would
want to turn on this feature. You can also name your Micro unit as Bed as shown in this
screen.
Click on Automatic Rent Posting for Stay Overs if you wish software to add a day of rental
automatically to guests staying over.
Please click on NEXT once you are done making changes to this form.
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{m) ASI FrontDesk Configuration Wizard

Property Information

Mame

Address
i I
RO FTONIIESK
Conftiguration
¥ = - City, State
Zip, Country
Phane, Fax
E-Mail

UEL

The Gateway

35 East 10th Street,
Suite F,

Tracy

95374

1.500.431.4736
info@anandsystems.com

woanw, anandsystems.com

Califarnia

LISA

™

£3

Step 4 of 11

1.800.431.45149

<< Back

Mext = =

On this form, please add all property related information requested. Please note that all
information entered here will be displayed on reports and notifications to your guests and

vendors.

You can also add a logo for your property. This logo will be printed on folios and reports.

Please click on NEXT button once you are done making changes to this form.
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__J

{m) ASI FrontDesk Configuration Wizard £3

Room Type Step 5 of 11
Short Mame | Add !
Mame . E Delete
[ Gonfiguration Short Mame | Room Type Name Calor
MEK MOM SMOKIMG - KING
MsD MOM SMOKIMG - DOUBLE
5K SMOKING - KING
5D SMOKING - DOLUBLE
AFT APPARTMENT

Example: Deluxe, Super Deluxe, Suite etc, |

Close == Back MNext > >

k- - __J

In this form, you will specify all Room Types you have. Each Room Type is characterized by
a short name and a full descriptive name.

Short Name will be used on reports. As a general rule of thumb, each short name should be
as small as possible and still retain its uniqueness.

Enter a short name and full name. Click on M- and specify the background color for this
room type and then click on ADD button. Repeat the process for each type of rooms you
have.

Note: If you add a room type by mistake, you can select the room type by clicking on it and
then click on DELETE button to delete the room type.

Please click on NEXT button once you are done making changes to this form.
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=h

{m) ASI FrontDesk Configuration Wizard £3

Rate Type Step 6 of 11
e 1
Short Mame
MName [ Add
; : f
.Lbjj j.j‘LLLu—]Ld:j-ﬁ Days Daily - Delete
Sontiguration
. Short Mame .RateT}'pe Mame
Daily
WALEK Wall In
Bed Best Available
CORP Carporate
GOy Government
RAIL Military
INT Internet
OTARR OTA Met Rate
OTA OTA
Close <= Back Mext > =

-

Please click on NEXT button once you are done making changes to this form.

Note: If you add a Rate Type by mistake, you can select the Rate Type by clicking on it and
then click on DELETE button to delete the Rate Type.
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™

{m) ASI FrontDesk Configuration Wizard E3
Room Type Rates Step 7 of 11
Rate Type Base Rate| Extra Adult| Extra Child
King Mon Smoking

FLACE z2a0 100 S0
hj]jj” ”||'ij '5 Daily 50 25 15
Cloliiits il shiter gy (Monthly 1500 100

Close << Back Next > >

Enter Room Type Rates on this form. Each room type can be defined a rate. The rate you
specify will be applicable to all rooms of this type. You can also enter rates for Extra Adult
and Extra Child for each type of room. Later on, when you add rooms, you will be able to
specify the base occupancy information for each room.

Please click on NEXT button once you are done making changes to this form.
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. {m) ASI FrontDesk Configuration Wizard £3
Building Step 8 of 11
Mame | Add
Description Delete
Aol FIONINESK
Lontiguratiorn Building Name Description
The Gateway
Close << Back Mext ==
Note: The system will automatically add one building with the same name as your
property. You can add more buildings and delete the default building added by the system.
Note: If you add a Building by mistake, you can select the Building by clicking on it and then
click on DELETE button to delete the Building.
Please click on NEXT once you are done making changes to this form.
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=h

{m) ASI FrontDesk Configuration Wizard £3

Floor Step 9 of 11
—
Mame 5F
Description | 5econd Floar Delete
ASLETONDESK
Conficquration Floor Mame Description
| = First Floar

Second Flaor

Example: Ground Floor, 1st Floor, 2nd Floor efc,

Close == Back MNext > >

= __

The software allows you to add floors in your building. This is particularly helpful when

dealing with multi floor properties. It also quickly allows you to see vital rental information
floor by floor.

Please click on NEXT button once you are done making changes to this form.

Note: If you add a Floor by mistake, you can select the Floor by clicking on it and then click
on DELETE button to delete the Floor.
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™

(s} ASI FrontDesk Configuration Wizard E3

Tax Setting Step 10 of 11

Occupancy Tax

ccupancy Tax 3.500 =

Jﬁ_l j i | | I I | I 'i":j rs Occupancy Tax 2 |4,5.:|.:| 3
Configuration Occupaney Tax / Day 1500 ¢
Occupancy Tax / Stay 0.000 <

Occupancy Tax Charges = [Room Rent * Occupancy Tax Rate ) / 100

Other Charge Tax

Other Charge Tax 10,000 =g

Other Charge Tax Charges = [{Charge Amount * Cther Charge Tax R..

Close << Back Mext ==

ASI FrontDesk offers comprehensive definition of tax values. In this form you can quickly
setup two types of occupancy taxes, two types of flat rate taxes and one type of sales tax.

Note: Occupancy taxes are applicable to rental charges or stay period.

Note: Sales tax is applicable to items you sell in the hotel, such as post cards or souvenirs.

Please click on NEXT button once you are done making changes to this form.
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{m} ASI FrontDesk Configuration Wizard

ASI FrontDesk Configuration
|

™

£3

Step 11 of 11

Yau have completed the basic setup of vour property, Mow you
will be presented with Room Operations farm. Please enter few
Fooms beforeyvou begin to explare various features of this

-',ﬁ_lj || || 3 software,

Gonfiguration 'I'I'|-e|'-e_:-||'-e many other _-.'I-efal.llt settings that yvou may wish to change

¥ > also, Continue explaring the software and cansult the help
clocumentation if you require further assistance, Alternatively you
may contact ASI Suppaort staff the contact information is available

on Product Support under Help Saction.

Close << Back

This completes the Configuration of your property.

Click on the FINISH button to end up with the Configuration part.
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You will be then redirected to this page, wherein you need to Add Rooms.
oom| {ml RoOOM X
Shar... Fioom Information A
Add Room Room Properties Floor
Floor
Shart Mame || Room Type |MOMN SMOKIMNG - KING < Flaar
Mame Building Anand Systems Inc. - Floor
L : Floor
Description Appearance (@ Physical Room
Flaar First Floor - Floor
Floor
Create From | 3/ 2/2011 % Active W Allow Hourly Ren... Flaor
Allow Smoking Handicapped Room? Flaor
Allow Pets Include in Occupancy W Flaar
Miscellaneous Floor
Amenities Add | |Image Add Del floor
Flaor
Floor
ar
W
35 Recordf
Ef E Save Save & Close Cancel lase
The Name is a compulsory field whereas the Description is an optional field. You need to
select from the available options above which apply to your Room.
Clicking on SAVE button will save the information and again a blank page will appear
wherein you need to enter the details of other rooms which you need to add.
Clicking on SAVE & CLOSE button enables you to Save the information of the room and then
close the Add Room window.
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Below given list shows the listing of all the rooms created.
. {m} ROooms EZ
Shor... | Room Mame Description Room Type Floor A
11a MO SMOKING - DOLUBLE First Flaar
117 MO SMOKIMG - DOUBLE First Floar
118 MO SMOKIMNG - DOUBLE First Floar
1148 MO SMOKIMG - DOUBLE First Floar
120 MO SMOKIMNG - DOUBLE First Floar
201 SMOKIMG - DOLBLE Second Flaar
202 SMOKIMG - KIMNG Second Floor
203 SMOKIMG - DOLBLE Second Flaar
204 SMEOKIMG - KIMG Second Flaar
205 MO SMOKIMNG - DOUBLE Secand Floar
200 MO SMOKIMG - KING Second Floar
207 MO SMOKIMNG - DOUBLE Secand Floar
205 MO SMOKING - KING Second Flaar
2048 MO SMMOKIMNG - DOUBLE Second Floar
210 MO SMOKING - DOLUBLE Second Flaar 7
35 Records.

E B = Add Edit Copy Delete Close
Apart from the window of Add Rooms which appears first as soon as you complete the
Configuration form, you can Add new rooms, Edit the existing room details, Copy multiple
rooms at once and delete multiple rooms at once.
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Herein you can Edit the details of an existing room.
{m} ROoOm EX
Room [nformation
Edit Room Room Properties
Short Mame | Room Type |MNON SMOKIMNG - KIMNG * G
Mame 109 Building
Description Appearance
Flaor
Create From Allowe Hourly Ren...
Allow Smoking Handicapped Room?
Allow Pets Include in Occupancy
Miscellaneous
Amenities Add Image Add
Save & Close Cancel
Clicking on SAVE & CLOSE button enables you to Save the information of the room and then
close the Add Room window.
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Here at this step you can create multiple copies of a single room as well as you can create a
whole new floor by copying an existing floor.

Shor... | Room Mame Description Room Type Floar S
- T

{m} Copy Rooms &3 Floar
Copy Room Copy Building / Floor Flaar
Source Room Information Target Room(s) Information Floar
Flaar

Building Anand Systems Inc, = Building Anand Systems Inc, - .
Flaar
Floar Second Floor - Flaar M- - Slaor
Room Type |MOM SMOKING - DOUBLE - From 32201 v Floor
- Floar

Room Mon Smoking - | (220 -

Flaar
Rate Type | Rate Type Plan Days Rate | BENEY Specific Rooms “laar
Daily RACK 59,93 From To Floar
Walk In RACK 59.99 Specify range for Room Names Flaar
Best Available  RACK 59,949 Elaor
7 Carporate RACK 5999 loar

ar

w
Make Rooms Close
35 Record
e =
EENE] Add Edit Copy Delete Close

You can create a series of rooms by specifying a range of Room numbers or alternatively
you can also specify random room numbers separating each of them by a comma ().
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This is the list showing all the existing rooms.
i ™
{mj ROOMS £3
Shor... | Room Mame Description Room Type Floor S
11a FOM SMOKIMG - DOUBLE First Floar
117 MOMN SMOKIMG - DOUBLE First Floar
1138 FOM SMOKIMG - DOUBLE First Floar
1149 MOMN SMOKIMG - DOUBLE First Floar
120 MOR SMOKING - DOUBLE First Floar
201 SMOKIMG - DOUBLE Second Floar
202 SMOEING - KING Second Floor
203 SMOFKIMG - DOUBLE Second Floar
204 SKIOKIMG - KIMG Secand Floar
205 MO SMMOKIMNG - DOUBLE Second Floor
206 MOM SMOKIMNG - KING Secand Floar
207 MOR SMOKING - DOUBLE Second Floar
208 MO SMOKIMG - KING Second Floar
209 MOR SMOKING - DOUBLE Second Floar
210 MO SMOKIMG - DOUBLE Second Floar
w
35 Records.
EENE] Add Edit Copy Delete Close
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The deletion of rooms is made easy as you either select a single room or mark multiple
rooms for deletion on a single click.
ASIF Desk C atio X
Shar.. | Room Mame Drescription Room Type Building Flaar
101 101 Eing Mon Smok...  The Gateway GF
102 102 King Mon Smaok...  The Gateway GF
103 103 King Mon Smak... The Gateway GF
104 104 King Mon Smaok...  The Gateway GF
105 105 King Mon Smak...  The Gateway GF
1as 104 : . The Gateway GF
" " ASI FrontDesk Configuration ¢ ey -
107 107 The Gateway GF
108 108 ?r/ Areyou sureto delete the selected recardis)? The Gateway GF
109 109 h The Gateway  GF
110 110 The Gateway GF
Yes Mo _
w201 201 The Gateway FF
W o202 202 King MHon Smal .. The Gateway FF
W 203 203 King Mon Smaok...  The Gateway FF
w204 204 King Man Smak...  The Gateway FF
+f| 205 205 Eing FMon Smok... The Gateway FF
15 Records.
E B = Add Edit Copy Delete Close
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After closing the Add / Edit Room window, this is how the main screen of ASI FrontDesk

Configuration appears to be.

Bl [ = aslFrontDesk Configuration [Beta Version: 6.0.12.031 - 01 Aug, 2010]

Property Configuration Options Help

@ % % ‘ ﬁju\,n«:nRentm' statusSetnng'QOruenng 3: '; @gé,”?

Anand Systems Inc,. = & 22

T -G

Information Tax Building Floor Room Room Amenities Properties Auto. Arrange Type Season | Room Bed As;
Type a D 3 % = y Rate Rate
Business | Floor Plan | Room | Bed | Rate Type | Phone Extension |

Anand Systems Inc. - Ground Fln.l

Nl S S S

o' Jlo’
®

&
®

o HL

.
|

Twin 1 Twin 2 Twin 3

{ Garden

A& A& Sl
Lzer Admin | Warking Date:  Thu, August 05, 2010 | System Date: Thu, August 05, 2010 | Technical Suggor‘t| Anand Systems Inc,

This is how the main screen of ASI FrontDesk Configuration will appear after you are done

with creating all your rental & non-rental units giving .
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When you click on the Property tab, you get the following options.

Property | Configuration  Options Help

/D \5‘/6 ‘3 ? ﬁ #%, Mon-Rental | @ Status Setting 4} Crdering ﬁ ==Y 3?
. /(1 ;3; y g g = :
Information Tax Building Floor Room Room D Amenities D Properties Type Season | Room
Type Rate
Business Floor Plan Room Bed Rate Type

Phone Extension

Wherein you can add/edit/delete the Property details, tax details, Building details, Floors,

Non-Rental Units, Amenities.
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PROPERTY INFORMATION

(m} Property Information 53

Property Information

Name Anand Systems Inc/

Address 35 East 10th Street, Suite F,
Add
City, State Tracy Califarnia
P, Country [95376 LISA
Phane, Fax 1.800.431.473a 1.500.431.45919

E-Mail, UEL info@@anandsystems.com www.anandsystems,com

LA
=1)
m
]
=]
I
m

Here you can edit the details available above.. For example Image is not added here for the
property.. We can just hit add and then browse the path of the image and then save it..

. (m} Property Information £3

Property Information

Mame Ananc Systems Inc
Address 35 East 10th Street, Suite F, -

Remave
City, State Tracy Califarnia
7IP. Country  |95376 LISA
Phone, Fax  |1.800.431.4746 1.800.431.4919

E-Mail, UEL | info@@anandsystems.com |www.anandsystems.com

! o

Clicking on Save button will save the above information (if edited) and the image will be
saved which inturn will be displayed on all the Reports/Folio(s)/Bill(s)/Receipt(s).

ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011 Page 22




ASI FrontDesk 6.0 Startup Guide

TAX DETAILS

Tax Information

From Date Ty - Other Charge Tax {3)
{m} Add Tax Information For Date : B/6/2010
§/5/2010 0.000

Tax Applicable From
ccupancy Tax Rate

Occupancy Tax Fate % Exempt After Days

(e

Hecupancy Tax / Da Exempt After Days

e

Dccupancy Tax o/ Stay
Other Charge Tax Rate

Other Charge Tax Rate %

Save Save & Close Cancel

T awx Detail M aster Add Edit

Close

Here in the above image, you can ADD, EDIT and DELETE taxes.

Tax Information

From Date T . B Other Charge Tax (36)
{e} Add Tax Information For Date : B/6/2010 £3
8/5/2010 0.000
Tax Applicable From
Occupancy Tax Rate
Oeccupancy Tax Rate 10,000 % W Exemipt After Days 30
Oecupancy Taw /A Day 1.500 ¢ V| Exempt After Days 30
Occupancy Tax / Stay 0.000 §
Other Charge Tax Rate
Other Charge Tax Rate 10| =
Save Save & Close Cancel
I d
Tax Detail Master Add Edit Close
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Here whenever you add a new tax rate or edit the existing tax rates, you will get the below
displayed message on the screen, implying that the new tax rates added or edited shall be

applicable wef from the next time you create a new day.

Tax Information
From Date T B - EE. Other Charge Tax (%)
8/6/2010 e 10,000
1/1/20140 /520 Tax Applicable Fram 0.000
Occupancy Tax Rate
Dccupancy Tax Hate 10.000 3% ¥ Exempt After Days £
M A5l FrontDesk Configuration 30
Decupa D] The taxes will be applicable From '8/6/2010° onwards.
\_‘_0
’ Do you want to save the changes?
Other Char,
b M
Other Ch [oves JL me |
Save | Save & Close Cancel
T aw Dietail b aster | Add | Edit Close
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LOGIN

ASI Front Desk starts up with the Login screen as below.

Licensed To:

Anand Spztems o
Tracy Ch
LISA,

ASI| FrontDesk

Yersion: 6.0.14.017 [02 Oct, 2010]

User Mame; A._'|mi|'||
Password:
Lamguage: English hd
Login Close

b

Anand Systems Inc
Fusiness Sortvare Expens

Here by, in order to start using the software put in your login credentials with selecting

your preferred language from the list.

The ASI FrontDesk main screen gets displayed as shown below.
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NEW DAY
This is the first and the foremost thing which you need to do when you start your day at the
property. This button is located in the FrontDesk tab.
3}3) i;, li *5] Block Date 3“‘ |#}, Database L.} E?. : 5 @C? t;"f} # Find : t?-:‘g
Walk-In Group | Reservation gy Edit/Delete | CTOUP ) Edit/Delete Ledger Late W/Maint Change Comment | @y pefresh | Mew Day | Settings
Checkout | Rooms Status :
Wizard Reservation Group Guest Room Back Office
To create a new day, click on the New Day icon which displays the below given
window wherein you get the New Day section on the left part as well as the Night
MewDay  Audit section on the right part.. It also prints the Night Audit Reports with it..
t;jl New Day = |
EJ Calendar 11/2/2010 | Guest Ledger As On 11/2/2010
Movember 2010 gJ In House (0) [To Check Out (0] | Checked Out (0] | Reservation [0)|| Booking (0)| Cther Charges
Sun Mon Tue ‘Wed Thu Fi o Sat Mame Floor Room Bed Folio # # Of Guest Date In Date Out
1 [z 4 5 &
7 g 3 10 11 12 13
4 1% 16 17 18 19 20
A2 23 04 B’ w™ X
28 23 30
System Date: 11/2/2010
Task
W Automatic Database Backup
ChDocuments and Settings Browse
W Automatic Print Reports
W Auto CheckOut Stay Ower
W Mo Show Reservation
* Double - click on any record for more operations.
Building Dicar - Print Reports Mew Day Close
Donot forget to checkmark the Automatic Database Backup feature. It relieves you from the
hassle of taking regular backups at regular intervals. Checking the Auto CheckOut StayOver
automatically checks out the guests whose check out date matches current working day
and amount balance is zero on creation of New Day.. In this way creating a New Day does
performs four tasks at once namely:
1. New Day
2. Night Audit
3. Database Backup.
4. Automatic CheckOut of Stay Over Guests.
ASI FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011 Page 27
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WALK-IN WIZARD

The Walk-in Wizard guides you through the process of checking in a guest. It is a step by
step procedure which we shall below:

99

Walk-In

This is the Walkin Wizard which you get to see after clicking on the above highlighted

button:

Step 1:

(m) Walk In £3

(]
]
]

Guest Inf... Search -

m

Full Name.. John Doe

.'JHJ Eill ”'Iﬁ r! Company.. |
Illﬂt’“'l

Contact Information :: Home ~ | |¥f Primary

Home Phone.. |- | 123.456.7890

Home &ddre.. - 5T GEORGE STREET

TRACY
¥ A 95376 ¥
4 UMITED STATES
- Home E-Mail.. - | |johndoe@gmail.com

Close < < Back MNext > >

You need to fill in the guest information whichever applicable to the guest as shown in the
above image and then click on the Next >> button.
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Step 2:
This is the next step after filling in the guest details.. The guest’s document (ID proof) and
vehicle information.
Documentation C I Y
[ ]| Document Type Document Mo,
You can fill in the details like the guest’s Credit Card, State ID, Passport, Military ID & the
Driver’s License in the Documentation Section..
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Step 2:

Whereas the Vehicle details in the Vehicle Information Section.

Vehicle

| vehi. Make Wehi. Madel

1 BMW 1-5ERIES

You can add the details of any section just by clicking on the Add & button
You can edit the details of any section just by clicking on the Edit :'ﬁ button

You can delete the details of any section just by clicking on the Delete E button

Just click on the Next>> button to proceed on to the next step.
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Step 3:
Herein, you need to select the stay day(s) for the guest..
| (o) Walk In 52
Stay Information Hourly Rental
' Description  Stay Description / Season Info / Block Date Info.
'bjl_”l] |!I|'¢j. '! Date In B/ B/2011 v | D241 M 5
izarn Mo.OfDays |6 =
Date Out 02:41 AM %
Y
Close << Back Mext > >
L -
The Check Out date will be displayed automatically depending upon the number of stay
days.
Click on the Next>> button to proceed on to the next step.
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Step 4:

Room Allocation:

| (o) Walk In 52

Room Information

' Building Anand Systems Inc -
AL ETONMTUESK Floor First Floor .

'|'|rr.|||| Room Type  MOM SMOKING - KINE -
Room 10 - &
Comment
Flan Type Daily =
-+ #£0fGuest |1 =
oo - ........ e

Herein, you need to allocate the room type, room and the rate type to the guest.

Click on the Next>> button to proceed on to the next step.
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The last & final step to finish the wizard.

Here you just need to have an overlook on to the details of the guest which you have

[y walk In

AOLETONTUESK

-~

wizar

oy

Summary
Mame

Hame

Dateln

Date Qut

Ma, of Days
Fate Type
Builcling Mame
Flaar Mame
Foom Type
Faam Hame

= of Guest

ASI FrontDesk 6.0 Startup Guide

Dretails

Jlahn Dae

5/5/2011 2:41 AN
5/10/2011 2:41 AM
5

Daily

Anand Systems Inc
First Flaar

FOR SPOKING - KIMNG
101

1

<< Back

provided from the Step 1 to Step 4. And then Click on Finish to complete the Walk-In
Wizard to Check-In the guest.
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This is the Check-In window, which appears after you click on the Finish button, wherein
you just need to confirm the details and rate type and click on the Check-In button to check-
in the guest in to the room.

IE;jl Reserved [R-3164, By: Admin (3/2/2011 3:02 PM]] E3 '

Stay Information Miscellaneous Information Franchise Folio # Falio # 1
Guest Search Stay, Room & Plan Information Lock Reservation
Fuall Mamm e May 05, 11 [Thursday] - May 10, 11 [Tuesday]
Company. B B2 w0 || Z41aM % | Days 5 3 241 A 5
Business Source. | | --MN/A-- - Building Anand Systems Inc - Rent 60.00

Contact Information :: Home * | [&] Primary Floar First Floor - Total Rent 300.00
Home Phone.. |- | |123.456.7890 Room Type |[MNOM SMOKIMNG - KINC - Tax 39.90
Home Addre... |« | |ST. GEORGE STREET V| Room 101 - BF Total Rental 339.90

TRACY Comment 0.00

CA 95376 ¥ Discount 0.00

UNITED STATES Rate Type  Daily =1 Total Charges 339.90

Home E-Mail.. = | |johndoe@gmail.com s0fGuest 1 2 Pavments 0.00

Documentation 4 CC Autharized 0.00

Daocument Type Document Mo. Status UnConfirmed - Balance 339,90
Creclit Card 000 X000 X000E- 3592

Guest | InHouse | Check-In || Check-Out Payment | Special Request

CheckIn - Update Print - Close

This completes with the Checkin process for a guest through the Walk-In Wizard.
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CHECK IN A GUEST

For Checking-In a guest just click on any of the Vacant Rooms and then you get to see the
below given detailed Check-in interface. Herein, you can enter all the details pertaining to
the guest as well as the Rent details. You can enter the shared guest details with the help of
the Miscellaneous Information tab which follows next.

™y

{2 Check In £
Stay Information Miscellaneous Information Franchise Folio # Folio # 050511031433
Guest Search Stay, Room & Plan Information Lock Reservation
Full Mame-.. Doe John May 05, 11 [Thursday] - May 07, 11 [Saturday]
Company.. B/ BA2011 % | 314PM S | Days (2 3 1200 P =
Business SoUrce. | | --M/A-- - Building Anand SystemsInc,. - Rent 75.00
Contact Information :; Home « | [ Primary Floor First Floor - Total Rent 150.00
Home Phone.. |- Room Type |MOM SMOKING - DOU - Tax 19,96
Home Addrea |~ ¥| Room 117 = [ | | Total Rental 169.98
Comment 0.00
¥ Discount 0.00
UNITED STATES Rate Type |Daily -1 Total Charges 169,96
LS £ Of Guest Payments 0.00
Documentation ] H.E.Freq. |1 2% Days. CC Authorized 0.00
Document Type Document Mo, Status UnCanfirmed - Balance 169,96
Guest | InHouse | Check-In || Check-Out Payment | Special Request
Reservation |~ CheckIn = Close

Thus, this interface lets you have all details like the Guest Info, Stay Info & the Rent Info at
once.

The details could be fed in to the software through just swiping either of the documents
like Driver’s License, Credit Card or even by scanning the documents like State ID, Passport
or the Driver’s license.
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The Shared guest information is to be filled in from here. . By clicking on the “ inline to
the Shared Guests text which in return opens up a new window somewhat similar to the

Checkin window for filling up the details for the other guests sharing the room.

{ N
Stay Information | Miscellaneous Information | Falio # 111110014210
Vehicle Information = 2 | Shared Guests rﬁ? 4
|“‘r‘5hi'w () Shared Information x J
Add Guest Search Swipe
| Full Mames | Documentation = -
Document Type Document Mo, |
Do Mot Re Cl:umpar'r_\..'...
® Mo
DMR Reaso -
Contact Information :: Home - | || Primary
Home Phone.. |-
Home Addre... |~
Room Turn
v N
LISA
Mews Pape
Mews. Home E-Mail... |~
Copy Address... Business Home Other
Save Save & Close Cancel
Reservation |~ CheckIn |- Close

Herein, you need to enter the additional guest details who share the room.. The filled in

Shared Guest Information looks as given below:
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The filled in Shared Guest Information looks as given below:

{ »
Stay Information | Mizcellanesus Infarmation | Falio # 111110014210
Vehicle Information =) 2 | Shared Guests @ - 4
|VE"“'N () Shared Information x J
Add Guest Search Swipe
Daocumentation =" S
Full Mame... Ir. Anclrew Rayner —
Document Type Document Mo, |
Do Mot Re cDmpan}'m
® No
DME Reasq -
Contact Information ::|Home - V| Primary
Home Phone.. |- (2612781056
Home Addre... |=| 1452, Ellis Bridge
Room Turn| Cambridge
Landan ¥ j
LISA
Mews Pape
News. Home E-Mail.. [~ | ||
Copy Address... Business Home Other
Save Save & Close Cancel
Reservation |~ CheckIn |- Close

Click on Save if you have finished entering details of all the guests and click on Save & Close
when you just have one guest whose details are to be added.

Rather than typing in all the guest details manually you can even swipe the guest’s Driver
License or a Credit Card or scan a State ID or a Credit Card so as to make the work easy for

you..

The guest details added can be seen as follows:
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The image above shows only one record for the Shared Guests details.. Here you can add up
as many guests in the list who share the room..
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(=) Check In x
Stay Information Miscellaneous Information Folio # 111110014210
Guest Search Swipe Stay, Room & Plan Information Houwrly Rental
Full Mame- Wiiss. Ashiey Rayner Description Nov 11, 10 [Thursday] - Mov 25, 10 [Thursday)
— 11 Nov 10 % | 1:42PM % | Days 14 2 [11008M %
Business Source. | |[--MN/A-- - Building & - Rent 72.00
Contact Information :: Home = | |&| Primary Floar 15T - Total Rent 1008.00
Home Phone.. |~ | 2612781056 Room Type |MKS > Tax 131.04
Home Addre.. - 1452, Ellis Briclge ¥| Room |201 - [& Total Rental 1139.04
Cambridge Comment Other Charges 0.00
Landon ¥ Discount 0.00
United Kingdam Rate Type | RACK - 1 Total Charges 1139.04
Home E-Mail.. |~ #0fGuest (1 * Payments 0.00
Documentation = -4 H.E.Freq. |1 2 Days. CC Authorized 0.00
o ES ooanentll, | Status Confirmed ~| | Balance 113904
Guest | InHouse | Check-In | Check-Out | Payment | Special Request
Reservation |~ Close
This finishes with the checkin operation for a guest..
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ADDING A PAYMENT

Next important step is Adding a Payment.. Adding a Payment will seem never so easy.. Just

four simple steps and that’s it..

1. Click on the Payments link.

2. Select the mode of the Payment to be made.

3. Enter the amount manually (if not the full amount).
4. Click on Add.

That's it..!

() Payments

é Payment Details Room Mame: 117 || Balance: 0.00 §

Payment Type Buziness Source R oom/Guest sz B A z=F

Type Cash w | Card # w Valid Till |__- Auth, #

Guest Doe Johi Date | & B/2011 » | Receipt#
Amaount 0.00 5 A Deposit
Remark V| Display On Folio Add
Date Payment Mode | Deposit | Card # Autho.# |Rec.# | Amount Desk Cle... | Remark
5/5/2..  Cash 169896 Admin
1 Records.

We provide offline as well as online payment modes..

Offline includes the Cash, Cheque, Bad Debts & Complimentary whereas the

B Aunh ToSske
Autharize
Refund
Total: 169.96

Online mode includes the online processing of payments made through the different
credit/debit cards which includes Master Card, Visa, Discover, American Express, Diners

Club and any ATM card..

You can either Authorize the card or directly process it and charge the Guest’s card.
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Below given are some images which will describe the adding payment steps..
To add a payment for a guest, you need to click on the Payments link as highlighted in the
above image which opens up a new Payment window for adding up the payment(s).
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This is the Payment window which pops up after you click on the Payment link.

.{;j Payments
1 é Payment Details Room Name: 117 || Balance: 0.00 §

FPayment Type Buzinezs Source Fioom/Guest =zl=
Type Cazh w | Card # w Valid Till || Auth. £
Guest Doe John Date | 5/ 5/2011 % | Receipt#
Amount 0.00 |3 A Deposit
Remark W Display On Folio Add
Date Payment Mode | Deposit | Card # Autho.# |Rec.# | Amount Desk Cle... | Remark
5/5/2.. Cash 169,96 Admin

1 Records.

Reservation |~ CheckIn |-

Herein, you get several modes of payment as like shown in list below:

Cheque

Bad Dehts
Complirmentany

Wiza

t azter Card
Discower

Amercan Expres ¥

You can add the payment of the guest in any one mode or in multiple modes..
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Total: 169.96 (|
Close

-
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This is the screen which you see after adding the payment..

The Payments field which was empty before is filled up with the payment amount.

1139.04

The above screen ends up with the Offline Payment Adding tutorial..
Next is the Online Payment mode.

Below are some images showing the steps to proceed with the same:
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You can add up the guest’s credit/debit card details in to the Documentation information,
which you can find in the Checkin window, so that at the time you add the payment, you
just need to follow these below given steps for adding up the payment.

Either ways, the steps to be followed are as follows:
1. Click on the Payments link.

2. Select the mode of the Payment to be made (Select the card type).

Cheque
Bad Debts
Complirmentary
Wiza

t azter Card
Discower

American Expres ¥

3. Enter the amount manually (if not the full amount).
4. Click on Add.

5. The payment is either Authorized to Sales or directly sent to Sales (depends upon the
setting made by you).

That's it..!

This finishes up with the Adding of Payments through cards. The same will be furnished in
graphics now.
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The spotted & highlighted box in the below given image shows up the Documentation
information, where you can add the details of the guest’s identity.. May it be either of the

things like the State ID, Credit Card, Driver’s License or the Passport.

Documentation ap e 3

Document Type Document Mo,

T CreditCard  000C000C000G4215

If you add up the Credit Card details here, you wont have to add the Credit Card details in

the Payment window then after while adding up the payment.

So, now moving on to the graphical steps.
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Open up the room to add up the payment.

IE;jI Check Out [R-3164, By: Admin (3/2/2011 3:02 PM), Checked In By: Admin]

Stay Information Miscellaneous Information

Franchise Folio #

Folic # 1

Guest Search Stay, Room & Plan Information
Full Mame... May 05, 11 [Thursday] - May 10, 11 [Tuesday]
Company... Days 5 ¢ 241 AW 2
Business Source. | |[--M/A-- - Building Rent 60.00
Contact Information :: Home * | || Primary Floar Taotal Rent 300,00
Home Phone.. |- | |123.456.7890 Room Type Tax 39.90
Home Addre... |« | |ST. GEORGE STREET Total Rental 339.90
TRACY Comment 0.00
CA 95376 ¥ Discount 0.00
UNITED STATES Rate Type | Daily -1 Total Charges 339.90
Haome E-Mail.. = | johndoe@gmail.com £ OfGuest 1 2 Paymenits 0.00
Documentation T 4 H.K.Freg. |1 I |Days. CC Authorized 0.00
Dacument Type Dacument MNo. Balance 339,90

Creclit Card 000 X000 - X000E- 3592
Guest | InHouse | Check-In || Check-Cut Payment | Special Request
Check Qut |- Update Chg. Room |- Undo Print - Close

Click on the Payments link.
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Click on Add, which will Authorize the Card of the guest.

{w) Payments £3

i ww Wlh Room Marme: 101 " Balance: 339.90 i

Payment Type ]/ Business Source ]/ R oom/Guest ] B sz B AwshorzeFaymem B Auth ToSale

Type Card # |%¢-3592 | Valid Till |____| Auth.# | | [@] Authorize
st | | one — |

Amount | M| ‘5 v | Deposit
| [@] Display On Folio [ Add I | Refund |

Rental Deposit - |

Remark |

Date ‘PaymentMnde ‘Dep{:sit |Card# |Authn.# |Rec.# |Amnunt |DE5|-:CIE...‘FLemark |

5/5/2.. Visa ¥¥-3592 335,90 Admin

1 Records.

Note: You can differentiate the state of the payment which can be in any one of the below highlighted states:

B === B AvthorizePzyment B Auth. ToSzke
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By looking at the color of the payment you can get the state of the payment..

The next step is processing the Authorized amount.

For proceeding with it, you need to select the payment which you need to process and then
click on Auth. to Sale button which processes the guest’s card. (Highlighted below in the

image).

Date Payment Mode | Deposit | Card # Autho.# |Rec.# | Amount Desk Cle... | Remark

5/5/2.. Visa ¥¥-3592 33990 Admin

1 Records. Total: 0.00
Delete - Update | | Close

This will forward you to a new window which will ask you to enter the amount of money
you wish to process from the card.
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() Credit Card Authorization to Sale £3
Date | PaymentMode | Deposit | Card# | Autho.# | Rec# | Amount |Si| ExRate | Total |DeskCle.. Remark |
5/5/2.. Visa ¥X-3592 33090 § 1.00 339.9  Admin
Herein, if you click on OK in the above window, the whole amount of 192.00 from the card
will be processed.
ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011 Page 49
L il




e l
ASI| FrontDesk 6.0 Startup Guide
Rather if you wish to enter the partial amount to be processed from the card, you can enter
it in the Amount field as shown below:
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After completing with this, you can see the below results in the Payment window.
11/20.. | Visa | 1139-00 | Admin
The color of the payment entry has changed to that of the Auth. to Sale from the color of
Authorize Payment.
Well, this ends up with the Adding up a Payment for a guest..!
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REFUND
Refunding of money is also made simpler in the newer version
We need to remember and follow these steps:
1. Open up the room and click on the Payments link.

. {;j Reserved [R-3086, By: Admin (12/29/2010 12:00 AM)]

Stay Information Miscellaneous Information Franchise Folio # Falio #
Guest Search Stay, Room & Plan Information
Full Mame... John Doe May 05
B B2011 v | BOTaM S | Days 5 %
Company..
BUSINEss SOUrCE. | | --M/A-- - Building Anand Systems Inc. - Rent
Contact Information :: |Home = | [ Primary Flaar First Floor - Total Rent
Home Phone., |~ Room Type NOM SMOKING - DOU - Tax
Home Addre... |- ¥ Room 115 * B | | Total Rental
Comment
¥ Discount
UNITED STATES Rate Type  Daily -1 Tatal Charges
Home E-Mail.. |~ £0fGuest 1 2 Payments
Documentation s CC Authorized
Document Type Document Mo, Status Confirmed - Balance
Credit Card 0002000 X000- 4275
Guest | InHouse Check-In | Check-Out Payment
Drriver License
CheckIn |~ Print -
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Lock Reservation

11 [Thursday] - May 10, 11 [Tuesday]

B:00 A

65.00
325.00
43,23

368.23

368.23

Special Reguest

Close
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2. Select the Payment entry and enter the amount which you need to refund in the AMOUNT

field.

() Payments
é Payment Details Room Mame: 115 || Balance: 0.00 §

FPayment Type Buzingss Source
Type Yiza | Card # |#x-4275 w Valid Till |12-2012 | Auth, #
Guest Cate | &/ &f2011
Amount 100 s ©
Remark V| Display On Folio
Date Payment Mode | Deposit | Card # Autho.# |Rec.# | Amount
1 Records.

ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011

[%r]
ni

Autharize

Refund

Total: 368.23

Cloze
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3. Click on the Refund button.

() Payments

ASI FrontDesk 6.0 Startup Guide

é Payment Details Room Mame: 115 || Balance: 100.00 §

Payment Type Business Source
Type Yiza % | Card #
Guest
Amount 100.00 5 -
Remark

Date Payment Mode | Deposit | Card #

2 Records.

4]

B Authorize Payment

w Valid Till |12-2012 | Auth, #
Cate | B/ 5/2011 % | Receipt#
Deposit
V| Display On Folio Add

Rec.# |[Amount Desk Cle... | Remark
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That’s it.. And the amount is refunded back to the guest.

| (o) Reserved [R-3066, By: Admin (12/29/2010 12:00 AM)]

Stay Information | Miscellanecus Information Franchise Folio # Folio =
Guest Search Stay, Room & Plan Information Lock Reservation
Full Name... John Doe May 05, 11 [Thursday] - May 10, 11 [Tuesday]
B B2011 v | BOTaM S | Days 5 % E:00AM %
Company..
BUSINESS SOUMCE. | |--M/A-- - Building Anmand SystemsInc. - Rent 65.00
Contact Information 2 |[Home -~ | || Primary Flaor First Floar - Total Rent 325.00
Home Phone.. |« Room Type NOM SMOKING - DOU - Tax 43,23
Home &ddre... | ¥| Room |115 * [ | | Total Rental 368.23
Comment 0.00
¥ Discount 0.00
UNITED STATES Rate Type | Daily -1 Total Charges 368.23
FlEuFEEIS £0fGuest 1 = 268.23
Documentation P e CC Authorized 0.00
Document Type Document Mo, Status Confirmed - Balance 100.00
Credit Card 0002000 X000- 4275
Guest | InHouse Check-In | Check-Out Payment | Special Reguest
Drriver License
CheckIn |~ Update Print - Close
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(=) Check Out [Checked In By: Admin]

»
Stay Information | Mizcellaneous Information Falio # 111110014210
Guest Search Swipe Stay, Room & Plan Information
Full Mame-. Miss. Ashley Rayner Description MNowv 11, 10 [Thursday] - Mow 25, 10 [Thursday]
Days 14 2 11:00AM
Compang. || y || 3
Business Source. | |--N/A-- - Building Rent 12-00
Contact Information :: Home « | |&| Primary Floor Total Rent 1008-00
Home Phone.. |~ | 2612781056 Room Type Tax 131-00
Home Addre.. |- | 1452, Ellis Bridge ) Total Rental 1139-00
Cambricge Comment Ciher Charges 0-00
London ¥ Discount 0-00
United Kingdom Rate Type | RACK -1 Total Charges 1139-00
himrwenishioilenr; £0iGuest 1 2 Payments 1139-00
Documentation G e ¥ || HKFreg. (1 2 |Days. CC Authorized 0-00
Dacument Type Daocument MNo. | Balance _50-00
Credit Cared OO 00 xD0X- 4215

Guest | InHouse || Check-In

Check-Out | Payment | Special Request

Check Qut

Print - Close
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the guest an amount of 50.00
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Now, click on the Payments link so as to view the Payment details.

| f;._,j' Payments

=

— 3 Payment Details Room Name: 201

FPayment Type

Buziness Source Room/Guest B Szl B Authorize Peyment B Awth ToSzle

Type Card = %4425 v valid Till mthe | |

[ =]

Authorize

Guest |F|ayner Azhley | Date |'I1.f'22."2D1D V| Receipt =
Amount -50-00 |5 - Deposit
Remark Display On Folioc  [@ | Add

Date Payment Mode ‘ Depaosit |Card # ‘Autho.# | Recr. # |Am0ur1t | Desk Cle... | Remark

11/20.. | Visa -4215 1139-00 | Admin
11/22... | Cash 50-00 | Admin
2 Records, Total: 1189-00 7]
Close
Check Qut |~ Update Chg. Room |~ Print - Close
The cash payment of the amount 50.00 is to be refunded back to the guest.
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Now, select the payment and then click on the Refund button.

-

@ Payments

a Payment Details Room Name: 201

Payment Type ]/ Business Source ]/ R oom/Guest ]

B sz B AshorizeFPsyment B Auth ToSake

1pe ca»

Valid Till || Auth.# | | O Authorize
Guest  |Rayner dshley | Date [11/22/2010 % | Receipts | |
Amount | SU-UU| ‘$ - | Deposit |Rental Deposit - |
Remark | | Display On Folio E | Refund |
Date Payment Mode | Deposit | Card # Autho.# |Rec.# | Amount Desk Cle... | Remark
11/20... | Wisa wH-4215 1139-00 | Admin
11722... Cash 50-00  Admin
2 Records. Total: 1189-00
Delete ‘ | Update | | Close

The refunded amount is shown below:

11/22... ‘ Cash

50-00 |Admir1 ‘

11/22.. | Cash

50.00 Admin
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The refunded amount also reflects on to Checkin Form..

(=) Check Out [Checked In By: Admin]

Stay Information

| Mizcellaneous Information

»

Folio # 111110014210

Guest Search Swipe Stay, Room & Plan Information
Full Mame-. Miss. Ashley Rayner Description MNowv 11, 10 [Thursday] - Mow 25, 10 [Thursday]
Days 14 2 11:00 &AM %
Compang. || y || 3
Business Source.. | [--N/A-- - Building Rent 12-00
Contact Information :: Home « | |&| Primary Floor Total Rent 1008-00
Home Phone.. |~ | 2612781056 Room Type Tax 131-00
Home Addre.. |- | 1452, Ellis Bridge ) Total Rental 1139-00
Cambricge Comment Ciher Charges 0-00
London ¥ Discount 0-00
United Kingdom Rate Type | RACK -1 Total Charges 1139-00
Home E-Mail.. |~ £ 0fGuest 1 2 1138-00
Documentation G e ¥ || HKFreg. (1 2 |Days. CC Authorized 0-00
Dacument Type Daocument MNo. | Balance 0-00
Credit Card 0006000 000- 4215
Guest | InHouse | Check-In | Check-Out | Payment | Special Request
Check Qut |~ Update Chg. Room |~ Print - Close

The balance now shows zero (0-00) where first it had a credit balance for the guest.

In this way, we can refund the payment to a guest.
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CHECK OUT

Checking Out a guest is just a work of three simple clicks..

1. Open up the Room.
2. Click on the Check Out button.

3. Click on the Check Out button on the Check Out window.

This completes the Check Out process.

We shall have a graphical tutorial for the same..

Open up a room and click on Check Out.

(e} Check out [Checked In By: Admin]

Stay Information | Miscellaneous Information

Falio #

b4

111110014210

Guest Search Swipe Stay, Room & Plan Information
Full Name.. Miss. Ashley Rayner Description MNaov 11, 10 [Thursday] - Mow 25, 10 [Thursday]
Days (14 2 11:00 & %
S— || y || 3
Business Source. | [--N/A-- - Building Rent 12-00
Contact Information :: Home = | || Primary Floor Total Rent 1008-00
Home Phone.. |~ | 2612781054 Room Type Tax 131-00
Home Addre.. - 1452, Ellis Briclge -} Total Rental 1139-00
Cambridge Comment Cther Charges 0-00
Londaon ¥ Discount 0-00
United Kingdam P
Rate Type |RACK -1 Total Charges 1139-00
Home E-Mail.. |- £0fGuest 1 2 Paymerits 1139-00
Documentation o iz ¥ || HKFreg. (1 2 |Days. CC Autharized 0-00
Daocument Type Daocument Mo. | Balance a-00
Crecdit Carcd 0006 X000 000(- 4215
Guest | InHouse || Check-In | Check-Out | Payment | Special Request
Check Qut |~ Update Chg. Room |~ Print - Close

This will direct you to the Check Out window where you need to click on Check Out to

complete the Check Out process..
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The below given is the Check Out window wherein you just need to click on the Check Out
button, which will be the last and final step to complete the Check Out process..

() Check Out X
Room 201
Guest Mame | (Miss, Ashley Rayner 12
Date In Total Rental 1139-00
Cther Charges 0-00
Date Out 11/262010 % | [11:00 &M 25 Payments 1139-00
Surmmary Other Charges Amount Paid
Description Chargeable Amount Amount Received e
Room Charges
1171172010 - 1171172010 72-00
1171272010 - 1171272010 72-00
11/13/2010 - 1171372010 72-00
1171472010 - 1171472010 72-00
11/15/2010 - 1171572010 72-00 P
Check Out Print - Close
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This is Check Out message which is displayed after the guest is checked out..

ASI FrontDesk

-
\y THARME THE GUESTFOR STAYIMNG WITH LIS!

oK

This completes with the Check Out process..
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RESERVATION

Reservation is another important feature and activity of hotel management software. Well,
there is a very minor difference between a Reservation and a Booking.

A Reservation is a made up on a specific Room Number of a particular Room Type whereas
A booking is made up on a particular Room Type.

So while either making a Reservation / Booking, you just need to remember the above
things.

Now the operations to be made for a Reservation & Booking are the same.
The steps are as given below:

1. Click on the Reservation button.

2. Fill in the details of the guest like the name, address, stay period, checkin date etc.

Guest

Search Swipe IDScan Passport Scan Sign

| Full Name.. | sl asl |
|Company_ | |Anand Systems Inc |
| Business Source... | | P A |

Contact Information : m E Primary
| Home Phone.. |- | 18004314786

| Home Addre.. |-

|Traqr

|USA

| Home E-Mail... v| |

Documentation o X
| Dacument Mo.

|
|
|Ca|ifomia | |953?ﬁ ¥ |
|
|

|:| | Dacument Type
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3. Now fill in the Plan type as in the rate, rate type etc...

Stay, Room & Plan Information

Hourly Rental
Description Nov 22, 10 [Monday] - Mov 23, 10 [Tuesday]

11/22/2010 (% | 747PM 3| Days (1 3| [1 o000 - [11:00am 2]

s | s
Floor |15r - | Total Rent
Room Type |DD - | Tax 7-00
Room  [216 - B | Total Rental 66-00
| ooz
Rate Type |RACK -1 Total Charges A6-010
corcue - pamerts
H. K. Freg. Days. CC Authorized
Status |Conﬁrmed s | Balance 56-00

Guest l InHouse || CheckIn | Check-Out | Payment | Special Request |

Herein, you need to remember the basic difference between a Reservation & Booking.

Here you can see that the Room Number is selected and assigned too.. Now in this case it
becomes a Reservation.

Well, we shall see that further..
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Once you are done with entering and finalizing the details.. Hit the Reservation button.
Reservation |-
The next it displays the Confirm Reservation Number. This number is system generated.
ASI FrontDesk x
\p Your Reservation Mao. is R-3551

This was the Reservation process.. Now we shall see the Booking process.
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BOOKING

As we discussed earlier that the Booking is made up on a particular Room Type, we shall
have a simple tutorial for the same as we had for the Reservation.

The Booking process commences the same way as the Reservation process.

But here we do not have to allocate the room number to the guest.. We need to allocate a
specific room type to the guest.

So that when the guest arrives at the property on the supposed Check-In date you can
allocate any Vacant room of that specific Room Type.

Whereas the Reservation done binds you to allocate the same room on which the
Reservation has been made to the guest at the supposed Check-In date.

Now the operations to be made for a Reservation & Booking are the same.
The steps are as given below:

1. Click on the Reservation button.

Reservation
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2. Fill in the details of the guest like the name, address, stay period, checkin date etc.

Guest Search Swipe ID'Scam Passport Scan Sign

| Full Name... | [Astast |
|Compan‘y_ | |Anand Systems Inc, |
| Business Source.. | |--N.-’A-- - |

Contact Information :: Primary

|m|?| 18004314786

|

| Home Addre... |~ | 35, 10th Street, SuiteF |

|Traqr |

|Ca|iforr‘|ia | |953:fﬁ ¥ |

|U5A |

romecn. | |
Documentation g e &

|:| | Dacument Type | Daocument MNo.
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3. Now fill in the Plan type as in the rate, rate type etc...

(=) Booking x
Stay Information | Miscellanecus Information Folio = 221110065602
Guest Search Swipe Stay, Room & Plan Information
Full Mame-. Asi Asi Description MNov 22, 10 [Monday] - Mov 28, 10 [Monday]
11/22/2M0 % | BBEPM % | Daws f - 11:00 &AM %
Company.. Anand Systems Inc
BUSiNess SoUrce... | |--NjA-- - Building M > Renit 59-00
Contact Information :: Home = | (& Primary Floor 15T - Total Rent 413-00
Home Phone.. |- | |18004314786 Room Type |NDD - Tax 53-00
Home Addre.., |~ | |35th E., 10th Street, Suite F, Room Total Rental 466-00
Tracy Comment Other Charges 0-00
California 95374 ¥ Discount 0-00
HoR Rate Type |RACK -1 Total Charges 466-00
Haome E-Mail.. = | support@anandsystems.com #0fGuest |1 = Payments 0.00
Documentation G e ¥ || HKFreg. (1 2 |Days. CC Authorized 0.00
Dacument Type Dacument Ma. | Status Confirmed - Balance 466-00
Credit Cared OO M0 XD0X- 2798
Guest | InHouse | Check-In | Check-Out | Payment | Special Request
Booking |~ Close

Herein, you need to remember the basic difference between a Reservation & Booking.

Here you can see that the Room Number is not selected.. Now in this case it becomes a

Booking.

The noticeable things are that the Reservation button has now changed to Booking and the
title bar has changed its name to Booking rather than Reservation.

We can see that in the image above..

Now moving on to the next & final step.
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Once you are done with entering and finalizing the details.. Hit the Booking button.

The next it displays the Confirmed Booking Number. This number is system generated.

s ™

ASI FrontDesk x

L
\y Your Boaking Mo, is B-290

This was the Booking process..

That'’s all with the Reservation / Booking process.
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BLOCK DATE

You can block the days from reservation when you expect higher occupancy on those days
due to some special events, for example, Wedding Function, FIFA cup, World cup etc or for
some other reason. Therefore when you try to make reservation for that day, the software
will remind you stating the reason. Follow the steps below to block the days.

From Reservation menu, select Block Dates. The Block Dates form gets displayed.
Select the From and To date.

Enter the Reason for Blocking. This is not obligatory.

Click on Save. Note that the dates are copied to Blocked Dates.

Repeat the steps 2 and 3 for blocking more dates.

Click on Save to save the blocked dates.

ouhkwnNE

For removing the Blocked Dates.
1. Select the date from the Blocked Dates list.
2. Click on Remove to remove the blocked dates.
3. Click on Save to save the changes.
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EDIT/DELETE BOOKING/RESERVATION

The Edit/Delete Booking Reservation button can be found in the ribbon as shown below:

This deals with any alterations or updations / additions or deletions which are to be made
to the bookings or the reservations.

Clicking it will open all the persisting bookings/reservations. Which looks like the below
given image:

Herein, you get Edit option for any alterations/updations to be made and Delete/Cancel
option for Cancelling/Deleting a Reservation/Booking.
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EDITING A BOOKING/RESERVATION

If you need to edit any details of the booked/reserved guest as in the name, checkin date,
the stay days, room type/number, rent or any other detail, in that case you need to click on
the EDIT/DELETE button located just next to the RESERVATION button and then select the

respective booking/reservation and then click on Edit.

After you are done with the changes/alterations, do not forget to UPDATE (SAVE) those

changes.. If you fail to update them the changes/alterations won't take effect.
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CANCELLING A BOOKING/RESERVATION

In case of cancelling a booking/reservation, in that case you need to click on the
EDIT/DELETE button located just next to the RESERVATION button and then select the
respective booking/reservation and then click on CANCEL button, which will direct you to
a Cancellation window, confirming you the last time whether or not you want to Cancel the
reservation.
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DELETING A BOOKING/RESERVATION

In case of deleting a booking/reservation, in that case you need to click on the
EDIT/DELETE button located just next to the RESERVATION button and then select the
respective booking/reservation and then click on DELETE button, which will direct you to a
Reservation Deletion window, confirming you the last time whether or not you want to
Delete the reservation.
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GROUP OPERATION

$ o~ 9

e G P o SanSeene  OT0LUD .“ -
e u T e

N O By

By clicking on this button, you can perform four operations from here. Group Booking /
Reservation / Checkin or Checkout.

Here, in 6.0 we have a detailed interface for the Group Operations.. We shall start off with
the Group Booking Operation..

GROUP BOOKING

As discussed earlier on the Bookings / Reservations, Group Booking deals with Bookings
made on to the Room Types.

Here, we have divided the Group Operation in to two halves.
The Left portion deals with the Group Details and the Left with the Rental & Stay Details.

First you need to fill in the Group Details, as in the Group Name, Contact Person name,
address, contact number and other relevant information & details and then before moving
on the Left portion click on the Save button to save those details only then you can move on
to the other portion of the booking window.

After the successful completion of entering the Group Information, you can select the
Dateln — CheckIn date of the Group, the Stay days and the system automatically sets the
DateOut — CheckOut date of the Group.

Then select the operation as Book. from the four available options as
Book. — Booking.

Res. — Reservation.

ChkIn — Checking In a Group.

ChkOut — Checking Out a Group.

Click on the Add button below inturn will open up a window wherein you need to select the
room types

This shall be better understood by a video clip which follows this and shows a better
explanation for the same.
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GROUP RESERVATION

As discussed earlier on the Bookings / Reservations, Group Reservation deals with

Reservations made on to the Room Types.

Here, we have divided the Group Operation in to two halves.

The Left portion deals with the Group Details and the Left with the Rental & Stay Details.

First you need to fill in the Group Details, as in the Group Name, Contact Person name,
address, contact number and other relevant information & details and then before moving
on the Left portion click on the Save button to save those details only then you can move on

to the other portion of the Reservation window as shown below:

' () Group Operation

Group Information

Group Search Stay Information
Group Mame As] 03/04M11 % |[1222PM S | Days 1
Full Mame.. Pratic Patel Group Member & Plan Information
Business Source.. | |Direct Billing Accou - Book. | Res.| ChkIn Chk-Out =
Contact Information :: Home - | [& Primary Room Mame Balance

4

Home Phone.. 1.500.431.4786

Home Addre.. |-
Tracy
A 95376
United States

Home E-Mail.. |~ sales@anandsystems.com
Group Remar... -

Documentation A

Check In o EE o)

Update

ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011

-
-

1200 P &

Plam & Rent Adjustment

Expiry Date |[]

Rate Type

Total Rental

Other Charges

Discount

Total Charges
Payments
CC Authorized

Balance

Print -

w
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After the successful completion of entering the Group Information, you can select the
Dateln — Checkln date of the Group, the Stay days and the system automatically sets the
DateOut — CheckOut date of the Group.

() Group Operation £3
Group Information
Group Search Stay Information
Group Mame 251 03/04/11 % [1222PM S | Days 1 2 1200PH %

Full Mame.. Pratic Patel March, 2011 Plan & Rent Adjustment

Business Source... | |Direct Billing Accou - 2un Men T_IIJE erd Tguﬁ% = | Expiry Date | »
Contact Information :: Home ~ | W] Primary B 7 10 1112 | 2ate Tyne Daily -
" M1z 14 15 18 17 18 19 [ RAteTwe =
Home Phone.. |~ |1.500.431.4736 20 21 22 23 24 2% %6 Fent 0.00
2028 M 30 A
Home Addre... | = Total Rent 0.00
Tracy [ 1Today: 03708711 Tax 0,00
Ca, 95376 Total Rental 0.00
United States Other Charges 0.00
Home E-Mail.. = |sales@anandsystems.com Discount 0.00
Group Remar... |~ Total Charges 0.00
Pavments 0.00
Documentation ="
CC Autharized 0.0a
Check In i 2 | Balance 000
Update Prini W Close
1
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Then select the operation as Res. from the below four available options as

Book. — Booking.

Res. — Reservation.

ChkIn — Checking In a Group.
ChkOut — Checking Out a Group.

l () Group Operation

Group Information

Group Search
Group Mame AST
Full Name.. Pratic Patel

Business Source.. | |Direct Billing Accou -

Contact Information :: Home - | |¥| Primary
Home Phone.. | = | | 1.600.431.4786
Home Addre.. |~

Tracy

Ca 95376

United States

Home E-Mail.. |~ sales@anandsystems.com

4

Group Remar...

Documentation A

Stay Information

03/04/11 % [1222PMW S | Days 1 2

Group Member & Plan Information

1200 PH S

Plan & Rent Adjustment

Book. [Res.| Chkin Chk-out @ | ExpinyDate | v
Room Mame Balance || Rate Type Daily X
Bent 0,00
Total Rent 0.0a
Tax 0,00
Total Rental 0.0a
Other Charges 0.00
Discount 0.0a
Total Charges 0.0a
Payments 0.00
CC Autharized 0.0a
Check In 3 % | Balance 0.00
Update |5 Add Close
To add more members into this group Il
Page 78
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Click on the Add button below inturn will open up a window wherein you need to select the
Rooms to be Reserved from the list of Available Rooms.

(s} Group Reservation 3

Available Rooms | Reservation(s)

Building and Floor Information Stay Information
Building AMERICAM INM EXPRE: - Description stay Description / Season Info / Block Date Info.
Flaor First Floor = DateIn | 03/21/11 = ||12:22PM 5 Days [T 5 | Date Out 12:00 PM 5
Room Type | --ALL-- -
Raoms Info
Date In Days | Date Out Room Type Room Rate Type Rate| Hourly |
0372111 T 0372811 KIMiG 5 11 Daily 40,00 |:|
AR ETPd Tak] T 0328411 KIMG 5 102 Daily anon [
03¢21/11 703251 KIMiG & 103 Daily 40,00 F
< 0321011 T 032811 KIMG & 104 Daily 40,00 |:|
J| 03521011 703251 KIMiG & 105 Daily 40,00 ¥
03721711 T 0372811 KIMiG 5 106 Daily 40,00 |:|
IR ETPdTak] T 0328411 KING 5 120 Daily anon [
0372111 T 0372811 KIMiG 5 123 Daily 40,00 |:|
i n3/21/41 T 0328411 KIMG 5 129 Daily o0 [ o
33 Records.
Reservation Close
A message will be displayed upon successful completion of Rooms Reservation.
F T
ASI FrontDesk x
b .
l) Reservation(s) completed successtully,
"'\-.,“
e -
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You can see the Reserved Rooms in a list as shown below:

' () Group Operation

Group Information

Group Search

Group Mame AST

Full Name.. Pratic Patel

Business Source.. | | --M/A-- -
Contact Information :: Home T

Home Phone., |~

Home Addre... |~

Home E-Mail.. |~

4

Group Remar...

Drocumentation

1.500,431. 4786

Tracy
A 95376

United States

salesi@anandsystems.caom

W Primary

Stay Information

0321411 o (1222 PM & | Days 7

Group Member & Plan Information

Book. | Res. | Chk-In  Chk-Out =1

Room Mame Balance
102 308.00
104 308.00
105 308.00
120 308.00
129 308.00
Check In P e E
Update

ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011

1200 PH S

Plam & Rent Adjustment

Expiry Date |[] v
Rate Type Craily -
Eent 0.00
Total Rent 1400.00
Tax 140,00
Total Rental 1540.00
Other Charges 0.0a
Discount 0.00
Total Charges 1540.00
Payments 0.00
CC Autharized 0.0a
Balance 1540,00
Print - Close
i
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Just to make sure that the Reservations have been made, you can see them in the Tape
Chart View as shown below:

Date

18 Mar

19 Mar

20 Mar

21 Mar

22 Mar

20 Mar

26 Mar

27 Mar

29 Mar

30 Mar

31 Ma ™

Room Type

Room

Fri

Sat

Sun

Man

Tue

Fri

Sat

Sun

Tue

Wed

Thu

Binoking

110

111

115

116

124

125

133

Binoking

101

102

103

104

105

106

120

123

129

119

Biooking

108

109

e

114

127

132
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DIRECT BILLING

One of the important feature of the software is to allow Direct

2 Billing. In Direct Billing the person need not pay the amount
Paymment instantly instead the corporation he belongs to pays the rent
amount at one time. Normally Direct Billing amenity is given to the
corporations. In Direct billing, the corporation is offered the
Business Source Fayment | gpecific credit limit and seen that the credit limit do not exceed the
specified. The Direct Billing provides Financial Convenience to the

corporation and it can pay the money at a time through credit cards or checks.
You have to create an account and store the credit limit before direct billing to the guest.
The dues are added to the account whenever the corporate’s employee is rented so that
they can conveniently pay at one time.

Source

The corporation can clear the dues at specific time periods, say for example on monthly
basis.

The very first task in Direct Billing is to create an account. But you cannot create the Direct
Billing account unless you are privileged to create. By default Admin is privileged to create
the account.

This Feature can be use to post third party payments for those guest whose stays in your
property & there payment will be posted later on when third party gives you a check or any
other mode of payment like cash or credit card.

This is the Direct Billing Feature Main Screen; you can go to this window from Tools
Option.
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Search Criteria

Category |[--ALL-- @

Business Source
Business Source Mame First Name
CIRCULO DE LECTORES Gustavo
wivnivnd, e s e, com
wai, SpiderHolidays.com

3 Records.

Payment Receive

ASI FrontDesk 6.0 Startup Guide

Mame

Last Mame | Comm...

Buenafio Mo
Yes

Yes

Imvoice

Contact Persaon

Credit... | Comm. A...
Yes 0.00
Mo 0,00
Mo n.0o

Add

ASI| FrontDesk Startup Guide 6.0© Anand Systems Inc 1999-2011

Credit Li...
1000.00
n.oo

n.00

Edit

Due Balance | Description

172,88

Delete Close

£3

Find || Reset

(Category . —-ALL--)

o.0n
0.0n

ASC Statement | Print List
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Here, you can see how to add direct billing company in the list.

Buy £2
i B55 S g 3
Seal : Reset
Master Information Transaction Information
Cate| Basic Details Documentation &
Busi| Short MName Creation Date 02/naE11 - Document Type Document Mo, ALL--)
Bu| Mame
CIl| Description
" 1aTA# 7| Active
W
Contact Person
Designation
Communication Details |
Address Phone MNo. Fax MNa. E-Mail
3 Recal int List
Save Save & Close Cancel

Type Direct billing company name in the window and save it., you can add more company
names by replying same procedure.
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Here you can create an invoice for those guest whose payment was posted by particular
direct billing company and then you can send this same invoice to the direct billing
company via mail.

Add Business Source Invoice 3

CORPORATE LODGING COMS... Invoice £
United States Invoice Date 3 452011 |+

[ue Date 3 452011 |+

Un-Assigned Folio(S) Assign = > << Un-Assign Assigned Folio(S)
Falio # Guest Name Room Mame | Posted Am... | # Folio # Guest Mame Room Mame | Posted Am...
130507000... g i g 120 41,50
110607080... 120 41,30
060707183... 111 41,30
070707231... 120 41,30
140707224.. 116 33,60
140707224, 120 53,80
160707163... 115 167.20
160707 235.., 114 154,50
160707001... 116 167.20

180707000... 111 B350 ap
Description Total Amount: 7119.20 | Description Total Amount: 0.00
Remark
Save & Print Save Close
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In this window you can post payment either by cash, check or credit card by selecting a

particular invoice number option located at the right hand side top corner, this will deduct
the amount from the total due balance of a direct billing company .

ment Recelve £2

é Payment Receive CORPORATE LODGING CONSULTANT, INC.

Type Cash W | Card# w Valid Till |_- Auth, #

Date 3 472011 |+ Amount 0,005 - Receipt #

Remark Invoice £ | —-MN/A-- - Add

Date Type Card # Autho, # Rec. # Amount Unallocate... | User... | Remark A
12/31/20... Check 1531.20 1531.20

1/14/200... Cash 44,00 44,00

1/14/200... Cash 44,00 44,00

3/19/200... Check 167.20 167.20

3/28/200... Check 83.60 83.60

6/30/200...  Check 53,60 53,60

7/31/200... Check 41,50 41.50

3/9/2009 ... Check 135.60 135.60 3
< >

30 Records. Total: 7246.80

LClose
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ADDING FOLIO NOTICE

Here is one picture where you can add the folio notice.
It's located in software on this path.
Go to Tools --> Folio Notice

Here you can add notice for all folios and forms.

Check In Folio Motice 3

Check In Folio Check In Folio Default Folio Notice
Check In Foliol Line 1
Check In Folio2 Line 2
Reservation Falia Lire 3
Registration Form Line 4
Reservation Conformation Line 5
Group Falio Line &
Direct Billing Falio Line 7
B ) Line &

Check In Thank You Message

Line 9
Reservation Thank You Message

Line 10
Group Thank You Message

Lime 11
Payment Notice

Lime 12

Other Charge Motice

Rental Charge Motice

([%al
]
]

Close
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UNDO/REDO TRANSACTION
You can delete any transaction for permanent from Undo transaction and you can also get
it back in system once it's deleted by Redo transaction.
This is how we can UNDO transaction.
ndo Transaction SS.l
Filtration Criteria
Select Month & Year
By Month & Year By Date
Manth |March v | Year |2011 -
Guest Name Search
First Mame Last Mame Room Mame | Date In Date Out Folio Amt Payments | Payment Type
MARTIN MICHAEL 119 3/1/2011 3/5/2011 176.00 176.00 Cash
JOUSE GORDON 114 3/3/2011 3472011 49,50 49,50 Cash
2 Records Selected Amount : 0.00 || Total Amount : 22550
Undo Path  Ch\Documents and Settings\All Users\Application Data\A Browse Unda Close
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This is how we can get transaction back in system by REDO transaction.
Redo T ] |
Filtration Criteria
Select Manth & Year
By Month & Year By Date
Manth |March Year |2011 -
Guest Name Search
First Mame Last Mame Room Date In Date Out Faolio Amount Payments
0 Records Selected Amount : 0.00 || Total Amount : Q.00
Redo Path  C\Documents and Settings\All Users\Application D@ Browse Redo Close
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BACKUP DATABASE

You can take the Database Backup anytime from the File menu..

Backup Database

Restore Database
Settings

View Type k
Metwork Lock

Change Year

Change Desk User

Exit ASI FrontDesk

This will start the backup process and will make a backup file on the specified location.

Incase, if it prompts you with the below given error

T
Backup Database 2

Backup Location

EM Browse
Date _ Type Path _
3/23/2011 2:51 ... ASI FrontDesk 2 ilLASI-55.0000Desk...
L
\]}) Invalid backup location.
|
1 Records.
] | Backup Close

The message is displayed as the backup location which is specified here as “E:\” is a
location which either does not exist or the software cannot write on to the location
specified or the location does not have the write permission.

So in this case, you need to check for either of the above possible things and try to resolve
it.
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LATE CHECK OUT
If you forget to check out guest today and it's comes up as stay over in room then you can
check out it from Late check out option, also you can change status of room from here
You can select room from here and press Check Out.
[ () Late Check Out £2 1
Room Mame MName Date In Date Cut Balance
102 Carla Slatton 07/30/10 030211 0.00
1 Records.
Check Out Clean Vacant Print Close
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SOFTWARE VIEWS

The software ASI FrontDesk provides you 4 different views with their respective

importance. They are described in detail as follows:
1. Unit View.

2. List View.

3. Tape Chart View.

4. Flash View.

5. Rate View.
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UNIT VIEW

Pl B % $ = AsiFrontDesk [Beta Version: 6.0.17.091 - May 09, 2011]

Anand SystemsInc = B 2

FrontDesk Guests/Contacts Tools House Keeping Reports Help
asa ] o i —
ol Ee & OO
Income | Expense | Category Payment Bad Debt Set Folio CRS
Assignment Reminder Motice -
Accounts Business Source Miscellaneous
The Gateway - | First Fioar |
Calendar (@]
Man, May 09, 2011
ERTEL
L Mar
L Apr
=l May
1o/ 07-Sun )
D/ 02- Man Parking
D 03-Tue e # *3
D 04-wed A X g "
D) 05-Thu ‘ % » l ~
D 0&-Fri = =
D) 07 -Sat 134 || 137 || 138 || 139 | 140 || 141 [ 142 || 143 | 144
D 08-5Sun Offic
B/ 09 e

-Mon B ounda
vy wall

o e
eomd ]

Chg
Paint

Swimming
Pool

Status = [0

Casin

Al 25 Refreshment

W/Ready 13 Area / Cafeteria ®
0/Clean 1 102

0/Ditty 1

W Dirty 1]

Wb aint 1]

WiClean ]

F/Ready o

R/Baooking 0

-- Filteration Option -- |«

Anand Systems Inc Admin IMan, May 09, 2011 Fri, May 13, 2011 Technical Support £
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LIST VIEW

First Floar

Room Type | Name First Mame Last Name Date In Date Out Total Charges| Amount Paid | Balance Amount
_.j
_.j
i Deluxe 1da
i Deluxe 1a7
2 Deluxe 105
i Deluxe 109
J'l-)
J".
i Deluxe 127
J"')
i Super Deluxe 128
J"')
A Super Deluxe 131
Al ing Man-5making 132
i
i
i
Al ing Smaking 135
Al ing Mon-Smaking 139
A
,.;‘ Eing Man-Smaking 141
g
g
_.j

In ASI Front Desk, by default you are in Room View where you can view maximum of 300
rooms. You can also prefer to view the rooms in list view where the rooms are displayed in
the Room List. Suppose if your hotel holds more than 300 rooms, ASI Front Desk
automatically switches from Stay View to Today’s view by Switching between the
selections. Moreover the Stay view gives more details of the room compared to Today’s

view in the Front
To switch between Stay View and Today's View, select the options by clicking them.
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TAPE CHART VIEW

4

Date

08 May

10 kap

11 May

12 May

13 Map

14 bap

158 May

16 bay

17 bay

18 bap

19 May

20 b ay

21 May

Room Type

Room

Sun

Tus

Wed

Thu

Fri

Sat

Sun

Mah

Tue

Wed

Thu

Fri

Sat

Deluxe

Booking

106

107

105

109

110
126

127

102

super Deluxe

Booking

129

130

131

King Non-5Sma

Eooking

132

133
134
139
140
+H
144

King Smoking

Appartment

Eooking

0

0 0 o] 0 0 0 o] 0
' | | | |

0
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FLASH VIEW :-

With the help of this View, you can get a glance of available rooms, of one or some specific
room type, at once for the coming days or for a distant date..

s Qi i $ = ASIFrontDesk [Beta Version: 6.0.17.091 - May 09, 2011] Anand SystemsInc = B 2R

FrontDesk Guests/Contacts Tools House Keeping Reports Help

ijg) f/ Li *=] Block Date 1“‘ ¥, Database \é‘z k‘) j @& \‘3;‘, # Find Lz.rg,

Walk-In Group | Reservation gy Edit/Delete Group “9 Edit/Delete Ledger ChLai':(eL‘rc \g‘Maint Csl'ga?ge Comment {@ Refresh MNew Day | Settings
ecko ooms Status

Wizard R vation Group Guest Room Back Office

Room Type Inventory | Availability Summary

Mavigation And Summary + I Date 09 May | 10May | 11 Map | 12 May | 13 May | 14 May | 15 kay | 16 May | 17 May | 18 Maw | 19 ap | 20kay | 21 May | 22 kay
Navigation =)|| | Room Type | TotalRoom | Hon Tue wed Thu Fri Sat Sun Man Tue ‘wed Thu Fri Sat Sun
Deluxe g 5 5 & 7 7 T 7 7 g g g 8 g
09 May 2011 -
Super Deluxe 3 Z z Z z 3 3 3 3 3 3 3 3 3 3

[4 4 Today b bl King Mon-Smokir 7 3 3 3 4 5 5 5 5 5 5 5 5 6 6
Inventory Summary King Smaoking 4 H 2 3 3 3 H 3 3 3 3 4 4 4 4
Date: 59,2011 Apparkrngnt 3 [u] o 1 1 1 1 3 3 3 3 3 3 3 3
Foom Type: Deluxe

Total Room: g

R /Feady Room o

R /B ooking Foom a

Web Uploaded Room: 1}

WM aint Room 1]

Total Available Foom: [
Rate Type Details Export to Excel Export to HTML Export to PDF Export to XML

Foom Type: Deluxe

o || chart 1
Rate Twpe Rate

Daily 45.00

HMonthly 0.00

Fearly 0.00

Weekly 0.00

Expedia 0.00

Anand Systems Inc Admin Man, May 09, 2011 Fri, May 13, 2011 Technical Support g_‘J 2 Weeks
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RATE VIEW

A0EEY ¥ ASI FrontDesk [Beta Version: 6.0.17.067 - Mar 30, 2011] Anand Systems Inc = & E2

FrontDesk Guests/Contacts Tools House Keeping Reports Help

3)3) fl [i ] Biock Date 1,‘ fp Database | \ B h} j @& q‘; # Find L?-,g

Walk-In Group | Reservation Qg ggit/Delete | Group n‘? Edit/Delete | Ledger Late V/Maint Change Comment (@) Refresh Mew Day | Settings
Checkout | Rooms Status

Wizard Group Guest Room Back Office
Room Rate
Rate Criteria
Rate Type |Daily v | FromDate |3/30/2011 ~ | ToDate Show Range Rate Operation

Date 30 Mar | 31 Mar | 01 Apr | 02 Apr | 03 Apr | 04 Apr | 05 Apr | 06 Apr | 07 Apr | 08 Apr | 09 Apr | 10 Apr | 11 Apr | 12 Apr | 13 Apr | 14 Apr | 15 Apr | 16 Apr | 17 Apr | 18 Apr | 19 Apr
Room Type |Rate Type| Wed | Thu Fri Sat Sun Mon Tue | Wed | Thu Fri Sat Sun Mon Tue | Wed | Thu Fri Sat Sun Mon Tue
[ Base (1) 57.00 57.00 5700 5700 5700 5700 5700 5700 5700 5700 65700 5700 5700 S57.00 57.00 5700 G57.00 G57.00 5700 57.00 57.00
— Adult 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2,00 2,00 2.00 2.00
— Teen 000 000 000 OO0 0oQ00 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
— «hild 000 000 000 OO0 0oQ00 Q00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
— Infant 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 0.00 0.00 0.00

— Pet 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
ElBase (1) 62,00 62,00 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 6200 62.00
— Adult 2.00 2.00 2.00 2.00 2.00 2.00 2.00 200 2.00 2.00 2.00 2,00 2,00 2.00 2.00 2,00 2,00 2,00 2,00 200 200
[ Teen 0.00 000 000 OO0 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
— «hild 2.00 2.00 2.00 2.00 2.00 2.00 2.00 200 2.00 2.00 2.00 2.00 2.00 2.00 2.00 2,00 2,00 2.00 2,00 200 2,00
— Infant 000 000 000 OO0 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
— Pet 0.00 0.00 000 OO0 000 000 000 000 000 000 000 000 000 000 000 0.00 000 000 000 000 000

[lBase (1) 85.00 85.00 85.00 8500 8500 8500 8500 8500 8500 8500 8500 8500 8500 85.00 85.00 85.00 85.00 85.00 85.00 85.00 85.00
— Adult 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200

— Teen 0.00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000
- chid 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200 200
| Infant | 0.00 ©0.00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 0.00
L pet 0.00 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 000 0.00 0.00
Admin Wed, March 30, 2011 Mon, April 04, 2011 Technical Support £ Anand Systems Inc

The above Rate View gives you an overview of the Rates which are applied on Rooms for
the selected Room type and Date Range.

You can also set / alter the prevalent Rates for the Rooms using the ‘Range Rate Operation.’
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REPORTS
Sr. No. Description Page No.
i. Room Reports.
i.  Room Rate Type.
ii. Change Room Report.
iii.  Block Room Report.
iv. Guests Reports.
i.  Arrival Report.
ii.  Departure Report.
iii.  Remaining Guest Check-out Report.
iv.  Guest Classification Report.
V. Daily Reports.
i. Daily Report.
ii. Daily Rental Report.
iii. Daily Sheet.
iv. Daily Shift Report.
v. Daily Summary Report.
vi. Daily Balance Report.
vii. Daily Collection Report.
viii. Daily Credit Card Collection Report.
ix. Daily Other Charge Summary Report.
X. Daily Rate Change Report.
xi. Booking Expire Report.
xii. Tax Detail Report.
xiii.Credit Card Activity Report.
Vi. Monthly Reports.
i. Monthly Report.
ii. Monthly Rental Report.
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iii. Monthly Sheet.

iv. Monthly Statistics Report.

v. Monthly Collection Report.

vi. Monthly Other Charges Report.

vii. Monthly Other Charges Report (Column-wise).
viii. Monthly Credit Card Report.

ix. Monthly Tax Exempt Report.

X. Monthly Tax Exempt Claim Report.
xi. Monthly Tax Detail Report.

xii. Monthly Commission Report.

xiii. Monthly Bad Debts Report.

xiv. Monthly Undo Report.

xv. Monthly Hotel Statistics Report.

xvi. Monthly Refund Report.

Vil.

Yearly Reports.
I. Yearly Report.
ii. Yearly Rental Report
iii. Yearly Sheet.
iv. Yearly MTD YTD Comparison Report.

v. Rooms Sold Report.

viil.

Reservation Report.

i, Reservation Detail.

Miscellaneous Report.

i.  Adult Child Detail Report.
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DAILY REPORTS
DAILY REPORT:-
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DAILY RENTAL REPORT:-
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DAILY SHEET:-
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DAILY SHIFT REPORT:-
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DAILY SUMMARY REPORT:-
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DAILY BALANCE REPORT:-
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DAILY COLLECTION REPORT:-
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DAILY CREDIT CARD COLLECTION REPORT:-
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DAILY OTHER CHARGE SUMMARY REPORT:-
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DAILY RATE CHANGE REPORT:-
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BOOKING EXPIRE REPORT:-
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TAX DETAIL REPORT:-
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CREDIT CARD ACTIVITY REPORT:-
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MONTHLY REPORTS
MONTHLY REPORT:-
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MONTHLY RENTAL REPORT:-
MONTHLY SHEET:-
MONTHLY STATISTICS REPORT:-
MONTHLY COLLECTION REPORT:-
MONTHLY OTHER CHARGES REPORT:-
MONTHLY OTHER CHARGES REPORT (COLUMN WISE):-
MONTHLY CREDIT CARD REPORT:-
MONTHLY TAX EXEMPT REPORT:-
MONTHLY TAX EXEMPT CLAIM REPORT:-
MONTHLY TAX DETAIL REPORT:-
MONTHLY COMMISSION REPORT:-
MONTHLY BAD DEBTS REPORT:-
MONTHLY UNDO REPORT:-
MONTHLY HOTEL STATISTICS REPORT:-
MONTHLY REFUND REPORT:-
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YEARLY REPORTS

YEARLY REPORT:-

YEARLY RENTAL REPORT:-

YEARLY SHEET:-

YEARLY MTD, YTD COMPARISON REPORT:-
ROOMS SOLD REPORT:-
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