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1. Single Guest Check-in with Registration

1.1 Click on “Check-in" button.

Posting

Transactions Reservations

I Check-in I Post to Guest Worksheet
I Check-out I Batch Posting
| Occupied I Cash Sales Reports

Accounts
Inventory

Housekeeping

Address Book

85 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS Hotek1 UsenRHS  Business Day:01/02/2019 Term:1 01/02/2019 13:30:31

Left'Button €

(14)P: 1 0of 1

[ ByRoom [ ByName
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1.3. Click on the “Reg. Form” button.

RHS Hotels - Guest Registration/Booking Form
For your ssfily b security phasse corplte the debals below for our reconds

oy ) e
EHIO WO | oom Rate.

ARRIVAL DATE mmm1!.| waanrs

** please Note: All Units are NON-SMOKING ! & Check-Out Time is by 10am **
Guest Mame: Hefl Genid Phone: G4-838-4659
Address: 4730 Suew Cresk RS Mobile:
brackendse
British Cohumbla Wk R
Canat Company:
eMal: Dot Heliourraside com Charge To:
Method of Payment: CASH EFTPOS VISA MASTERCARD AMEX DINERS PREPAID CHARGE

TERMS: for sty o durg ey sy,

Arry damige or theft t Gur (FTpesty and Ay o5 asundated with appropriate behisvous
st I 1655 Of Income 10 the e will e charped 10 the nigisiered guest.

the property.

moie
11 e cart of stmesrie har Sk in e rom we reserve B gH b
chirys adHenal s msts b the reystered gues
EARLY DESRTURE: Ifyou vl
o the period originally bookes: will be pisysle

CHECK OUT: Bxtersions aftar 10a on dy of desartus will i sxdra Charges.

LOSS OF KEYS: Ary bieys nok reburned on departure will iur extry chergess:

INTEANET: Ch 1 bk BO
ard et o bty for fries incurred o o st of bresching this k.

sign your

SIGNATURE:

E-mail Browser Refresh
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1.5. Click in the “Check-in” button to check theegti in.

5 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:30:40

@ ByDate | ByFoom | ByName

Pending
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2. Group Booking Check-in

2.1 Select a group you want to check-in.

85 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:32:28

@ ByDate | ByFoom | ByName

Pending

2.2 Click on “Check-in" button.

5 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:32:30

@ ByDate | ByFoom | ByName
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2.3 Confirm you want to check-in the group.

Company Commment

Left Button Click

2.4 All the guest from the group are checked-in.

85 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:32:35

Charge Company Commment
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3. Multiple Registrations

3.1.Select all guests you want to print registratmrms for by keeping CTRL key
pressed and clicking on each guest.

85 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:36:29

Left Butten Click

@ ByDate | ByFoom | ByName

& ByDate | BuPaom |C ByMame
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3.2.Confirm that you want to print the registrationms.

Usen RHS B

i& Print farms for 4 selected guests?

Lité,le

& ByDate | ByFRoom | ByName

3.3.Multiple registration forms are displayed aeddy to print.

/0272018 (Fr)

** Please Note: All Units are NON-SMOKING ! & Check-Out Time is by 10am **
Guest Mame: Clark Georgie Phoner #16-407-8015
Address: 4662 Eglegon Rese
Torertn
Ontsio
Canss
Ml GerryeBCirk usr.com
Method of Payment: CASH EFTPOS VISA MASTERCARD AMEX DINERS PREPAID CHARGE

TeRms: 1 for o durig ey say.

the progerty.
A g o Ehef £ 0ur prupesty and iy costs a0l wih PGPSt behivous
it 1 s Of ncore 10 he ot will b charged 1 the nistered guest.
MOKING: This s nor-srmsking commpien. Al roors & e S0k,
e ok sy From spen wirdows s doors.
e et o sametne having Sk 0 e oo we e e LIS
g stionsl cessring st £0 the regstered Gust.
EAELY DESHRTLRE: IF

vou v,
o e periad orighnally bookesd wil e pysle.

HECK OUT: Bermsions after 10am on day of desarture will icur ra cherges.
LOSS OF KEYS: Ary hieys nok reburned on departure will cur extry chergess:

INTERNET: Ch I bk O
are et s ity fer Frves e o & et oF bresthing this

sign your

SIGNATURE:
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4. Sorting Arrival List

4.1. Click on “date, “room” or “name” to sort yoarrival list

S RHS VA.2.58.87 DBirhs\sqlexpress, 1435:RHS Hoteb1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:35:47

5 RHS VA.2.58.87 DBirhs\sqlexpress, 1435:RHS Hoteb1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:35:42
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5 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:35:38

Room | By Name
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5. Reverting Check-in

5.1. Click on the “In” button

5 RHS VA.2.58.87 DBirhs\sqlexpress, 1435:RHS Hoteb1  Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:3%:48

Commment
/05/2019 ROOM LI SiteName Harcourts
/2019 ROOM L SiteName Harcourt:
05/2019 ROOM L 6 SiteName Harcourts
ROOM LOC 4 Harcourt
ROOM LOC SiteMame Harcourts
SiteName
19/02/2019 [ SiteName
17/02/2019 SiteName
SiteMame
Smith Michael 8 SiteName
Smith Michael 5 SiteName
Smith Michael a SiteName
Smith Michael SiteMame
Smith Michael SiteName
Smith Michael 6 SiteName
Smith Michael iteMame
SiteMame
Hill Ginger SiteName

on Linda

85 RHS VE.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotet1 Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:39:50

Charge Company Commment

02/02/2019

& ByDate | ByFRoom | ByName
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5.3.Click on the “Reset” button.

5 RHS VA.2.58.87 DBirhs\sqlexpress, 1435:RHS Hoteb1  Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:3%:54

Company Commment

By Date ByRoam | By Name

5 RHS VA.2.58.87 DBirhs\sqlexpress, 1435:RHS Hoteb1  Usen RHS  Business Day:01/02/2019 Term:1 01/02/2019 13:3%:36

Charge Company Commment

(13)P: 1 of 1 Sel: 0

Left Button Click —
By Name
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6. Check-in with Prepayment

6.1. Click on the “Check-In" button.

Left Button Click

Aged Q@ Check-out OTA
01/02/2019 09:06:42 y LEFT: 12 30/01/2019 20:17:18

Transactions Reservations

I Check-in | Post to Guest Worksheet
I Check-out I Batch Posting Reservation
I Occupied I Cash Sales Reports

Accounts

I Invoices I Daily Inventory
I Debtors I Management Housekeeping
I Reports I Audit Trail Address Book

6.2. Double-click on the guest to open the profarma

5 RHSV8.2.58.87 DBirhs\sqlexpress, 1435:RHS Hotel1 User: RHS  Business Day:01/02/2019 Term:1 01/02/2019 15:21:41

Arrivals I

Company  Commment

HEEEEEEEEOREE

® ByDate | ByRoom | ByName

Pending
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6.3. Click on the “Proforma” radio button

£ RHSV8.2.58.87 DB:rhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 Term:1 01/02/2019 15:21:45

|[Arrivats —— [[invoice x|

Silva Joseph T
| viic 10|

[roon |3 e | R

[ 100:00 = §OFORMA MAIN |

310212019 I [ caNaDA B 5022019 -]

Mloo:00 — | K ROFORMA EXTRA

310212019 BT [Referral IEEA 25012019 -]

[Fioo:00 =

Proforma -] TR [Fi7. overseas 69 Invoice MAIN
pe—_|“ding 70 Proforma MAIN

E&E: [

earch |[__dit |[ ew |[ elete |[ lose |

Time CostC  Ref Room  Code Description

PROFORMA MAIN - Invoice 70
Qty  Pice  Amount

1.00 130000  130.00

[14:00:00 | 36 |1 |

(2)P:10f1

earch | [ di ew |[ etete [[

6.4. Press the CTRL key and click on every

| |
36 1 ‘Accommodation 1.00/ 130.00 130.00

tramsagtou want to charge

5 RHSV8.2.58.87 DBirhs\sqlexpress, 1435:RHS_Hotel:1 User: RHS  Business Day:01/02/2019 Term:1 01/02/2019 15:21:48

|[Arrivals [[invoice x|

[l

F e [ w
[ CRMEmE [

| Room [ | arrive | TP | Tl ] PROFORMA MAIN | 260.00

| origin [[SYTTTY [ Depart | IEETERIENR | Rl @l PROFORMA EXTRA]

310212019 B [Referral IR 2z012019 ~|[Foo:00 =

Proforma T FiT overseas SN [ 69 invoice MAIN

[ | —
EE: [

| earch | dit | ew | elete ‘ lose
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6.5. Click on the “Main” radio button.

5 RHS V8.258.87 DB:rhs\sqlexpress,1435RHS Hotek1 User: RHS  Business Day:01/02/2019 Term:1 01 Left Button Click

Main [[Arrivals [[invoice x| a

= - ——
[l =3 ADMEEE

mlae | Aive | 'DZ/NWJF"OUUU = [_ 26000
310272019 | Origin |[TTTTY | Depart | RN | Gl @l PROFORMA EXTRA]

310212019 B [Referral IR 2z012019 ~|[Foo:00 =
Invoice R Oocs | 69 Invoice MAIN
3 [Sotes | T 70 Proforma MAIN
[ Ret |
2 [o

| earch | dit | ew | elete ‘ lose

MAIN - Invoice 69
CostC  Ref Room Code  Description Qt Price  Amount

earch|| dit |[ ew || elete | [ lose |

6.6. Click on the “Post” button at the bottom

£ RHSV8.2.58.87 DB:rhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 Term:1 01/02/2019 15:21:52
|[Arrivats —— [[invoice x| a &

e AT A [ T
KEE ER-  [E3 : - CoEEms
| Room [E3 11022019 ~|[Fo0:00 = [¢ R Rnel [ 26000
3/02/2019 I [ caNaDA [ Depart | IETREIRE | ALl @l PROFORMA EXTRA] o
[31022019 -] S [Referral IEER 25012019 -|[Floo:00 =
[voice -] T [F1T. Overseas 69 Invoice MAIN
—Mding 70 Proforma MAIN
[ rer |

E&E: [

earch |[__dit |[ ew |[ elete |[ lose |

MAIN - Invoice 69
Time CostC Re! Room  Code Descnptmn Qty Price  Amount
[14:00:00 | |3s |1 xou| moo| 130.00)
130.00]

(2)P:1of1 Left Button Click

e v oo
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6.7. All the transactions will be posted to the miavoice. Just add the payment and
print the invoice.

£ RHSV8.2.58.87 DB:rhs\sqlexpress,1435:RHS Hotel:1  User: RHS  Business Day:01/02/2019 Term:1 01/02/2019 15:21:59
Main |[Arrivals —[[invoice x| a &

S T — e oo
| visit 10| ]  Res 1o | PETERNN iotts | RPN eTra  [Charge
[ Room [E3 [ arrive | IETSTERIENR | R @l PROFORMA MAIN | 26000
[ 310272019 | origin [[FTTIY [ Depart | IETPEIRENN | ARl @l PROFORMA EXTRA]

B[ 5022019 [ [Referral A 012015 <[P o000 =
[ invoice FILT. Overseas 69 Invoice MAIN
= EfFerins - 70 Proforma MAIN
= ==
EE:

dit_|[_ew |[ elete |[ tose |

MAIN - Invoice 69

Description

(3) P: 1 0f 1
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