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STSR Help

Accounts

Accounts

STS is an Account based system. This means you must have an account set up, with a File Code, to enter
any information into the system. STS can help you effectively manage your accounts and all of the
pertinent information and/or activity for these accounts. Account, contacts, calls (activities) and traces are
the main components of account management in STS.

To open the account screen, click Accounts on the left menu.

STS - Sales Tracking System - 3.03yur... - McKenzie, Dexter - LAXOT - Presentation Database - 127.0.0.1
Switch Properties  Dashboard Event Calendar Reports  Budget My Stuff  Utilities  Quit

Sales Tracking System

Version: 3.03yxr...

If you are searching for an account, use the Quick Search section in the middle of the screen to enter
information to search by. You can enter part of an account name and click the Search button.

If adding a new account, click the Add button.

wJ Accounts - LAXOT-Presentation Database (= ===
[¥] Add B Edit ¥ Delete [§ Find 1) Copy | ¥ Contacts % Calls &3 Traces (G Print [y Add Booking | 14« » i

File Code: Account Status: Primary Segment: Generic Acch:

orp N Sales Person: Mational Acct:
: Parent |0 Local Acct;

3 ey Acct:
Lead Source: Group Acct:

Browse | Account Detals | Account Profle | Contacts | Calls | Traces | Motes | Groups || Tracking

Account Mame File Code Sales Person Statuz

Quick Search: || -

Beging with () Containg

FILE_CODE |AECT_NAME STATUS  |SALES_ID |SEGMENT |LAST_I:ALL |NE><T_TF|#3«CE CRE!

3/112




Accounts
In all screens in STS, the required fields are labeled in Blue.

File Code — the File Code is the main id for an account. The File Code will be used throughout STS to
identify the account. The File Code can be up to 10 letters/numbers.

Corp No —the Corp No is used to identify the account for tracking. The Corp No can be up to 9
letters/numbers. The Corp No will default to be the same as the File Code if you do not change.

Account Status — If the account is a prospect it is recommended to choose Hit List, otherwise chose
Active.

Primary Segment — Choose the primary market segment by clicking the lookup button ===

Sales Person — Choose the sales person who primarily owns this account by click the lookup button ==

\3 Accounts - LAXOT-Presentation Database You can mark what type of account E@
ing th heck b .
using these check boxes VOI( xCanceI
File Code: I:I Account Statuz |Active - Primary Segrment: G eneric Acct:
Corp Nor Selen Doramm Mational Acct:
Parent ID- Local Acct:
Account Mane: Key Aot
Lead Source: - Group Acct
Account Detalls | Account Profile MNotes | Groups || Tracking
Details Misc.
Address: SAP Code: Sub Segment:
Acct Qualified:
City: SRR A Direct Bill:
Stater Zipe Country: e
Account Type:
Phone: Fau: Aot Prosimity:
. Type of Bus:
el St Travel Agent:
Only enter rates in the Rates grid if Trade Showr
the account is an Preferred account
with an signed rate agreeement. Referred By
Rates s g Activity
egfons
% O Of Fate: acct Created: |11/8/2015 -
RATE I Comments Mext Trace:
KING Last Call:
Last Stay:
DELQ
- - ‘,"I YTD Rooms:
Fteu_:i fields are updated ) VTD ADR:
KSTE automatically. You can not type in
these fields.

Although the other fields on the account screen are optional, some can provide important information about

the account.

The Profile tab can capture important information on top accounts.

When you hawe finished entering information in the needed fields, click the OK button to save.
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Contacts
Once you click OK to save the account you will be asked if you would like to Add A Contact. Click Yes if
you would like to add a contact.

G Accounts - LAXOT-Presentation Database
| [#1 Add [ Edit X Delete [g) Find () Copy \ &% Contacts &b Calls €3 Traces (G Print [} Add Booking ‘ 4

File Code:  [SIMF Account Status: |Achive - Primary Segment.  |GCRFE | Gen
Com Mo [SIME Sales Persom  [jowy - | Mati
| Parent ID: El Le

Account Mame: |5il‘|‘||:||E.' Saolutions, Inc. |

Lead Source: | - | Gr

Browse | Account Details | Account Profile " Contacts " Calls " Traces " Motes " Groups " Tracking " ESALMR agree

rlekls Add Contact ﬁ AEE.
Address: [Prip 191 Sub Segment:
10732 Main St Acct Qualified: [
City: | Fairfan Direct Bil: [
7 b Add A Contact?
State: vy | Zipe (22020 Fl L% ...
P I— Account Type:
Phone: |703-973-9300 Fax |7 Aot Praximity:
L Type of Bus.:
Web Site: | Yes | Mo I Travel Agent:
Trade Show:
Refered By:
—PRatac Artiveihe

Once you click Yes, the Contact screen will open. Click the Add button.

G Accounts - LAXOT-Presentation Database
@’ @ Contacts
| [#1 Add [EffEdit ¥ Delete B Copy 2 Copy~ | ) Find [
Browse ontacts | Contact Details l
File Cod | |First |Last Phone
Bro
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Contacts

Contacts

Once you click OK to save the account you will be asked if you would like to Add A Contact. Click Yes if
you would like to add a contact. When the Contact screen appears, click the Add button. The File Code
from the account you added will appear in the File Code field. Press the Tab key. The information from the
account will automatically fill in the appropriate fields. You can make any necessary changes. You can add
an unlimited number of contacts attached to an account.

It is recommended you fill in as much information as you have available for the contact. All of the
information entered here will flow into other screens when you choose this contact. When adding a contact
you can assign the contact to any Sales Rep listed on the lookup.

If this contact is a decision maker, check the Decision Maker box at the bottom of the screen. Contacts
marked as Decision Makers will appear in Red on the grid on the Contact screen.

The Notes box at the bottom of the screen is a convenient place to enter specific information about this
contact that would be helpful for you or others to view.

\3 Contacts EI@
VGk x Cancel

Contact Details

File Cade: [SIMP «-|  Added On: (1120842015 Contact Status: |Active -
Account Marme: | Simple Solutions, Inc. Contact Type: | Account i
Address: |PME 191 : Sales Rep: [[w
10332 Main St e
_ : Person Title: |Mr. b
City: |Fairfax

First Mame: |Dester

. StattEf Wi Zip: | 22030 Last Hame: |MoKenzie
auntry: Dear: | Dester
Comments: .
Comments: Ll
’ Department;
Market Segment:  |GCRP k- Phone: |703-378-9300 Ext:
Account Type: Fax: |703-978-9201
Acct Proximity: Cell:
Type of Bus.: Horne:
Travel gent; %’E Email: |simpelso@erals. com
Trade Shaw: Birthday:
Club Murmber: Decizion Maker: v Do Mot Bulk Email:
Influencer: Add Contact To Outlook:
Booker:

MNOTES

Arw gpecific information you want readily visible about this contact can go here....
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Contacts
Once you click OK to save the Contact you will be asked if you would like to Add a Sales Call. Click Yes
if you would like to add a sales call (activity).

v¥ Contacts (=&

| [#1 Add [EffEdit X Delete Bn Copy 2 Copy~

@) Find [ Proposal <f Letters~ 53 Add Call | 14 <« > »

Browse Contacts

File Code:

Account Mame:
Addiesa:

City:

State:
Country:
Comments:
Comments:

t ark.et Segment;
Account Type:
Aot Prosimiby:

Type of Bus.:
Travel Agent:
Trade Show:

Club Mumber:

Contact Detailz |

SIMP wo | Added O (1140942015 Contact Status: |&ctive -
Simple Solutions, Inc. Contact Type: [Account -
PRE 191 ——
- 2 o A

1FD.3[32 Main S pdd New Sales Call M~

artas S D eter
VA L b . Enzie

D eter
Add MNew 5alez Call?
GLAP - 703-978-3300 Ext | |
F03-978-9301
& zimpelzol@earals. com |
Birthday: | -

|:| Decision Maker: Do Mat Bulk Email: [

bl inrer

71112

m Add Cantact Ta Cotank: 77
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Calls

Sales Calls (Activities)

In STS you log completed activities (phone calls, appointments etc) under Sales Calls. You can access the
Sales Call screen from seweral places. The left menu on the main screen, the Calls button on the Account
screen and the Calls button on the Booking screen.

% STS - Sales Tracking System - 3.03yxr... - McKenzie, Dexter - LAXOT - Presentation Database - 127.0.0.1

Switch Properties  Dashboard Event Calendar Reports  Budget My Stuff  Utilities  Quit

'/5
f STS
o < Sales Tracking System
Version: 3.03vxr...

ﬁ' Accounts - LAXOT-Presentation Database
J [#] Add Edit ¥ Delete [g] Find [ Copy | EE Contacts Calls E}Traces @ Print Dﬂ'ﬁ.c

File Code: |5|MF' | Primary Segrment:
Corp Mo |[SIMP Salez Perzon:
Parent |10

Account Mame: |Simple Salutionz, Ine. |

Lead Source:

Browse | Account Details " Account Profile " Contacts " Callz " Traces " Maotes " Groupz " Tracki

Account Mame File Code Sales Perzon Status

Quick Search: | || | | | | v| [_E

P

&3 Bookings - LAXOT-Presentation Database
J [+] Add Edit i Cancel L™y Cop | Calls @Traces ﬂiCatering ﬁ‘Proposal %Pri
Hatel Code: I:l Statuz: - gndb I:I SPAE
File Code: | -] Giroup Type: - SEKG | | KsTE

Ewvent Mo |
Account Mame: A | Aurival:

Ewent Mame: | | Departure:

| Browvze | Booking Details " Fioomsz " Billing " Pick Up " Motes " Dept. Motes ]
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Sales Calls (Activities) - Add

In STS you log completed activities (phone calls, appointments etc) under Sales Calls. You can access the
Sales Call screen from seweral places. The left menu on the main screen, the Calls button on the Account
screen and the Calls button on the Booking screen.

To add a call,

1. Click the Add button. Choose the File Code from the lookup list.

2. Ifadding a call for an existing account, click the lookup button to the right of the Contact Name to
choose the contact. If logging a call under a generic account, type the contact info in.

3. Choose a Call Type from the lookup list.

4. If you want to create a future reminder (Trace), choose a Trace Date and an optional Trace Code.

5. The CC (carbon copy) field is for copying another team member on the “trace” if you enter a trace
date. Most times the CC field would be left blank.

6. Enter the Notes from the call (activity). If creating a future trace it's recommended you also enter a
note on why you are contacting them in the future. The notes from the call will be attached to the
notes for the future trace.

7. Click OK to save. You hawve just saved the Call. If you chose a Trace Date, a trace was
automatically created also for that future date.

e

&3 Add Sales Call

File Code: |SIMP
Event No: tarket Segment:  |GCRP ==-
Date Of Call |11/9/2015 ~ | PostedOn: [11209/2015 Account Type:
Account Mame: | Simple Solutions, [nc. Acct Proximity:
Contact Mame: M.+ |Dester MK enzie Type of Bus.:
Title: Travel Agent:
Address. |PMB 191 Trade Show:
10332 b ain St
City: |Firf 2 State: via Choose the Call type from the look up
Email [simpelkzoi@erdls.com Iist. You can easily u::reatv.? a future
Phone: |705-975-9300 Exb remmdegﬂ:iied] _I:Fl_r.r&c?;ocosélg a Trace
Faw |703-978-9301 Cell:
Salez Rep CLC:
all Type: ead Source: Start Tirme: -
Trace Date: |[11416/2015 » LArace Code: |PFT Trace Pricrity: - End Time: -
@ 'FTH_:e_j,u:uur notes for the sales call here. |f tracing the call vou should also type notes about why you
are following up with them on the future trace date.

x Cancel



Sales Calls (Activities) - Find

The Find button allows you to quickly and easily find any sales calls entered into STS. The more fields you
fill in the more specific the search.

\5 Sales Calls - WASAX-Presentation Database EI@
[+] Add Edit X Delete 33 Copy - ﬁ:lEind F'rint Epropnsal @ Letters = Dﬂ' Create~

Browse Call: | Call Details

FILE CODE [ACCT NAME LAST (gt [DaTE [TYPE [SALES 1D|Phane [Ext |EVENT#]
\

\5 Sales Calls - WASAX-Presentation Database ﬁ

Sales Call Filter

File Code: I:I Event Ho:

Account Hame: + Beginz With Contains

Firzt Mame:
Last Mame:

Call Dates: w» | Through -

Sales Person:
Call Type: Lead Source:

Parent 1D:

Market Segment:

Motes Kepword:

Phone #:

Account Type:
Acct Proximity: | asonal Demand:
Type of Bus._: RFFP #:

Address 1:

Address 2:
City:
State: Sort By

Call Date - Descending
Call Date - Azcending i

T




Sales Calls (Activities) - Print

The Print button allows you to print a sales call report including the notes for each call. When you click the
Print button you are presented with the same Find window. After filling in your search criteria, click Ok.

You will be asked if you want to print the address for the account. After choosing Yes or No the report will
appear in the print preview.

\5 Sales Calls - WASAX-Presentation Database EIIEI
[#] Add Edit X Delete 3y Copy - ﬁjfind Print Eproposal g}ﬁ Letters = D“'} Create~

Browse Calls | Call Details

FILE CODE [ACCT NAME L&ST Jist [DATE  [TYPE [SALES ID|Phane [Ext |EVENTH|

\E Sales Calls - WASAX-Presentation Database I&

Sales Call Filter

File Code: |SIMPLE| Event No:

Account Name: +) Beginz with Contains
First Hame:
Lazt Mame: o
Call Dates: » | Through -
Sales Person:
rall Tune- oo I cad Snurea-
Today's Date:  11/12/2015 Your Hotel Name Here
Page: 1 Sales Call Report
File: SIMPLE

Dates: All Dates
Call Types: All Call Types
Salesperson: All Salespersons

File/Evt #

Posted On Account Name | Date | Description Contact Name / Notes Phone# Ext. Sales ID Trace Date

SIMPLE Simple Solutions, Inc. Mr. Dexter McKenzie T03-973-9300 MLH 1113002015

112015 11M6/2015 PQF Discussed their training schedule for next vear. They will be finalizing the budgest
simpleso@erols. com within the next 2 weeks. Wil follow up then.

SIMPLE Simple Solutions, Inc. Mr. Dexter McKenzie T703-978-9300 MLH 11M16/2015

TUH2ZM15 1MS2M5 POF My notes for call would go here...when tracing the call always include notes on why

simpleso@erols.com you are calling them back...




Sales Calls (Activities) — Sales Call Stat Report
You can also print statistics on how many calls have been entered by sales person by call type. This report
is very helpful especially if you have goals for entering a certain number of activities.

To print the report click Reports | Sales Call Stat Report. Choose the range of dates you want to print the
report for. You can optional choose the sales person you want to print for or leave blank for everyone.

o3 Statistics Report [=5]

Print Sales Call Statistics

Beginning D ate: 11/01/2018 -
Ending Date: 11/0722018 -

Salesperson:

Lead Source:

Open Beport As PDF: [

o OK X Cancel

Todays Date:  11/12/2015 Your Hotel Name Here
Sales Call Statistics Report

Dates: Between 11/01/2015 and 11/07/2015
Salesperson: MLH-Mark Holbrook

Sales ID Salesperson Call Code Call Description #0f Calls Call Goal Variance
KMLH Mark Holbrook APP Appointment 0 1 -1
WMLH WMark Holbrook Ic Inquiry Call 1 0 1
WMLH Mark Holbrook LNR New LMR/CNR Account 0 1 -1
KMLH WMark Holbrook 0osc Outside Sales Calls 0 5 -5
WMLH Mark Holbrook PQF Prospecting Call 2 12 -10
WMLH WMark Holbrook RFP Internet Leads / RFF's 0 3 -3
MLH Mark Holbrook RGT Book/Re-book Group 0 2 -2
MLH Mark Holbrook | Site Ingpection 1 1 0

Calls WithOut Goals 1

Calls With Goals 3 25 -22

Total Calls 4 25 -1




Traces

Traces

Traces in STS are designed to remind you of future actions and activities that must be taken. Most of your
traces will come from tracing sales calls and/or automatic booking traces. Traces that come from other
modules in STS will have a letter code in the Description. “SC-* indicates the trace came from entering a
Sales Call. “AT-“ traces come from the automatic booking traces that appear whenever you enter a new
booking. “LB-" traces come from entries in the Lost Business screen etc. Traces in Red indicate the trace
has a due date earlier than today. The details included on a trace should give you all of the information
needed to follow up with the client allowing you to complete (close) the trace.

\; Traces - WASAX-Presentation Database E EX7]
Add [EffEdit ¥ Delete B2 Copy | ) Find B Print g Complete <f Letters~ | 14 < > »i

Browse Traces | Trace Detalls | Appointments

Trace Date |File Code |EVEM | Code |Description |F'ric-rit_l,J| First Last Sales D |Phone |E|:|
11A10/2015 PRIME 10016 NS Client Maint, Call 1 Thoma:  Alewander  MLH 543-371-5555 2
11A1/2015 ENYISION Clignt Mairt, Call 1 Paula Stantar MLH 84235554100

11411/2015 CALCI FL L@ Follow-Up Qual. Cal 1 . . MLH

1114/2016 MISC 9927 THE “AT-Tharnk You 2 Faul Detries MLH B843-655-4500

11642015 SIMPLE ~SC-Hot Prospect 1 ck.enzie 0

11A16/2015 SIMPLE 10273 AT-Follow Up 3 Demter McKenzie  MLH 7023-875-3300

11/18/2015 MSBA Cardline  bpers MLH 8435551212

1118/2016 PATIENT Client Maint. Call 1 Jamnirig Marpel - Sand MLH B43-665-4567

11A18/205 FUN 10244 THE  AT-Thank You 2 Mempn Fiutledge MLH 707-555-0363

11A18/2015 AECOM CMC o SC- David Meredith MLH 710-555-4507 ]

[4] | EE

Sales Call Motes On - 11/09/2015 - Simple Solutions - Discuzsed their training schedule for
next vear. They will be finalizing the budget within the nest 2 weeks, Wil Fallow up then,

\s Traces - WASAX-Presentation Database
i Add [BfEdit X Delete B3 Copy | ) Find B} Print g Complete <f Letters~ | 14 4 > »i

Browsze Traces " Trace Detais | Appaintments
File Code: [SIMPLE =
Event Mo 2
Trace Date:  |11/16/2015
Azcount Mame: |Simple Solufions, Inc.
Group Mame:
Contact Name: |, Drexter Mck enzie

address: [PRE 197
10332 Main :
%’E Ciky: |Fairfan Stater g Zip:
Email: zimplesol@erols.com

Phone: (7039755000 | Est Faw 7035769301 | Celt
Sales Rep: [pLH

Trace Code: [HOT Description: |5 C-Hot Prospect
Pricrity: |1 Start Tinne: Add Appaintment
Statuz [0/C) |0 End Time:

Sales Call Mates On- 114092015 - Simple Solutions - Discuzsed therr braining schedule for
next year, They will be finalizing the budget within the next 2 weeks, Wwill follow up then,




Traces — Completing (closing)

You can use the Add and Edit buttons to add new traces or modify existing traces but you will use the
Complete button most frequently to close traces once you have completed the task. Once you complete
(close) the trace you will be prompted if you would like to add a nhew Sales Call recording the notes from the
completed activity. If you answer Yes, you will be presented with a “Add Sales Call” screen allowing you to
record the details of the completed task. When adding the new sales call you will have the opportunity to
enter a future trace date to follow up with the client.

You do not hawve to answer Yes each time to add a new sales call. Completing AT (automatic booking
traces) are an example of traces you would complete and not typically need to enter a follow up sales call
for. Activities where you had direct client contact would be situations where you would probably want to
answer Yes to record a new sales call.

Finally, traces are designed to be completed and disappear from your to do list. That means editing the
trace, and entering any notes you want to keep about the activity, is not recommended. All notes about
sales activities you want to keep should be entered under Sales Calls.

\3 Traces - WASAX-Presentation Database E@
[#] Add E-:Iit ¥ Delete By Copy ﬁjfind &L Print ‘/cDmmete <f Letters= [ 14 4 > m

Browse Traces | Trace Detal: | Appointments

|Trace D ate |File Code |Event ﬂ|E0de |Description |F'riu:|rity|First |Last |Sales D |F'h|:|ne |E|:|
1141072015 PRIME 10016 CMC  Client Maint. Call 1 Thomas  Alexander FLH 843-371-5665 et
11412015 ENVISION CMC  Client kaint. Call 1 Faula Stanton FLH 843-565-4100
11412015 Cacl FOC  Follow-Up Qual. Call 1 . . rALH
1141472015 MISC 9327 THE.  AT-Thank You 2 Faul DeViies ALH 843-555-4500
5 SIMPLE SC-Hot Prospect 1 Dexter i e kil ili]
1141642015 SIMPLE 10273 FU AT Follow Up 3 Dexter ek enzie bLH F03-978-5300
1141872015 MSBA CMC Caroline  Myers bLH 843-565-1212
1141872015 PATIEMT CMC  Client baint. Call 1 Jarniris arpel - Sand MLH 843-555-4567
1141872015 FUM 10244 THE.  AT-Thank You 2 Mermn Rutledge bLH FO7-555-0369
114184205 AECOM CMC  SC- Darvid teredith tLH 18-565-4507 s

Kl | IIIE|

Sales Call Motez On - 11/09/2015 - Simple Solutions - Dizcussed their raining schedule for
next pear. They will be finalizing the budget within the nest 2 weeks. Wil follow up then.




STSR Help

Traces — Completing (closing)

Highlight the trace you want to close and click the Complete button. You will be asked if you would like to
“Close” the trace. If you click Yes, the trace will disappear from the grid and you will be asked if you would
like to “Add New Sales Call”. Not all traces would result in adding a new sales call. Typically activities
that involved having direct client interaction are situations where answering Yes would be recommended to
record the notes.

\5 Traces - WASAX-Presentation Database
[¥] Add [EfEdit % Delete Bz Copy ﬁjgind & Print g Complete < Letters~ | 14 <« > w

Browse Traces | Trace Detalls | Appaintments

|Trac:e Date |File Code |Event #|Eu:ude |Des [{laTy! |F'riu:urity|First Last |Sales ] |F'h|:une
1141042015 PRIME 1006 CMWC  Client Maint. Call 1 Thomaz  Alexander MLH B43-371-5555
114142015 EMVISION CMC Client Maint. Call 1 Paula Stanton FLH 843-585-4100
114142005 CALCI FOC  Follow-Up Qual. Call 1 . . kLH

1141642015 SIMFLE 10273 FlU ——iaTCalloull 2 Lot Mok enzie kLH T03-978-3300
11/18/2015 NSBA cM Close Traces == s bLH 843-555-1212
11/418/2015 PATIENT cr{ pel - Sand MLH 843-565-4567
1141842015 FUM 10244 TH _ tledge MLH 707-555-0369
1141842015 AECOM Ch | Close Traces? edith MLH 718-555-4507
Kl |

Yes Mo
0273 FU AT-Follow Up 3 Derter Mckenzie

Add New Sales Call e Jvers

0244

| Add New Sales Call?

15/112



Traces — Completing (adding new sales call)

If you answer Yes to the question “Add New Sales Call?”, a Add Sales Call screen will appear. All of the
information from the Trace you just completed will be carried over to the Add Sales Call screen. From here
you would choose the Call Type, enter your Notes and enter a Trace Date/Code if you would like to create
a future reminder (trace) for this client. Once you hawe filled in those fields, click OK to sawe.

-

\5 Traces - WASAX-Presentation Database
[§] Add [Eff Edit  Delete By Copy @) Eind & Print ‘/c.:mmete <f Letters~ | 14 < > »

&3 Add Sales Call

File Code: |SIMPLE

Erencila, t arket Segment:

Date Of Cal: (1142/2015 » | PostedOnc [1112/2015 S T
Account Mame: |Simple Salutions, Ine. Acct Prowimity:  |BAC

Contact Marne: |mr, * ||Dewter Mk enzie Type of Bus.:

Title: Seasonal Demand:

Address: [PRE 191 RFP #:

10332 b ain
City: | Fairfax State: WA Zip

Email: | simpleso@erols.cam
Phone: | 703-978-9300
I Faw [703-978-9301 -
Sales Rep: [MLH - ==
Call Type: |PQF Sounze: Start Tirne: -
Trace Date: |11/25/2015 » | Trace Code: |HOT  k==|  Trace Priority: T End Time:

% |Met with Dexter to discuss his 2016 meeting schedule. Following up in 2 weeks after his 2016
schedule iz finalized.

i

W Ok X cancel




Traces — Printing

STSR Help

The Print button allows you to print a trace report. When you click the Print button you are presented with
the same Find window. After filling in your search criteria, click Ok. The report will appear in the Print

Preview.

-

\E Traces - WASAX-Presentation Databaze

—
Browze Traces

\E Traces - WASAX-Presentation Database | =] ]
4] Add [Eff edit X Delete Bz Copy | ) Find B Print g Complete <l Letters= | 14 4 > »
Browse Traces | Trace Detallz | Appointmer
|Tlac:e Date |File Code |Event # | Code |Descripti0n |F'ri0rit_l,.l| First Last |Sales In] |F'h0ne |E|:|
111072015 PRIME 10016 CMC  Client Maint. Cal 1 Thomas  Alexander bLH 843-371-5555
111172015 EMVISION CMC  Client Maint. Call 1 Paula Stanton bLH 843-555-4100 H
11/11/2015 Cacl FOC  Follow-Uo Qual. Call 1 MLH

¥ Add [EffEdit ¥ Delete B Copy | ) Find | B Print g Complete <f Letters~ | 14 < > »

|_Trace Detailz | Appointmentz |

\3 TraceFilter

L2

Traces Filter

File Code:

Account Name:
I Last Hame:

Trace Due Dates:
Traces Completed On:

Sales Perzon:

Trace Code:

Status:

-

» | Through -
OR
+ | Through -
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Bookings - Initial Entry

Bookings

The booking screen in STS is where you enter group information. This would include groups with sleeping
rooms only, catering only or groups with sleeping rooms and catering. Most of the information contained on
the booking screen is relevant for both.

Below is a recap of the steps for adding a booking with catering and generating the BEO. You will find
detailed steps on subsequent pages after the recap.

1. Create an account if the account does not already exist.

2. Add the booking from the booking screen.

3. Once the booking is created you can add the catering functions by clicking the Catering button on
the booking screen toolbar.

4. Once the catering function(s) are created you can add the menu/senice items by clicking the
Menu/Senice tab on the catering screen.

5. Once you have added the menu/senice items you can click the Print button on the Catering screen
and either Merge the BEO or Print the BEO depending on which document you use.

Switch Properties  Dashboard Event Calendar Reports  Budget My Stuff Utilitiesuit

Z
é Sales Tracking System
Version: 3.03yxr...
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Bookings

To open the booking screen, click Bookings on the left menu. Once the booking screen opens, click the
Add button.

o Bookings - LAXOT-Presentation Database
d Edit ﬁ Cancel [y Copy | &b Calls {}Traces ﬁECatering %‘Propusal i—..‘],l:'rint'

ode: Shatusz: SGEG SPAK OTHS
e Giroup Type: QNDE KSTE OTHE
Ewent Mo g,
\5 Bookings - LAXOT-Presentation Database El@
VOI( x Cancel
Hotel Code: | Lax0T === Statuz: [T - SGEG | $109.000  SPak OTHS OTH?
File Code: | SIMPLE Group Typer B OMDE | $109.00 KSTE OTHE OTHE
Event No:

Segment.  |GCRP ===

Account Name:  (Simple Solutions, Inc Arival. [7/14/2014 w | Time: Sales Persor: [TL

Event Mame:  |Simple Salutians, Inc Departure:  [7/16/2014 = | Time: Catering Persor: | TL

Booking Detal: | Rooms || Biing | Pick Up | MNotes | Dept Notes

- Enter or choose the File Code by clicking the lookup button to the right of the File Code field.
Once you tab off the File Code field certain fields will be filled in from the account profile.

- Change the Event Name if it’s different than the Account Name.

- Choose Status from the drop down (T-Tentative, D-Definite, P-Prospect)

- Choose the Group Type (R-Rooms Only, C-Catering Only, B-Both)

- Enter the room rates in the applicable rate fields (leave blank if Catering Only)



Bookings - Rooms Tab

Bookings...Rooms Tab

- Click the drop down for Arrival and choose the Arrival Date.

- Click the drop down for Departure and choose the Departure Date. You can choose the same date
for the Arrival and Departure if the booking is for a one day catering function. Once you tab off the
Departure Date you will be taken to the Room tab. You can enter the rooms (if applicable). The first
column of each section is for “Gross” Rooms. Gross rooms will print on the contract for the client.
The Expect column is for “Net” rooms. Net rooms is the number of rooms you anticipate the group
actually picking up. The Expected rooms are also called Wash Rooms. All Forecast reports use
the rooms entered in the Expect column. The client does not see the Expect rooms, only Gross. |If
the booking is a Catering Only ignore the Room tab and return to the Booking Details tab.

g Bookings - LAXOT-Presentation Database [r=-E
VOk x Cancel
Hotel Code:  |Lax0T (== Status: [T w SGEG | $109.000  SPAK OTHS OTH?
File Code: | SIMPLE Group Tepe: B = OMDE | $109.000 KSTE OTHE OTHE
Event Mo: Segment:  |GCRP ===
Account Mame: [ Simple Solutions., Inc drival 7142014 = | Time: Selea e T

EventMame: |Simple Solutions, Inc Departure:  |7A6/20014 = | Time: Catering Person:  |TL

Bookwetails Hoomr Biling | Pick Up | Motes | Dept. Motes

Dav|  Date |SGKE Expect| Rate | ONDB | Expect| Rate | SPAK | Ewpect| Rate | KSTE | Ewpect| Rate | DTHS |Ewpect| Rate [OT
20

ton 07/14/2014 15 $109.00 il 0 $109.00 0 0 $0.00 0 0 3000 0 0 3000
Tue 07/15/2014 15 $109.00 o 0 $109.00 1] 0 $0.00 0 0 30,00 0 0 $0.00

- Verify the Market Segment and change if necessary.
- The Sales Person and Catering Person initials are retrieved from the account. You can change
those if necessary.

Bookings - Booking Details Tab

Bookings...Booking Details Tab
Use for room only groups, catering only groups and combined bookings of
rooms and catering

You can return to the Booking Details tab and verify/enter needed information.

- Contact information. If the booking is for an existing account, with contacts, you can click the
lookup button to the right of the Last Name field and choose the Contact. If the account is a
generic file, type the contact information in including contact name, address and phone/email
address.

- Verify the Contract Due, Cut Off Date and Booked On dates are accurate. These should be filled
in for you once you choose the Arrival/Departure dates. You can change them if necessary.

- Most of the other fields on this tab are optional. Fields such as Onsite Contact and Comments can
be very helpful but are not mandatory. Resv Method can be helpful too if the group has sleeping
rooms.



3 Bookings - LAXOT-Presentation Database [ |[E]E
VGk x Cancel
Hatel Code:  |L&=0T Status: [T SGEG | $109.000  SPAK OTHS OTH?
File Code:  |SIMPLE Group Type: |B - UMDB | $109.000 KSTE OTHE OTHE
Ewent Mo Segment: |GCRF k=
Account Mame:  [Simple Salutions, [ne Amival (742014 | Time: Seles P |
Event Name:  Simple Soltians, Inc Departure: | 74162014 = | Time: Catering Person: | TL
Mandatory Date Fields. These
Eooking Details | Raoms | Biling | Pick Up | Motes | Dept. Mates need to be filled out for all
bookings including Catering Only.
Addiess [FLERET | it swa ParentD: | e
Contact Lookup Butt:
10332 Main 5t A o Fm: / Blocked NET  /Actual
City: |Fairfax A Contract Due: |6/25/2014 = Rooms:
Stater Wi, Zip: 22030 Country: 4
; 4 CutOff Date: [5/23/2014 ADR:
Contact Marme: |Mr. * | Dester Mekenzie Booked On: |EAG/2014 = Rm Rew:
Title: 4
o T - Roarning List  |B/1442014 - =
Ore; -7 8- ul:
Faw 703-978.9301 | Celt Fiesvbethod: | | BH| RO BED Due By: -
" . Buszinezz Origin:
:‘{E Email | simplesol@erals.com Guarantee By: -
Onsite Contact: |Dexter Mck enzie Prospect R ating: - Rms - Cancel By:  |6/23/2014 = Catering-Cancel By: =
s Booking User Fld:
Group Code; Package Price 1:
Rebate Amtf: Package Price 2:
TAC 2 Package Price 3:
FAEY:3 Package Price 4:
Referred By: Travel &gent: RFP Mo:

Contract Twpe: |G

MNew/Repeat: M

—u

- Tumed Tentative On:

b Turned Definite On:

FEB Min $:
Booking Type:

Linked To PMS: Mo

Meeting Class: Surveyp Tppe:



Bookings - Billing Tab

Bookings...Billing Tab
(Use for room only, and catering only or combined business)

The Billing Tab captures billing information related to the booking. The information on this tab is optional
but can be important. Below find some of the key fields described on the billing tab. The other fields can
prove helpful in certain situations. All of the fields on the Bill Tab are potential merge fields that can be
included in merge documents such as contracts.

‘5 Bookings - LAXOT-Presentation Database EI@
VOk x Cancel
Hotel Code:  |Lax0T === Status: [T = SGEG | $109.000 SPak OTHS OTH?
File Code:  |SIMFLE Group Type: B - GHDE | $109.00 KSTE OTHE OTHS
Ewent Mo Segment.  |GCRP k==
Account Mame:  [Simple Salutions, Inc Arival,  |7A42014 - | Time:

Sales Person: | TL
Event Name:  |Simple Salutions, Inc Departure:  [7/16/2014 | Time: Catering Person: | TL

Booking Details | Rooms | Biling | Pick Up | Motes | Dept Motes

Master Individual

RoomdTas v Other Billing: DB Room and Tax Only - Master Accti: House Accti:
Incidentals: v - : : e . .
Medls: v Other Billing: ou can type in these fields too - - Dir Bill: Credit App Approved: - | Limit
Catering: .
Seng: v Authorized: |Dester Mckenzie Depasit 1: v | Amt =g
o Date Received: -
Room Tax %: 0,000 9 .
5 _ Deposit 2: v | Amb Recw:
Occ Taw % 15.000 Method Of | Direct Bill -
- = Deposit 3 * | Amb Recy:
Baggage §: Payment; |Tou can type in these fields oo
Final Pay: > | Amb Fecw:
Per: - TawExempt: [] Tax Exempt #:
CC Type: - Last 4 Digits:
Parking Feet: Comp Palicy:
Exp. Date: Mame On Card:
Third Party  Company:
Address:
City, State Zip:
Phane: Fax:
Contact:

- Master Individual checkboxes. You can check the appropriate boxes noting how the client will
pay for Room/Tax, Incidentals, restaurant Meals and Catering.

- Room Tax %, Occ Tax % and Baggage/Parking charge fields are not used for calculations but are
available merge fields for including in contracts that can merge into Word.

- Other Billing — You can choose a preloaded response from the drop down or type in other billing
comments.

- Authorized Signatures — There are two fields for capturing who can sign the bill if the group is
direct billing charges.

- Method of Payment — You can choose the method of payment from the drop down list or type in
the method of payment.

- Deposit Information — You have fields to capture 3 deposit, and final payment, dates and

amounts. If the group had advanced deposit requirements it is recommended you enter the deposit
information here.
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Bookings - Pick Up Tab

Bookings...Pick Up Tab

The Pick Up tab is where you can enter the “actual” rooms the group consumes. The pickup information is
typically entered after the group checks out. You can ignore this tab if the group is Catering Only group.

W3 Bookings - LAXOT-Presentation Database =@
/Ok x Cancel
Hatel Code:  |Lax0T === Statuz. [T - SGKG | $105.000 SPak OTHS OTH?
File Code: | SIMPLE Group Type: |B = GOWDE | $109.00 KSTE OTHE OTH&
Ewvent Mo: Seagment:  |GCRP ==
Account Name:  [Simple Saltians, Inc arrivat | 7A42014 w | Time: Sales Person: | TL
Event Name: |Simple Solutions, Inc Departure: | 7A1E/20014 | Time: Catering Persor:  |TL

Booking Detall: | Rooms | Bilng | FickUp | Motes | Dept Mates

tan 0 $103.00 0 $103.00 a $0.00 0 000 0 000 0 000 0 000
0 $109.00 0 $103.00 ] $0.00 0 $0.00 0 $0.00 0 000 0 $0.00

If your hotel uses Skytouch PMS, OnQ, or Choice Advantage, an interface is available to bring in the actual
reservations from these Property Management Systems as part of your night audit process. If this has not
been set up, contact support at STS for more information.

Bookings - Notes Tab

Bookings...Notes Tab

The Notes tab is optional and allows you capture general information about the group. This information will
print on the group resume.

3 Bookings - LAXOT-Presentation Database El@
/Ok x Cancel
Hotel Code:  |LAX0T == Statuz (T« SGKG | $109.000  SPAK OTHE OTH?
File Code:  |SIMPLE GroupType: B » OMDB | $109.00, KSTE OTHE OTHg
Ewvent Mo

Segment.  |GCRP ===
Sales Person:  |TL
Event Mame: |Simple Salutions, Inc Departure: | 7A16/2014 w | Time: Catering Persor: | TL

Account Mame: [Simple Solutions, Inc Arival: (7142014 | Time:

Baooking Detail: | Feoms | Bilng | Pick Up | Motes | Dept Notes

General Motes:
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Bookings - Dept Notes Tab

Bookings...Dept. Notes Tab

The Dept. Notes tab is optional and allows you enter useful information about the group by department.
This information will print on the group resume.

[ ==

&3 Bookings - LAXOT-Presentation Database

JVOI( xCanceI

Hotel Code: Status: [T » SGKG [ 410300 sPak | | OTHs | | otz | |
File Code: Gioup Type: B ONDE | $10800 KSTE | | OTHE | | omHs | |
Ewent Mo: Segment:

Account Name: Simple Solutionz, Inc |

Event Mame: |Sim|:-le Solutionz, Inc |

Arival  [7/1472014 ~ | Time: | | cales Person:
Departure: | 7/16/2014 = | Time: | | Catering Person:

[ Browse " Booking Details " Rooms ” Billing ” Pick Up ” Motes | Dept. Motes |

24 /112

Contract Motes: Reservations:
Sales Office: Houzekeeping:
Fromt Desk: Engineering:
Bellmen: Security;

Food Beverage: Other:
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Bookings - Automatic Traces

Bookings...Automatic Traces

Once you have entered the needed information for the booking, click the OK button to Save. The Automatic
Trace screen will open displaying the automatic traces that have been setup to be created for each new
booking entered. The Automatic Trace formulas can be modified under Utilities | T able Maintenance |
Automatic Booking Traces.

You can Add, Edit or Delete traces before clicking Save

5 LUUS. [ aMCLE T = afoup IWpE B v | LMUE | $109.00, ESIE | | UIHE | L
vent N 6 Automatic Booking Traces ﬁ Segn
1t Nan lez Pe
t Nan Automatic Booking Traces ng Pe:
]@ Code |Trace Mame Trace_[ate |First Mame Lazt Mame Phaone Ext |Salesld | =~
30 Dray Follow Up Ci 0647 442014 | Dexter i ck.enzie 7 10
COMT Contract Due 06/22/2014 Dester b ck.enzie F03-978-3300 TL
oo CUT  Cut Off Date Motice  06/23/2014 Dexter ck.enzie F03-9738-3300 TL Lze &
acider] [ |MEMU Menu Finalization — 07/04/2014 Dexter Mk enzie F03-978-3300 TL
’Vi-" THE.  Thank 'ou 0772014 Dester Mckenzie F03-578-9300 TL
Catg

om T

leo T

aga4a

king F

Once you sawe the auto traces, STS will save the booking and generate an Event Number.

¥ Bookings - LAXOT-Presentation Database [E=1EcTy
J [+] Add Edit ﬂ Cancel |-_D Copy | Calls QTraces fF___'Catering ﬁ‘l’roposal % Print= | 4 A w» &
Hatel Code: Status: [T~ SGKG [ $109.00  SPaK | | oTHs | | atwz [ ]
File Cade: Growp Type: B - GNDB [ 310900 KSTE | | oTHE | | otHs [ ]
Event Mo W‘*— Seagment. |GCRP -
Account Mame:  [Simple Solutions, Inc | Arriveal; |?f‘|4x’2014 - | Tirne: | | Sales Persor: [TL
Ewent Mame: |Simple Salutions, Inc | Departure: |?e’18a"2014 - | Time: | | Catering Perzan:

Browse | Booking Detailz " Rooms " Billing H Pick Up H Motes " Dept. Motes ]
Fuent Mn Salrs 1N Reninning Mate Fnirdinn Mate Statuz RFF M
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For catering only events, this screen will populate once you have completed the Booking Details and Billing
tabs. Once this step is processed, you will then follow the Catering steps to secure your function space
and begin to add menu items, payments, etc.

Bookings - Catering

Bookings...Catering

The Catering screen is where you attach catering functions to a booking. After saving the Booking, and the
Event No is generated, you can click the Catering button on the toolbar to open the Catering screen. From
this screen you may Add, Edit or Delete functions. Once you add a function you can add the Menu/Senice
items you will be charging the client for by utilizing the Menu/Senice tab. Finally, if you have a group that
will have similar functions for several days you should enter the function for the first day. Then add any
menu/senice items. Once this is complete you can use the Copy button to copy the function, and the
related menu/senice items, to a second day. This will save you significant time by not having to enter the
menu/senice items for each day.

\E Catering E@l .

[#] Ad Edit ] Cancel K Delete [ Copy~ o Complete BEO~ | = Print~ | 14 < =

i Function Details | Menu/Service | Payments

LOCC.NFILE CODE  |EWVENT # |DATE DAY |ROOM |FUMCTIOM|START |STOFP  |SET FOR|SALES ID|BEQ COMPLETE |CHL

Motes Setup Motes

Setup .
Audio Wisual
G
Beverage
Breaks

Special
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Bookings...Catering

To add a catering function, click the Add button. The File Code, Post As and Event No is filled in for you.
Do not change the File Code or Event No fields. You can change the Post As if the function name is

different than the Event Name.

% Catering

Function Details

File Code:  [SimPLE

Post&s: |Simple Solutions, Ine

Ewent Mo:

Date:
Start Time:
Stop Time:

Room Code:

13538
7152014 -

8:00am - Setup:
5:00pm = | Break Din:

caLo

Usze Room Mame: v  Moveable:

Forecast

Cowvers  Check Revenue

Total Food: 41 $3.95 $358.00
Bewerage:

Foom Rental: $400.00

AN Rev: $350.00
Other Resw:

Bep @
Audio Visual
GEL

Beverage
Breaks

Special

Armival Date: 0714720014

BEQ Complete

ns: Meeting Start:
1 Meeting Stop:

Post To Diary: v

From Detail

[F=B(Eom [t

VOk xl.fancel

Departure Date:  07/16/2014

Function: [MEE ~ [=== Package:
Setup: |CLA,
SetFor: 40 $0.00

Package Price:

Expect; 40

Guarantes:

FE Minirmum $:
Do Mot Post To Reader Board:

Actual

The following are the mandatory fields you hawe to enter before being able to save the function.

Date — Function Date

Start Time — Use the drop down to choose the start time in %2 hour increments. If the function
needs to start at time different than %2 hour increments, you can enter that time in the Meeting

Start field (see below) as you can enter any time in that field.

End Time — Use the drop down to choose the end time in %2 hour increments.

Room Code
Function Code
Setup

Set For — How many guests to set the room for

Although not mandatory, you should enter estimates for covers/revenue in the Forecast section. All future

catering report use the revenue from the Forecast section.



Bookings...Catering

Below are descriptions of the other fields on the Catering Details tab.

w3 Catering [E=N o8 =%
VGk xCanceI

Function Details

File Code:  [SIMPLE Armival Date: 0714720014 Departure Date: 071672014

Post As |Simple Solutions, [he Function: [MEE === Package:
EventNa: | 13538 == Setup: |CLA Package Price:
BED Complete $0.00
Date: | 7A15/2014 - SetFor: 40 -
Start Time: | 8:00am - Setup: 03 Meeting Start; - Expect: 40
Stop Time: | 5:00pm = | Break Din; ns Meeting Stop: - Guarantee:
Room Code:  [COLO === FE Minirnurn $:
Uze Room Mame: v  Moveable: Post To Diary: |v Do Mot Pazt To Reader Board:
Forecast From Detail Actual
Caovers  Check Reverue
Total Food: 40 $9.95 $358.00
Bewverage:
Room Rental: $400.00
A0 Rew: $350.00
Other Rev:
Setup (o
Audio Wisual
tenu
Beverage
Breaks
Special

- Setup —amount of time you would like to block prior to the start time of the function for setup

- Break Dn —amount of time you would like to block after the end of the function for break down

- Meeting Start — This field will default to the same as the Start Time. You can enter any Meeting
Start time in this field if it’s different than the Start Time.

- Meeting Stop — This field will default to the same as the Stop Time

- Use Room Name — This field, if checked, will include the name of the meeting room in the
contract.

- Post To Diary — This field, if checked, will actually block the space in the function diary. Most
functions should hawe this field checked.

- Do Not Post To Reader Board — If you check this box STS will not merge this meeting to the
Reader Board merge. It will also not export this function to the electronic sighage system if you
use one.

- From Detail Section — This section will fill in automatically when you add menu/senice items.
You can't type in these fields.

- Actual Section — This section contains the actual revenue for the function. The revenue from the
“From Detail” section will be transferred to the “Actual” section when you mark the BEO Complete.

- Setup, Audio Visual, Menu, Bewerage, Breaks and Special notes sections at the bottom of the
screen.
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Catering - Menu Service

Bookings...Catering — Menu/Service

The Menu/Senice tab is where you add items that will merge onto the BEO and print on the banquet check.
The Menu/Senice tab is a split screen. The Menu items you add to the lower half

.J Catering
| [#1 Add [EfEdit % Cancel X Delete [ Copy~ +f Complete BEO ~ |§,Print' o> M |

[ Browse Functions H Function Detailz | Menu/Service | Payments ]

FILE CODE |EVEWT # |FUWC_MO|DATE ROOM|FUMCTIOM |START |STOFP |SET FOR  |GUAR SALES ID{MEMO

0T |SIMPLE 13538 16538 07/15/2014 |COLD |MEE 8:00arm | 5:00pm

Menu buttons for Adding, Editing
and Deleting Menu/Service items.

| W add  EfEdt X Delete ‘
EVEWT # |DATE  |FUNC #|CATESO... |ITEM DESC BEG TIME|SORT |PRICE  [Qu# -

135598 07A15/2014 16338 Room Rent: Room Rental 1
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Bookings...Catering — Menu/Service

Click the Add button on the Menu/Senice toolbar to add a new item. Click the lookup button at the right of
the Item Description field to pop up a list of the menu items. It is recommended you choose the item from
the lookup list versus typing in the information in each field.

Choose the Category on the left. All menu items belonging to that category will be displayed in list on the
right. After locating the desired item, double click on the item to choose it.

lq,i' Catering

| | B Add [Efedit % Cancel

[ Browse Functions " Function Details | Meru/Service | Payrments ]

¥ Delete [ Copy~ f Complete BEO ~ 4 4 =

§,F‘rintv

ROOKM | FUMCTION |START |STOP
2014 (COoLo

FILE CODE |EVENT # |FUMC_MO|DATE SETFOR |GUAR Sal

SIMPLE 13588 1 ) 07

B:00am | 5:00pm

—Add/Edit Menu lkem

Item Dezcription:

Bakery Goods
Banquet Set Up Fee
Beverages

||| Bfast Enhancemetts
Breakfazt

m

Dairy

Diirrver

Fruitz & Vegetables
Hars doeuvres Dizpl
Hors doeuvres/Cold

Hors doeuwvresHaot
Lunch
Lunch/Boxed
teeting Packages

Beverage Break

Breaks Chipz and Salza Break
Breaks Cookie Break

Breaks Healthy Break

Breaks Snack Break

Brealks

L |

The Executive Courtyard Break Package

Al breaks inchude freshly brewed Starbucks coffee,

decaffeinated coffee and T azo teas,
azzorted mineral waters and sodas

|
Cateqory: | | Applicable Taxes
1 BED Section: | d | Food Tax: [
I Mernu Price: I:l Start: |:| Beverage Taw [
Cuartity: Stoo: - Sales Taw ||
&3 Menu Item Lookup — - . - ﬁ
Categories Menu ltems
Categary oE Find Item: |
& la Carte
Ludio Visual CATEGORY ITEM DESCRIPTION =

m

Bookings...Catering — Menu/Service

Once you choose an item, press the Tab key to mowe to the next field. Many of the fields will be filled in
automatically. You can change any of the information in the fields as needed.
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If the item needs to be in the room at a certain time you can choose the time from the drop down or leawve it
blank.

Repeat the process adding any needed menu/senice items.

\J Catering [F=3 [Eol |~

J [#] Add [Ff Edit % Cancel ¥ Delete [ Copy~ f Complete BEO~ | = Print~ | 14 < » B

I Browse Functions " Function Details | tenusService | Payrents l

ROOM |FURCTIOM |START |STOP SaLES 1D |MEMO

204 |COLD |MEE

5:00prm

radd/Edit Menu ltem

ltem Deseripion:  |Beverage Break

Categony: |BlEakS |

Applicable Taxes

BED Section: |[MENUI M Food Tax: [
Menu Price: Stark: Beverage Tax [
- i Sales Tax: 3.000
Buantity: o I:' Service Charge: 13.000
Unit Description: S ort Order: Gratuities: [ ]
Totkal: .
Expense Categony: | Food = Itineramy Item; [ Sales Taw On Serv Chg Only: [

Billing Codes:

Do Mat Print On Banquet Check: [

Al breaks include freshly brewed Starbucks coffes,
decaffeinated coffes and Tazo teas.
azzorted mineral waters and zodas
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Catering - Payment

Bookings...Catering — Payments

The Payments tab allows you to enter advanced payment information if applicable. If you require an
advance deposit from the client, you can document the payments on the Payments tab. These payments
will be printed on the banquet check.

w3 Catering [

| #1 Add [Ef Edit 8 Cancel > Delete [ Copy~ f Complete BEO~ | =, Print~ | 14 < » »

[ Browse Functions " Funiction Details " MenusService | Payments |

Group Mame: Simple Solutions, Inc
Aurival Doate: 07452014
Ceparture Date: 07645201 4

[# &dd Edit 3 Delete

Payrnent Type | Check #| CC Type | CC Mumber

G'Catering
J [#] Add [Ef Edit %] Cancel ¥ Delete [ Copy~ of Complete BEO~ | =, Print~ | 14 < » »

[ Browse Functions " Function Details " Menu/Service

Group Mame:  Simple Solutions, Inc
Arrival Date: 07142014
] Dreparture D ate: OFA1E/2014

—Add/E dit Payment

Date of Payments: | BA1E6/2014 -

Form of Payment:  |Check

Arnount: $500.00

I

Dexter Mok enzie

I Perzon b aking Payrment:
Check Mo: 598

CC Type:

Credit Card Mo: [Lazt 4 Digits)

LA

E=p. Drate:

Comments

1zt Deposzit |

" OK X Cancel |
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Catering - Banquet Check

Bookings...Catering — Payments

The system will generate a banquet check, using the detail from menus selected and
related payments and deposits recorded in STS.

E

@Cateﬁng
| | 1 Add [ Edit 8§ Cancel

. Delete % Copy~ +f Complete BEQ ~

Browsze Functions | Function Detailz " b enusService " Payrments l

%Print*

1 Merge BEO

4 A » M

2 Bangquet Check

3 Bangquet Check Recap

FILE CODE  |EVENWT # |DATE DAY |ROOM FUMCTION|ST

13538 07A15/2014 |TUE |COLO

BEC

SIMPLE

4 Print Payment Receipt

33/112

5 Print BEQ
L
Today's Date: 06/17/2014 2:08:57 AM Your Hotel Name Here Page: 1
Svent Number: 13598 Your Address Azaster Account:
Group Type: Group Your City, X3 00000 House Account:
Printed By: DM
Bangquet Check
Account Name: Simple Solutions, Inc Contact: Mr. Dexter Mckenzie
Group Name: Simple Sclutions, Inc Phone: 703-278-2300 Ext:
Address: PMB 181 Fax: 703-378-8301
10332 Main 5t. Email: simplesci@ercls.com
City: Fairfax Sales Person: TruclLe
State, Zip: WA, 22020

Diate Func # Functicn Room Name Item Descripticn Guantity Unit Price Total
O07/15:201: 16558 Mesting Colorado Rioom Rentsl 406 Day $1.00  3400.00
OT/15/201: 18958 Mesting Colorado Beverage Bresk 40  Person 750 B300.00
Sub-Total: 3700.00
Food Tax: 30.00
Jeverage Tax 20.00
Sales Tax: $68.13
Service Charge: 357.00
Gratuities: 30.00
Total: 382513
. Fayments: 3500.00
Amount Due: $325.13
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Catering - Complete BEO

Bookings...Catering — Complete BEO

Once you have received all of the details from the client you can mark the functions as “complete” by
clicking the Complete BEO drop down from the toolbar. Completing the BEO will copy the revenue from
the “From Detail” section to the “Forecast” and “Actual” sections. The revenue will stay synchronized
changing the Forecast and Actual sections if changes are made to the Menu/Senice items.

§

«J3 Catering =IEES |
1 | 31 Add [Eifedit 3§ Cancel X Delete [ Copy~ | f Complete BEO~ | S Print~ | 14 < » » ‘ i

LOCC.. |[FILE CODE  |EVENT # |DATE DAY |ROOM |FUNCTIOM|{START |STOF [SET FOR|SALES ID|BEQ COMPLETE |C+L

0T |SIMPLE 07A15/20014 |TUE |COLO B:00am | 5:00pm

@ Catering EIE

] J [+] Add [Ff Edit %] Cancel X Delete [ Copy~ f Complete BEO~ | = Print~ | 4 < » m

=
Browze Functions | Function Details | Menu/Service " Payments ]

Arrival Date: 07/14/2014  Departure Date: 071642014

File Code:  [5)0p L F
Post A |Simple Solutions, Inc | Function: Package: [ |
EvertMo: [ 3505 - ( Setupr [CLa o] Package Price:
ventHo: 13098 BED Complete 300
b Date: |7A15/2014 = Set For: - 51
i
Start Tirne: Setup: teeting Start: Expect:

Stop Time: | 500pm = Breaan: tdeeting Stop: Guarantee: I:I
5 Room Code: [COLO - FB Minimum $: |:|

Uze Room Mame: Moveable: [ ] Poszst To Diary: Do Mot Post To Reader Board: [

I- Forecast From Detail Actual
I Covers  Check Revenue
40

iI

Total Food: 40 47 50 $300.000 $7.50 $300.008 40 $7.50 $.300.00)
Beverage: 0 $0.00 $0.00 0 $0.00 $0.00) [ $0.00 $0.00)
Room Rental: £400.000 $400.000 $400.004
A Rew: $0.00 $0.008 $0.00)
Other Rew: $0.00 $0.00 $0.00)
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Cancelling

Bookings...Catering — Cancel
The Cancel button allows you to cancel a function. After clicking the Cancel button you will be presented

with a window allowing you to choose the reason for canceling the function. Once canceled, the function
will be displayed in red.

¥ Catering ==
| [+1 Add [Ef Edit % Cancel Delete [ Copy~ f Complete BEO~ | S Print~ | 4 < »

Browse Functions | Function Details ” MenuiService " Payrnents l

LOCC... |FILECODE  |EVENT # |DATE DAY |ROOM |FUMCTION|START |STOF  |SET FOR|SALES ID|BEO COMPLETE |CxL

SIMPLE 07M5/2014 |TUE |COLO 8:00am | 5:00pm

Cancel Function u

ii Cancel This Function?

Makao

SIMPLE 07/15/2014 |TUE |COLD £:00am | 5:00pm

ra Cancel Booking u

Cancellation/Lost Business —

Enter Cancellation Code

Cancellation Code:

m

X Cancel |

Breaks i
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Reinstate a Cancelled Event

Bookings...Catering — Reinstate

You can reinstate a function by highlighting a canceled function and clicking the Re-Activate button. The
function will be reinstated.

~

-

@ Catering
| 1 Add [EfEdit

i
‘K] Re-Activate #% Delete [ Copy~ f Complete BEO~ | = Print~

(=]

4 A » k¢

Browwse Functions | Function Detailz H MenusService ” Payments l

LOCC...

FILE CODE

EVENT # |DATE DAY |ROOM |FUNCTIOM|START |STOF

.
Reinstate Function u

ii Reinstate This Function?

Yes | Mo I

36/112
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Catering - Merge BEO

Bookings...Catering — Merge BEO

You can merge the function information into a BEO by clicking Print | Merge BEO. You will be presented
with a list of Word templates. You can either double click, or click the Choose button to choose the
template. You can also “Print” the BEO using the Print BEO option. The Print BEO option will print the

BEO information into a report format. You will not be able to modify the printed BEO. Only the Merged
BEO.

K = jron
| B Add [Efedit % Cancel X Delete [y Copy~ f Complete BEO~ || = print~ [ =« <« » w4 |
Browse Functions | Function Dtails | Menu/Service H Fayments l

2 Banguet Check
3 Banquet Check Recap

File Code: [ 17 ¢ -~ Agrival Date: 07/14,/2074

Post fs: :l Package: [ ]
EwertMo: | 13558 - :| Package Price:

BED Complate 2 Print BEO -
Date: |7/15/2014 = e _
Start Time: | S:00am = Setup: teeting Start: Expect:

i

Simnple Solutions, Inc | 4 Print Payment Receipt

Stop Time: Bleak D Meeting Stop: Guarantee: l:l
Foom Code: FB Minirmurn $: |:|
w
g Catering
1 | # Add Efedit %4 Cancel X Delete [ Copy~ f Complete BEO~ | ZLPrint~ [ 14 <« » w
[ Browse Funchions | Function Details | Menu/Service " Payrnents ]
Fi — Amival Date: 07A14/20014  Departure Date: 071642014
g &3§ Catering Merge ﬁ =
| B1Add [EfEdit X Delete E*Choose | |4 < » bl a

Path For Templates: C:ASTS5R\Contracthy

Document Mame Document Description -

BEOQ.DOC Banguet Event Order
BEOLOMG.DOC Long BEO-Leqal Paper

Jze
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Bookings...Catering — Merge BEO

Once you click the Merge button STS will open Word and merge the function information into the BEO
template. You will get one page per function. You can make any additional adjustments to the document
before saving it.

[ %3 Catering Merge ﬁ
|| #1 Add  [EfEdit X Delete EF'Choose |4 < » &

Path For Templates: C:ASTSRAContracty

You Chose: IBED_DDC

Copy To:

Merge Meeting Boom Name On All BEOs |«

Merge With: kenu Price *  Menu Cost

Merge: Al Functions @ Date Range

\ [T Merge Package BEO

| q"’ Merge x Cancel

Your Hotel Name Here
Bangquet Event Order

BEO NUMBER: 13598-169493 EVENT DATE: | Tuesday, July 15,2014
GROUPNAME: Simple Salutions, Inc POST AS: Simple Salutions, Inc
ADDRESS: PMB 191 BOOKEDBY: | TruclLe

10332 Main 5t. BOOKEDON: | 06/15/2014

Fairfax, VA 22030
PLANMNER: Mr. Dexter McKenzie PHONE: 703-978-9300 Cell:
OMNSITECONTACT: | Dexter Mckenzie FAX: 703-978-9301

Billing: Direct Bill, You cantypeinthesefieds
too

[ D/B Room and Tax Only You can type in these fields too |

Final Food and Beverage Guarantees Muyst be Given 72 Hours Prior to Event or Full Charges Will Apply

Date | Times | Function [ set-up | Room [ Ppl | Rental |
[ 07/15/2014 [ 8:00am-5:00pm | Meeting | Classroom | Colorado |40 [ s#00.00 |
*Meeting Room Assignments Will Be Determined 72 Hours Prior To Event, According To Final Guarantese
A
SET-UP INSTRUCTIONS™ MEAL SERVICE
Room Rental G Fam
400 @ £1.00 + Par Day Bavarage Brazk
All breaks inchsde freshiby b Starbucks coffes, decaffeinated
coffes and Tazo teas,

assortad mineral watars and sodas
Room will be s& sccorging to Clients Specifications, any fast
minute changes will resulfin 5 850.00 labor fee
Ire Water, Pens and Trash Cans in Every Room

AUDID VISUAL EQUIPMENT*

40 @ £7.50 ++ Per Person

Catering - Print BEO

Bookings...Catering — Print BEO
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You can merge the function information into a BEO by clicking Print | Print BEO. The Print BEO option
will print the BEO information into a report format and can be exported as a PDF file. You will not be able to
modify the printed BEO, as this is a static version built into the system, and is very customary to a standard
hotel layout. Only the Merged BEO can be modifed in Word once it is merged, then saved as a document

for later use.

@ Catering

Prost A

Ewert Mo 3593 -
Date; |7/15/2014 -
Start Time: | &:002m =

Foom Code:  (COLD =

Backlog Report

Backlog Report

i
Setup: Meeting Start: Expect:

Stop Time: | 5:00pm = Ereaan: teeting Stop: Guarantee: |:|

FE Minimum $: |:|

The Backlog Report is STS allows you to track several aspects of your group rooms business. See the
information below that explains the report and it's various sections. To access the report click Reports |

Group Reports | Backlog Report.

r | Reports  Budget My Stuff  Utilities  Quit

Account List »
Accounts g
Group Reports L4
Group Production Report #

»

Catering Reports
Sales Call Stat Report
Market Share

Market Segment Reports #
Email Blast

Mail Merge

b

wf el e o 0T % LT ey

Version 3.03

Groups On The Books

GRC By Day

Pace Report

Annual Report By Month
Group Consumption by Sales Person vs Goals
Credit/Deposit Report
Pickup Report
Commission/Rebate Report
Group Conversion Report
Interface Exception Report
Group Rooms 14 Day Report

BacklLoggeport
Teop Group Room Revenue By Account Report

ArrivalTnhrnce Rennrt
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: -EI -I'H
| [ Add [EfEdit ) Cancel X Delete [ Copy~ f Complete BEO~ || =, Print~ | < < » m ‘
Browse Functions | Function Details | M enusS ervice H Paprments l 1 Merge BEO
. 2 Banguet Check
! . Amival Date: 071452074 =
File Code:  [siMPLE 3 Banguet Check Recap B,
|S|mp|e Salutions, Inc | 4 Print Payment Receipt % Pack agE.P |:|
: ackage Price:
BED Complete 5 Print BEQ
e



- &§ BacklLog Report Iﬁ 1
BacklLog Report

Month: [} «
Year: | 2012 3:
Report For [Year): | 2012 EI:

Met Rooms: +
Gross Rooms:

Typically you would choose the current month or the month that has just been completed. The top part of
the report focuses on the group booking activity for the month chosen and which month in the future the
activity drops in.

The Total Rooms by Month report (Reports | Accounts | Total Rooms by Month) prints a summary of
tracking entered for each company, by month, for a 3 year period. This report gives you a great way of

reviewing year over year activity of the accounts you are tracking. Below see the steps for running this
report.



Backlog Report

The top part of the report focuses on the group booking activity for the month chosen and which month in the
future the activity drops in. The example below was run for August.

The top of the report begins with the Definite rooms on the books at the beginning of the month. It then
prints the booking activity that occurred “during” the month of August. It breaks it down by “New Definites”,
“Canceled Definites” and “Re-Evaluations”. It also prints how much of the activity occurs in each of the
remaining months for the year. The “End Of Month Definites” should equal what is on the books in the GRC
for each month.

The next section prints Actuals for previous months and compares the actuals, and the blocked rooms
abowe, to budget.

The next section prints ADR stats followed by Revenue stats.

Finally, the last section categorizes the rooms by market segment.

Today's Date: 08/31/2012 Report Beging On: 08/01/2012

Back Log Report
Net Rooms - 2012

Jan-12 Feb-12 Mar-12 Apr-12 May-12 Jun-12 Jul-12 Aug-12 Sep-12 Cc-12 Mov-12 Dec12 Total
Beqg Month Definites 1] 1] 0 1] 1] 1] o 1.158 1.077 822 844 253 3.954
New Definites 0 0 0 0 a a o 179 =4 189 15 25 480
Canceled Definites ] o 0 0 a ] a a a =201 o a =201
Re-Evslustions ] ] 0 0 a ] a 31 =121 =30 o 50 =70
et Monthlv Chanoe 0 0 0 0 a a o 210 -29 82 15 75 208
nd Of Month Definites 0 0 a 0 0 0 o 1,288 1,048 780 859 228 4,163
Actual Rooms 582 5688 1,239 727 1.088 281 9324 o o ] i} il 8,129
Budget Rms 485 385 1,085 999 1.070 1.050 1739 1,320 1,155 1,400 240 560 12,178
Variance Rms 107 203 144 -272 18 -89 -805 48 -107 -840 -281 -232 0
lentative Rms o o il o o o o &7 228 35 ] 25 350
Frospect Rms 0 0 Q Q Q ) o 25 115 288 208 g 742
Definite Group ADR 0.00 0.00 0.00 0.00 0.00 0.00 0.00 8458 85.48 95.70 93.07 91.45 8871
Actual ADR 86.24 20.48 87.87 92.55 95.08 86.14 86.34 0.00 0.00 0.00 0.00 0.00 89.28
Budget ADR 8488 86.73 91.30 85.08 78.35 88.01 83.01 81.57 88.71 8937 87.89 75.893 488
Wariance ADR 1.58 377 -3.43 7.45 18.72 0.14 3.33 258 -1.24 8.33 517 15.53
Tentative ADR 0.00 0.00 0.00 0.00 0.00 0.00 0.00 g0.12 108.82 £2.00 §9.00 T2.00 98,45
Prospect ADR 0.00 0.00 0.00 0.00 0.00 0.00 0.00 79.00 20.42 68.06 2198 101.00 41.71
Definite Revenue i} o 0 0 0 ] o 115,682 89,580 72,735 61,330 29,997 369,304
Actual Revenue 51.055 51,399 1083872 87.281 103,430 84,508 80,842 a a ] ] a 547,187
Budget Revenue 41,070 31,655 99,975 85,008 83.830 20,307 1443682 108203 100,155 125123 82,621 42,520 1,034,828
Variance-Revenue -41,070 -31.855 -89.975  -85.008 -52.830 -80,307 -144.382 7459 -10.575 -52,388 -21.23 -12,523 -865,525
Tentstive Revenues o o 0 0 ] ] a 4,571 24358 3,115 445 1,975 34,462
Frospect Revenue 0 0 0 0 1] 1] o 1975 2,350 19.887 8.726 505 31.243
Market Segments
Caterina Onlv o o a Q 12 2 Z i} o 2 5 5 41
Contract Crew/Permal ] 0 ] Q Q Q o o o 0 ] ] 0
Group - Association/C 113 28 81 15 187 o 48 50 o 20 o9 a 585
Group - Corporate 178 14 473 182 545 308 51 259 113 7T 30 85 2,521
Grouo - Government o ] 0 0 59 5 o o 8 0 ] a2 162
Group - SMERFE 225 270 400 337 1568 437 488 810 756 720 213 151 5.443
Group - Tour / Travel 0 0 20 o a 22 o o 0 ] o a3
Unknown Seament T8 25 299 183 149 222 332 443 197 13 15 10 2177
Total 582 568 1,239 727 1.088 281 224 1,368 1.072 1.032 1,082 243 11.006

Daily Tracking

Daily Tracking

The Daily Tracking module allows you to track transient and group rooms for targeted accounts.
Minimally you should post activity by month but you can also post weekly or daily transactions
by account. This module is widely used for tracking LNR accounts.
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Print the proper tracking report from your property management system that lists the room
nights and revenue information by account.

Switch Properties  Dashboard Event Calendar Reports  Budget My Stuff  Utilities  Quit

Sales

Hatel Date Segment| Type | Corp Mo Fooms Rate: Fm Rev|Event# |Sales|d  |Book
12 1650| 15788 5

| | 2l

Function Diary
{

Daily Tracking

%:q Filter: D ates Between 03/11/2016 and 03/18/2016

To access the Daily Tracking screen, click the Daily Tracking icon on the left menu.
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Daily Tracking — Adding Transactions

.

W3 Tra cking - LAXOT-Presentation Database

Tracking Details

Date: (03142016 -

Corp Moo [ABEOTT-T
Event Mo: | 15732 =

Segment: [T MR -
Rooms:

Rate: 110,

= I

=
=
[}

.

Sales Person:

[=]
4

Rate Tier:
Rate Code:

!

Extended Stay:

o OK X Cancel

Once open, click the Add button.

Choose the date you are posting tracking for.

Choose the account you are posting tracking for.

If the transaction is related to a group booking, choose the Event No.
Verify the segment. Choose a different segment if necessary.

Enter the rooms and rate.

Click OK to sawe.

Repeat process until all transactions are posted.

Click Cancel when finished.
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Dally Tracking — Reporting

:nt Calendar | Reports Budget My Stuff  Utilities  Quit

Account List L
Ccoms | TowRoomNigns |
Group Reports k Total Rooms-7 Day
Group Production Report # Total Rooms-1 Account
Catering Reports r Total Rooms By Day - All Accounts
Sales Call Stat Report Total Rooms By Salesperson
- Market Share r Total Roeoms By Account By Segment
/ Market Segrnent Reports # Total Reoms By Month
ﬁ— Weekly Sales Report Total Rooms By Tier

The first 8 reports under Reports | Accounts are generated from the information posted under the Daily
Tracking module. These reports have various formats and allow you to compare tracking for current year vs
last year along with day of week analysis.

Email Blast - Outlook

Outlook Email Blast using Excel Spreadsheet as
Datasource

Below find steps for importing email addresses into Outlook from an Excel spreadsheet. Once imported,
you will be able to send an email blast for Outlook utilizing these addresses. The steps below detail the
process but you can also refer to a Microsoft support bulletin by clicking the link below.

http://support. microsoft.com/kb/295664

Saving The Excel Spreadsheet To CSV File Format
The first step is to save the Excel Spreadsheet to a CSV format.

1. Open the spreadsheet with the email addresses.

2. Highlight the range of data. Once the range is highlighted, click File | Save As.

3. When the Save window appears, choose a folder to save the file in where you can easily find it later.
Change the name of the file if needed.

4. Choose CSV (MS-DOS) from the Sawve as Type drop down.

5. Click Sawe.

The file is now saved as a CSV file. The next step is importing the file into Outlook.

441112


http://support.microsoft.com/kb/295664

=

| Snaglt Catalo
Folders - d 3

STSR Help

LS00 Server Mananement Studin i
File name: Tour group list -

Save as type: | C5V (M5-DOS)

Authors: Value eway Client

Tags: Add a tag

(~ Hide Folders [s

Tools

-

Save I [ Cancel
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Importing CSV File Into Outlook
The next step is to create a new Folder in your Contact section in Outlook. You will import the information
into that folder.

1. Start Outlook. Click the Contacts button to open that section.
2. Next, right click over the Contacts folder and choose “New Folder”.

% Contacts - Micmsoft&.ltlook

EEiIe Edit View Go Teols Actions Help

i@ANew - | g0 3 X ) &, - W | [ Search address books - | i@ .
@ GoToMeeting = | 55 Meet Mow (5 Schedule Meeting =
03 G da g B2 o
Contacts « || 81 Contacts Mick
2] All Contact Items -
-~ McKenzie, Drexter
My Con 3 .
B Dexter McKenzie
¢ Contact mple Solutions, Inc.
5 Open
Current Vie)
_. ) Open in New Window  [3378-9300 Work
@ Busin npleso @erols.com
Fhe - "w
‘3 Move "Contacts”...
© Addre A e 191
) Detail %y Copy "Contacts"... 332 Main 5t.
& Fhon exandria, VA 22003
= A Delete "Contacts"
() ByCa

-:;. By Co ae  Rename "Contacts'...

, By Lo L Mew Fol o

@ Outlol & MovelUpin Lis
Add New % Move Down in List
Customiz Mark All as Rgad

% Properties

3. Type the name of the new Folder. Below | typed Motor Coach List.

4. Click OK.

<1 Create New Folder lilﬂ
e

- Mame:

Motor Coach List

Folder contains:

| Contact [tems -

03
Select where to place the folder:

= %ﬂ Personal Folders

ﬁ Calendar T
|85 Contacts

& Deleted Items (4
(17 Drafts [73]

[ Inbox (747)
éﬂ Journal b
L@ Junk E-mail [555]

= | Motes
=Wl

»

m

[ OK ] [ Cancel
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Importing CSV File Into Outlook....

5. You now have a new Folder named Motor Coach List

Contacts « || 84 Motor
2] All Contact ltems -
My Contacts =

[@5] Contacts

Current View

*r

@ Business Cards
i) Address Cards

6. Next, click File | Import / Export. When the next screen appears, choose “Import from another
program/file”.

Import and Export Wizard

Choose an action to perform:

Export RS5 Feeds to an OPML file

Expart to a file

Import a VCARD file {,vcf)

Impart an iCalendar (.ics) or vCalendar file {,vcs
Impart from another program or file

Import Internet Mail Account Settings

Import Internet Mail and Addresses

Impart R55 Feeds from an OPML file

7.

8. Click Next. Choose “Comma Separated Values (DOS)"
Import a File

-

Select file type to import from:

ACT! 3.%, 4.x, 2000 Contact Manager for Windows -

Comma Separated Valuss
Comma Separated Valul.g (Windows)

¥, Lotus Organizer 4.x
-A\ I mhie Cirnanizer § v
9. Click Next.

b~

m

10. Click the Browse button and locate the CSV file you saved at the beginning of these instructions.
_ You probably want to choose “Do not import duplicate items”.
Import a File

File to import:

|fWotorCoad'1Names‘l,Tour group list.cav | [Elrnwse
Wf Options
7 _
(") Replace duplicates with items imported
(™) Allow duplicates to be created
i@ Do not import duplicate items

11. Click Next.

477112



STSR Help

Importing CSV File Into Outlook...

. Import a File

Select destination folder:

=-£it Personal Folders
= FH calendar
EI,E_;I Contacts

T
7 g
‘ EI'E Deleted Items

12. Choose the New Motor Coach List folder for the Destination and click Next.

13. In many cases it may be helpful to “Map” the fields from your spreadsheet to the corresponding
fields in Outlook. Click Map Fields. When the next screen appears, you can “drag” the fields on
the left (fields from your spreadsheet) and drop them on the corresponding fields to the right (fields

in Outlook).

Map Custom Fields

==

Drag the values from the source file an the left, and drop them on the appropriate destination field
on the right. Drag the item from the right to the left to remove it from the field mapping.

From: To:
Comma Separated Values (DOS) Microsoft Office Outlook
Tour group list.csv Motor Coach List
Value = Field Mapped from N
MNAME Mame MNAME l—l
ADDRESS E Company
CITY B Department
STATEPROV Job Title
POSTAL CODE
COUNTRY i Business Street
TELEPHOME 5 E""Business Street 2 5
1| 1} [ » 1| i [ 3

14.

15. Once you have the fields Mapped over click OK and you will be returned to the previous window.

Click Finish and the Import process will begin.

Import and Export Progress

| & ~Y

Importing Contacts from Tour group list.csv into 'Motor Coach List’

When the import process is finished you will be returned to the Contact view. You should see all of the
contact/companies you imported. You now hawve these names and addresses in your Outlook Contact
address book under a separate Distribution List. The next step is to create your email and choose this

distribution list for the recipients.
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Creating Your Email

The last step is to create your email in Outlook and drop in the recipients. It is recommended you send the
email to yourself and use the BCC (blind carbon copy) field for inserting the email addresses into. Doing so
will stop each recipient from seeing the other recipients you are sending the email to.

1. In Outlook start a new email message.
2. Click the Bcc field on the top of the email.
3. Click the drop down and choose your new folder.

[ To.. ] |Use Your Email Address Here
[ u
| B |
P ] | Select Names: Motor Coach List u
Subje Search: @ MNameonly () More columns  Address Book

| ||E| Motor Coach List E Advanced Find
— Outiook Address Book

DisplaT  Contacts ail Address

% 30 GOLE [ ———

£ ABER

.. golfvacanze @acentr
. info@adventurecent

£ ADVENTURE WORLD
£ AEROPLAN
GRITOURS

l To -> ] |Use Your Email Address Here |
o> ]| |
Bee - ADVEMTURE WORLD (info@adventureworld.com.au) ; -
AERCPLAN (info @aeroplan.de) ; AGRITOURS {tours@agritourscanada. com) ;
AIR CAMADA VACATIONS oone aCW.Com) ; I:l
/’ AIR JAMAICA VACATIONS (groupsales @airjamaicavacations.com) *

—p ok | el |

4. Highlight the names you want to insert. Click the Bcc button at the bottom of the window and
click OK to insert the email addresses into the Bcc field.

5. You are ready to finish your email and send it.

[ To... ] |U5e Your Email Address Here
Ceed
Bec... 1ST CLASS HOLIDAYS (mail @ 1stdassholidays.com); 3 OCEANS TRAVEL (info@3oceanstravel.com); 30 GOLF (n

ABERCROMEBIE & KEMT (info@abercrombiekent.com); ACENTRO TURISMO (golfvacanze @acentro.it); ADVEMTL
ADVENTURE TOURS (info@atusa.com); ADVENTURE WORLD (info@adventureworld.com.au); AERCPLAN (info
AGRITOURS (tours ritourscanada. com); AIR CAMADA VACATIONS pone acv.com); AIR JAMAICA Vy

Subject: |

Sales Action Plan Module

SALES ACTION PLAN

The Sales Action Plan module is a full-featured project management tool that allows sales
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people to enter and track major sales objectives for the future. Not only can you enter the details
of the Project but assign “Tasks” that are needed to support the Project. Also, you can trace
tasks that are assigned to projects, and these traces will appear with your other traces.

Additionally, you can assign costs, by general ledger code, and produce budget reports making

your budgeting process easier.

G‘ Action Plans - SAVMEK-Holiday Inn Historic Savannah

[F=%EoRFx>

B add Bf Edt ¥ Delete [ Copp % Find SRt - | 0 4 &
Browse Projects | Project Detailz l
S4LES ID|PROJ #|TARGET  |COMPLETED |ACTION |DESCRIPTION -]
LD im 040152006 K.y Account Promations Complete quarterly SW0T analysis
LH = 04/01/2ME6 Ky Account Promotions Cluartely review of LNR accounts
04,1320 6 CWent Trade Show
LH 893 /22206 Client/Prozpectin 3 - On Site Initiate compary of the quarter brea
Projects are lizted in the grid above.
Tasks assigned to the highlighted project.
-
1| | 3
. o
W Add B Edt ¥ Delete [y Copy /

105

105 03/30/2016 Purchaze Airline Tickets

COMP_DATE

This tool bar is used for adding,
editing or deleting Tasks for the
project highlighted above.

L ]

L

Filter: Dates Between 04/01 /2016 and 04/30/2016

The tool bar at the top of the screen is used for Adding, Editing, Deleting or Finding Projects.
Once a Project is added you can then use the tool bar above the lower grid to add Project Tasks.
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Sales Action Plan — Adding Projects

&3 Action Plans - SAVME-Heliday Inn Histornic Savannah [ =[S
W 4dd B Edt ¥ Delete [ Copy # Find ShPint - 40 4 &

Browsze Projects | Project Details

Market Segment: [GCRP

Azzigned To:o (A File Code: Smart Plan: [
Target Date: |04/13/2016 -
Descnption
Project: |Tral:|e Shoves J |E'\fentTlade Show

Additional Project Motes: |Indivizdual appts with individual meeting planners during trade

(Specific Shategy Notes] |show. Froject Evaluation Repeat R ating

™ Definitely
Goal/0Objective: |Increa$e aroup business from meeting planners ¢ Frohably
Additional Goal Motes: |Foorm night business from 4 meeting planners
[Measurable Results) i Mapbe
P : B - - - ™ Probably Mat
Specific Action Motes: |7 entire appointment calendar with pre-planned d
appointments " Definitely Mot

Results:

Froject Cost $: Tasks Cost § Trace Date: [02/30/2016
Estimated §: 2.000.00 1,300.00

Code: |&FI
Actual $: 0.00 0.00
Completed:

Wil v'ou Be Creating Additional Tazks? [& [Yes]
[Mote: You must complete a Tazk screen and azzign a G/L code for budgeting)

To Add a new Project, click the Add button on the tool bar. Below find descriptions of each field:

Assigned To — Salesperson the Project is assigned to.

Market Segment — Segment you are targeting with this Project.

File Code - If the project is related to an account, choose the File Code

Target Date — Target completion date of the Project.

Project — Choose a Project from the drop down list. Project codes can be added in Utilities | Table
Maintenance | Action Plan Codes.

Description — You can describe the project in this field.

Additional Project Notes — Use this space to fully describe the Project.

Goal/Objective — Describe the Goal/Objective of this project.

Additional Goal Notes — If needed, you can use this space to further describe the Goal/Objective.
Results — After the Project is completed, use this space to describe, in detall, if you achieved the
desired Goal/Objective as a result of this Project.

Projected Costs $ - Enter the “Projected” forecast cost of the project. The Actual $ (dollars) under
Project Cost would only be entered after the project is completed.

Tasks Cost $ - The Task Cost fields are “read only”. You cannot enter numbers directly into these
fields; task cost amounts are updated automatically as you add Tasks.

Will You Be Creating Additional Tasks? — Each project should have at least 1 task associated
with it.  This box should be checked if you will be “manually” adding Tasks for the Project. If you
check this box an “Add Task” screen will appear automatically when you save the Project. If you do
not check this box, a Task will be automatically added for you. You may Edit the Task as
necessary.

Trace Date/Code — Use these fields to automatically add a trace for the Project.

Completed — Enter the date the Project is completed.

Repeat Rating — Once you hawe completed a Project, rate the Project for the likelihood of



repeating this Project in the future.

Sales Action Plan — Adding Tasks
Project “Tasks” are the real detail of what processes and activities need to occur to properly

support a Project. Once a Project has been added, you can click on the Add button, on the lower
toolbar on the Browse Project screen, to add Project Tasks.

&¥ Project Tasks =HACH X

Add/Edit Project Tasks

Azzigned To: H!

Froject Due Date: 0441 3/2015 Trade Shows

Task Target Date: |03A1/2016 - 33 Dayz BEFORE Project

Task: |F|egister Faor Conference ﬂ
Tazk Description: |F|egister Faor Conference and Hotel
Tazk Details:
Projected Cost $: 1.000.00 Actual Coszt $: 0.00

G/L Account: | = Completed: -
PO #:

Trace Date: (0309420016 -
Trace Code: |&F1 ==

« OK X Ean-::e||

Below find descriptions of each field:

Assigned To — Salesperson to whom the Project is assigned.
Project Due Date — Project completion due date.

e Task Target Date — Target completion date of the Task you are adding. Once you enter a date and
tab off the field, the number of days before/after the Project due date will be calculated and
displayed.

e Task — Choose a Task Code from the drop down list. Task codes can be added in Utilities | Table

Maintenance | Project Tasks Codes.

Task Description — You can describe the Task in this field.

Task Details — Use this space to further describe the Task.

Projected Costs $ - Enter the “Projected” forecast cost of the Task.

G/L Account — You can assign the cost of this task to a G/L Account. Doing so will allow you to

print a Budget Report detailing the forecast costs by month.

PO # - You can enter a Purchase Order number that is associated with this Task.

Trace Date/Code — Use these fields to add a trace for the Task.

Actual Cost $ - Once the Task is completed, you can enter the Actual Cost incurred for this Task.

Completed — Enter the date the Task is completed.



Sales Action Plan — Find

The Find button on the Project screen allows you to “Find” Projects based on some or all of the
criteria below.

Sales Action Plan Filter

Project Filter

File Code:

Beginning D ate: m
-

Ending Date:

Salesperson

:
Project:

Market Segment: | -]
Repeat Rating: -
Project Status: -

-

Projects Without Reszults:

Open Report As PDF: [

" OK X Cancel \

Fill In Fields ¥ou Would Like To Filter By
Click OK To Filter or Cancel To Abort

Enter information in the fields by which you would like to search. Leave the other fields blank.
The more fields you fill in, the more specific the search.
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Sales Action Plan — Print Report

You have a choice of 6 different reports relating to the Sales Action Plan module in STS. Click on
the down arrow to the right of the Print button on the Projects toolbar. Below please find
descriptions of each report.

&3 Action Plans - SAVME- Heliday Inn Historic Savannah E@
# Add B Edit ¥ Delete [ Copy @ Find S Fint - 4@ &

Browse Projects | Project Detail: SLULE LT e
Budget Report

SALES ID|PROJ #| TARGET  |COMPLETED |ACTIO : -]
Project Report —

LD 1M 04012006 Key A ] terly SWOT analysiz

LH T 040 /2006 Key Ac Project Task Report of LNR accaunts

04132060 [Trade! Project Task 30/60,/90

LH a3 04/22/2016 Client/| 30;"’50,-"90,-‘120 DE}‘ Smar‘tplan (EXCEl:l My of the quartEI brea

-
4| 3

[# Add B Edt ¥ Delete [y Cop

PROJ_MNO |DATE DESC COMP_DATE o

03/11/2016 | Regizter For Conference and Hatel
105 03/23/2016 Research Meeting Planners Attending/R equest Appts
105 03/30/2016 Purchase dirline Tickets

30/60/90 Day Report — This report will prompt you for a starting month, year and salesperson id.
The report will then print all Project activity along with associated Tasks.

Budget Report — The Budget Report will print Task costs, by G/L Code, by Month. You must
add Tasks for each Project and enter the proper G/L Code, on the Task screen, for this report to
be meaningful. If utilized properly, this report is a good tool for budgeting next years'
Sales/Marketing Actions.

Project Report — This report will print all Projects that fall within the criteria entered on the Find
screen. Each Project and the associated Tasks will be printed.

Project Task Report — The main focus of this report are the Project “Tasks”. This report would
be synonymous with a “To-Do” list for the project. It is recommended that this report be printed
on a regular basis to view upcoming tasks and target dates.

Project Task 30/60/90 Report — This report prints project “tasks” in the 30/60/90 day format

30/60/90/120 Day Smartplan (Excel) — This report exports projects, where the Smart Plan box
is checked, to Excel.
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Sales Call Points and Goals

Loading Sales Call Goals / Call Point Values

STS allows hatels to enter their monthly sales call goals, by call type. It also allows a point \alue to be assigned for each call type
potentially making certain call types more valuable than others. Atypical scenario might be a Hotel Tour has a higher \alue than a
Prospecting-Telephone call. In this situation a Hotel Tour should have a higher point value.  Once point \elues are established,
users can aso enter their monthly call goal by call type.

Below are steps for reviewing/setting point values per call type along with steps for loading the monthly call goals by sales person.

Reviewing / Modifying Sales Call Point Values

L Start STS.
2 Click Utilities | Table Maintenance | Sales Call Codes.
3 Highlight the code you would like to revew. Click Edit. The point velue should match the \aelue in the approved chart (see
chart on the last page of this document) field is on this screen. You should ignore the “Minutes” field.
4, If the point \elue varies from the approved \alue (see chart on last page) make the necessary point change and click OK.
[ \E Table Maintenance Iﬁ

[ add [ Edt K Delete B Frinter | | A W

Sales Call Codes

Code |Sales Call Description ﬂ

Client Entertainment

nT Inbound Inguiry Telephone

Lk Left Mezzage

OTF  Outbound Tele Prospecting [Mew
SAT  Outbound Tele Saturation [E :-:istinn—|
OCC  Outside Calls we/No &ppt [Cold Ca
APP Outside Callz w/Preset Appt

&% Table Maintenance @

o OF | x Cancel

Sales Call Codes

Code: |[=:08

Salez Call Description: |E|ient Entertainment

Pointz per Call [at least 1]: 7

Print On Weekly Salez Report: v




Adding /Modifying Sales Call Goals

Start STS.

E O RN o

a1

%§ Table Maintenance

Click Utilities | Table Maintenance | Sales Call Goals.

Monthly call goals can be entered by sales person, by call type.
If adding a call goal, click Add. Enter the sales person’s initials, sales call code, sales call description and “monthly”
goal. Click OK to sawe.

If modifying a goal, highlight the call code, click Edit. Make any necessary changes and click OK.

W add Y Edt X Delete B Piinter || A W

Sales Call Goals

Salez ID| Code
CE ENT
CB T
CB Lk
CB acc
CB aTP
CB PRO
CB SAT
CB SC

4

Salez Call Descrption ﬂ

Dutzide Calls v Preset Appt

Client Entertainment

Inbound Inguiny Telephone

Left Meszage J
Outzide Calls v MO Appt [Cold Call
Outbound Telephone Prospecting [Mew
Propozals

Qutbound Telephaone Saturation

Service Callz-Any Kind Jﬂ
3

\E Table Maintenance

X

Sales Call Point Values

Salesperzon Code:

wWeekly # OF Calls [Goal]:

0K

x Cancel |

Sales Call Goals

i

Sales Call Code: FF

Sales Call Description: |Elutsil:le Calls v/ Preset dppt

.

The codes and goals abowe are only examples. You can modify and customize your call types and point

values to match your specific needs.

If you do not want to use the “weighted” approach by assigning

different point values to your different sales call codes, just set the point value to 1 for each sales call code.
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Printing Goal Report

Finally, you can use the Print button to print a snapshot of the Goals entered. This can make it easy to
review/verify the correct goals are loaded per sales person.

%§ Table Maintenance
[+] &dd Edit 3 Delete Printer | | W M
Sales Call Goals
Salez D |Code | Salez Call Description -
Outzide Calls w. Preset Appt

CB EMT  Client Entertainment

CB T [nbound Inaquine Telephone

"R | b | aft Meecans

Sales Call Goals

Sales Id Call Code Call Description Weekly Goal
CcB APP Outside Calls wf Prese &
CB EMT Client Entertainment 2
CcB IIT Inbound Inquiry Telephc 10
CcB LI Left Message ]
cB QcC Qutside Calls w/ MO A 2
CcB oTP Qutbound Telephone Pi 31
cB PRO Proposals 3
] oAT Muthernmnd Talankams ©0 24

Sales Call Goals

Loading Sales Call Goals

STS allows hotels to enter their monthly or weekly sales call goals, by call type.

Below are steps for loading the sales call goals by sales person.

Adding /Modifying Sales Call Goals

Start STS.

Click Utilities | Table Maintenance | Sales Call Goals.

Monthly call goals can be entered by sales person, by call type.

If adding a call goal, click Add. Enter the sales person's initials, sales call code, sales call description and “monthly”
goal. Click OK tosave. Repeat to add goals as needed.

AN PR
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5. If modifying a goal, highlight the call code, click Edit. Make any necessary changes and click OK.

[ 6 Table Maintenance L!

W add [ Edt X Delste B Printer || A W

Sales Call Goals

Salez ID|Code | Salez Call Description ﬂ

Client Event

Y MBA  Mew Business Appoint

Y OMC  Outzide Maintenance

Y OTH  Other Sales Activity J
Y FRO  Prozpecting Activity

G = Site Wigit/ T our

%§ Table Maintenance (X
XK Cancel |

Sales Call Goals

Salesperzon Code:

kN

Sales Call Code:

Sales Call Description: ||:Iient Ewent

R

Monthly # OF Callz [Goal]:

The codes and goals abowve are only examples. You can modify and customize your call types and point
values to match your specific needs.

Printing Goal Report

Finally, you can use the Print button to print a snapshot of the Goals entered. This can make it easy to
review/\erify the correct goals are loaded per sales person.
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%% Table Maintenance
¥ Add Edit ¥ Delete Eb Printer || A W

Sales Call Goals

Sales |D | Code | Sales Call Description ﬂ

1 Client Event
Vi MB&  Mew Business Appoint
Y QMC Qutzide Maintenance

G OTH  Other Sales Activity |

[Tl (el m ' Aot

Sales Call Goals

Sales Id Call Code Call Description Maonthly Goal
YG CAE Client BEvent 4

YG MNBA Mew Business Appoint 20

YG omMC Outside Maintenance 20

Y& OTH Other Sales Activity ]

Wi oo™ Pracnortinn Artiator AN

Group Budget Data Entry

Loading / Verifying Group Budget Numbers

STS allows you to enter you hotel’'s group budget by market segment. These group budget numbers will
print on two key group reports. The Annual Report by Month and the Group Pace Report. Below find steps
for loading and \erifying your group budget numbers are loaded correctly.

Verify Market Segments

STS allows you to mark your market segments with G for group or | for individual. You should verify your
segments are marked properly. Click Utilities | Table Maintenance | Market Segments. Notice the “(G)roup
or (ndiv’ column.

All group segments should be marked as a “G” type. The actual code used for these two group segments is

not as important as having a Group Corporate and Group Non-Corporate segment available to load your
group budget into STS.
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&3 Table Maintenance

M Add Edt X Delete S Fiiner || 4 B

Market Segments

Code |Segment Deszcription [Glraup ar [|Jndiv | Prefered Seq

COMP [ Complimentary Rooms
COMT Contract Crews
CORL Carporate Local
CORM Carporate Mational
GOY  Government

GCRP Group - Corporate
GGEOY Group - Government
G5MF Group - Smerf

GTUR Group - Tour

GUMI Group - University

[rp R vy R vy ER rr R vy B ey
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Load/Verify Budget

Once you hawe werified your segments you can load/verify your group budget numbers. Click Budget |
Rooms Budget. Verify/change the year as needed. You should see a list of segments if any budget
numbers have been loaded previously. If not, you will be presented with a blank list.

r

\3 Market Segrment Budget
¥ Add [EfEdit ¥ Delete (& Print

Fooms Budget Detailz

Budget Year: 2013 *

-

LOCCODE  [YEAR [SEG  |SEG TYPE [SEGMENT NAME

Click Add. Choose your hotel code and one of your group segments.

\3 Market Segrment Budget E[
] Add [EfEdit X Delete G Print | 14 4 > »i

Browse Budget | Fooms Budget Details
Hotel Code:
Market Segment:

Budget Year:

Avail Rms Occ Rms RHate Room Rev
Period 1
Period 2
Period 3
Period 4
Period 5
Period b
Period 7
Period 8
Period 9
Period 10
Period 11
Period 12

If you are loading new budget numbers you only hawve to key in 4 numbers for each month. Total available
rooms for each month, budgeted occupied rooms, rate and room revenue for the segment you are loading.
Please note, STS does not calculate any of these numbers. You should enter the numbers printed on your
approved budget report. Once you have entered all 12 months, click OK to save. Repeat the process until

you hawe loaded your group budget by segment. You can also load your transient budget if desired.
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Running Reports/Verifying Numbers

The Annual Report by Month (Reports | Groups | Annual Report By Month) is a great report to verify your
group budget numbers. Print this report once you have entered/verified your group budget numbers to
ensure your budget is loaded correctly. This is one of the reports that is being reviewed weekly.

Ewvent Calendar

Reports

Budget My Stuff  Utilities

Quit

Account List

»
Accounts 3

Group Reports 4

Group Production Report L4
Catering Reports L3
Sales Call Stat Report
Market Share
Market Segment Reports L
Email Blast

BAzil kderne

Groups On The Books
GRC By Day
Pace Report

Annual Report By Month
L4 Group Cons ption by Sales Person vs Goals

Credit/Deposit Report
Pickup Report

Carmmiccinn/Rehate Rennrt

After running the report, review the Budget section for accuracy. If you see any discrepancies you would
correct those by reviewing/correcting your budget numbers as describe previously.

Segment: All Segments

Sub-

t: All Sub-

Annual Report

ts

Business Source: All Sources

Salesperzon: All Salespersons

- By Month

Net Rooms - Definite, Tentative and Prospect

Actual + Blocked Rooms

Jan-13 Feb-13 Mar-13 Apr-13 May-13 Jun-13 Jul-13 Aug-13 Sep-13 Oct-12 Now-12 Dec12 Total

Current Year
Definite Rms 250 330 1212 201 861 413 261 51 240 128 189 55 4871
Definite Rev 20,620 52,182 142,205 93,743 87.072 47,225 20,881 8,470 20,081 14,357 14,833 5,558 555,245
Definite ADR 12252 158.13 117.33 104.04 101.13 114.35 118.32 126.86 125.38 11216 87T 101.02 113.99
Tentative Rms o o 114 o 18 113 44 142 e 70 o 55 &3z
Tentative Rev o o 16,146 o 2,392 14,927 4,986 17,858 8,984 8,080 o 6,985 80,248
Tentative ADR 0.00 0.00 141.83 0.00 132.89 13210 113.55 12676 117.95 115.43 0.00 127.00 127.13
Prospect Rms o o o o 315 26 a0 20 o 28 0 o 457
Prospect Rev o o 51,885 4,304 5,540 4,950 o 4,654 o o 75,423
Prospect ADR 0.00 0.00 184.71 168.00 188.00 185.00 0.00 178.00 0.00 0.00 165.04
Total Rms 1,326 201 1,194 552 385 223 316 224 169 110 5,960
Total Rev 158,351 93,743 141,349 86,546 45,417 29278 39,055 27,091 14,833 12,541 711,018
Total ADI 119.42 104.04 118.28 120.55 124.43 131.29 123.59 120.94 87T 114.01 119.20
Budaet Rms 1573 1829 1,854 1,481 1,008 1,430 1,455 1,200 1,346 800 15,340
Budget Rev 185575 214911 201,104 173,988 129,172 185,970 191,345 162,470 165,055 95,570 1,878,828
Budget ADR 117.88 111.41 108.47 119.07 128.15 130.05 131.51 135.39 12263 119.48 122.48
Variance Rms -228 478 -247 -1.028 -880 -80g 843 -1.207 -1,138 -a78 =177 -9,280
Variance Rev -32,004 58,872 27224 121,168 -59,7656 -107 422 83,755 -158.692 -152290 -135379 -150,222 -B3,02 1,167,812
Variance ADR -8.51 20.34 1.44 737 9.91 1.48 372 1.24 782 -14.45 -34.868 -5.45 -3.18

Neote: Actual Pick Up used for dates prior to 03/05/2013

Lead Module

LEADS

The Lead screen in STS allows users to enter and track potential business leads. The screen is laid out
similar to the Sales Call screen but it captures some additional information related to the potential business.

To access the Leads screen locate and click the Leads icon on the bottom left menu.

62/112



STSR Help

Switch Properties  Dashboard Event Calendar Reports  Budget My Stuff  Utilities  Quit

Z
STS
é Sales Tracking System
Version: 3.03yxz

Function Diary

Draily Tracking

&3

63/112



LEADS

When the Leads screen appears, click Add.

\i Leads
4 Add [Efedit X Delete Bz Copy | ) Find & Print [ Proposal <f Letters~ [ Create -
Brodze | Details
|LOECODE [FILE CODE [4CCT NAME LAST First DATE  |LEAD [SALES ID|Phone Ex
\

This screen functions very much like the Sales Call screen.

You would choose an account to file the lead under. You can choose an actual account, if the Lead
is for a company you hawve a profile for, or choose a prospecting account.

Enter or choose the contact information.

Choose dates for the Arrival / Departure dates of the potential business (if applicable)

Choose a code for the Lead Source (where the business came from). If you don't see the
applicable code, additional codes can be added under Utilities | Table Maintenance | Group
Business / Call Lead Origin Codes

You can choose an optional Sales Call code. If you do, a sales call (Activity) will be created for you
and you will credit for the call.

If you want to create a follow up reminder, choose a Trace Date and a Trace Code.

Enter notes about the Lead.

Finally, enter estimated rooms/revenue for this potential piece of business.

If you want the Lead to show on the Browse GRC screen, check the Show On GRC box.

Typically you would not choose an option for “Booked” or “Event No”. These will be used later once
you determine if you win/book the business.

Click OK to Sawe.



LEADS

The Lead screen captures information about the lead including:

- Account/contact information

Arrival / Departure Dates

Potential rooms/revenue including potential

- Source of the Lead

- Notes about the Lead

- You can optionally create a sales call and/or a trace from this screen.

\; Leads

If you want this Lead to show
in the Browse GRC screen,
check this box.

VOI-: xCanceI

Details

Hotel Code: |L&X0OT e Print This Lead

File Code: |ABBOTT-T Aival Date Departure Date Forecasted Rooms/Revenue
Lead For: [4/15/2016 ~ E/24/2016 = | [B/26/2016 - v Show On GRC
R oomes: 15
Account Mame: | Abhott Labaratories RFP Mo: fvg Rate: $149.00
Event Name: Fioom Few B 2,235
Contact Mame: |Mr > |[Dexter M ckenzie Enter the potential
Title: [Sales Leader - West amount of business this Food Revenue:
Address: 2657 Orange Avenue pusiness maygenerate.|  Beyerage Revenue: | |
. ] Fioom Fental:
Citw: |La Crescenta State: [Ty Zip (91214
2 Emait dexter.mckenzie@abbott. com Booked: -
Phote:  |703-555-1212 Ext: Evertt No:
Fax Cell:

S ales Fen: You can choose the Lead Source. If you choose a
ales Rep (DM == Sales Call Code 5TS will create a sales call for you. If
Lead Souwrce: |(COLD === *- you want to create a follow up choose a Trace Date

Sales Call Code: [PQF and an option Trace Code.

Trace Date: |4/20/2016 w | Trace Code: \PFT  ==+| Trace Priority; -

Motes about lead go here... a




LEADS

Once you determine if you have won/lost the business, you can return to the Lead screen and retrieve the
Lead using the Find button.

If you Won the Business

- Click Create | Booking. You will taken to the booking screen where you can enter the booking.

\s Leads
¥ Add [EfEdit X Delete Bz Copy | ) Find & Print [ Proposal <f Letters~ |[4® Create~ | 14 <« > »

1 Account/Contact
2 Contact

Browze | Detals

Hotel Cade: || 20T < [ e =
e Aarival Date Departure Date 4 Lost Business 3
Lead For: -
0ams:
Account Mame: RFF Mo: fwg Rate:
Event Mame:

R oom Reverue:

- Once you create the booking, the Lead will be updated showing the Lead was booked and the Event
# for the booking.
\E Leads
¥ Add [EEdit X Delete By Copy ) Eind & Print @ Proposal < Letters % Create~ | 14 < » b

Erowse Details

Hotel Code: | £ Print This Lead
File Code: Arrival Date Departure D ate Forecasted Rooms/Bevenue
Lead For: A
0oms;
Account Mame: RFP Mo teg Pate:
Ewent Marne:

Room Revenue:
Contact Mame;

Title: Food Revenue:
Address: Beverage Revenue:
Fioom Rental:
City: State: Zip:
9I,E Email: . Booked:
Phone: Eut: Event Mo
Fax: Cell

- C ol Dmees



LEADS

If you DID NOT Win the Business
- Click Edit. Choose NO from the “Booked:” drop down.

\3 Leads

VOI( xCancel

Dretails

Hotel Code: |L&x0T ===
File Code: ABBOTT-T
Lead For: [4/15/2016 =

5 Print This Lead |

Arrival D ate
/2442016 -

Departure Date
B/26/201E «

Forecasted Booms/Hevenue

v| Show On GRC

Roonns: 15
.f-\cEnunt :ame: Abbatt Labaratories RFP Mo Avg Rate: +149.00
W e Foom Revenue: 2,235
Contact Mame: |mr * |Drester Mckenzie
Title: |Sales Leader - 'west Food Revere:
Address: | 2667 Drange Avenue Beverage Revenue:
] ) Fioom Fental:
City: |La Crescenta State: |CA, Zip: |31214
%fg Email: |dester mckenzis@Eabbatt canm Booked: ({1

Phone: |703-555-1212 | Est:
Fau Cell

- Calas Bare IMikd

Eventwi:

- When you click OK to update the Lead you will be prompted if you want to create a Lost Business
Entry. If you click Yes you will taken to a Lost Business screen where you can document why you
did not win the business.

P T

\i \i Lost Business
[+

H Detailz

Hotel Code: (LAax0T Statuz:
File Code: [ABEOTT-T
Ewvent Mo

Lozt Or:

Departure Date

AM5/2016 - 5/26/2016 -

Account Mame:
Contact M ame:

Title:
Address;

= Ciky:
E mail:

Phore:
Fau:

Sales Rep:
Logt Buz Code:
Salesz Call Code:

Trace Date:

Abbott Laboratonies
hdr * ||Dester

bk enzie

2667 Orange Avenue

La Crescenta State: |Ch, Zip:

dexter. mckenziet@abbott. com
Y03-5551212 Ext:
Cell:

Dikd Lead So et

—

N4

=010

w» | Trace Code: Trace Prioriby:;

Roor

Foo
Bewverag
Fi

Motez about lead go here. ..
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LEADS

Leads can also be displayed on the Browse GRC screen. Below are steps on how to display them on the

GRC

1. Check the “Show Leads on Browse GRC Screen” check box. Click Utilities | Configure Hotel Info.
Click the Program Config tab. Locate the “Show Leads On Browse GRC screen” and click it. Click
OK to sawe. Exit STS and log back in

2. Then, when you have a lead you would like to display on the Browse GRC screen, click the “Show
On GRC” box on the lead screen. The lead will be displayed in Green with a status of L (see below)

\5 Leads

Browse GRC

Browsze | Details

Hatel Code:;
File Code:
Lead For:

Account Mame;
Ewent Mame:

Arrival Date

& Frirt This Lead

DM

RFF Mo

All Segments -

¥ Add [Ef edit X Delete Bz Copy | ) Find & Print 3 Proposal <f Letters~ 4 Create~ | i«

Room/Rate Table || Calendar Events
Sun | Maon | Tue | %W
Event # [Booked SP [Seq Event Mame Ay Rate 0424 [ 04525 0426 04,
15?9? 03/24/2016 UM | ToAR (T A4RF 119.00 20 2
LEAD  04M5/2016 DM L AARP 149.00 10 10



LEADS - Print Leads Report

You can Print a Leads report by clicking the Print
the desired filter.

button on the toolbar. Once the filter screen appears, set

Leads that were booked will be noted with “BOOKED” for the status. Leads that were not

booked will be note with “NOT BOOKED” for the status.

&% Leads Filter

o]

Leads Filter

Lead Added On:

04/10/2016 vl

B

Lead For Arrival Date:

Salesperson:

Today's Date: 471532016
Page: 1

x
| File Code: | o]
]_ EventNo: | .|
-3 RFPNo: |
= Account Name: |
Last Name: |
Booked: I—L|

Thru ||:|4.-"1 BA20N6 -

OR

Thru | -

Your Hotel Name Here

Leads Report
File: All Files

Leads On: Between 04/10/2016 and 04/16/2016
Call Types: All Call Types
Salesperson: All Salespersons

File/Evt # Account Name / Date | Description Contact / Phone | Notes Rooms Room Rev Food Rev Bev Rev Rm Rental
ABBO Abbott Laboratories Mr Dexter McHKenzie 15 2235
15799 4/15/2016 DM COLD 703-555-1212
LAXOT Traced: 4202016 PFT Status: sooken d——""
Arrival. 5/24/2018  Departure: 3282018 Motes about lead go here..
AARP-G AARP Kris Ritualo 20 2580
4/15/2016 DM COLD 916566630256
LAXOT Traced: Status: HOT BOOKED
Arrival: 4/252018  Departure: 4/27/2018 \
Sub-Total For: COLD 35 5215 0 0 0
Total-All Leads 35 5215 0 0 0

Eblast Feature



STS — Eblast

Below are the steps for generating an Eblast from STS from the Contacts database. To retrieve all
contacts, click the “Retrieve All Contacts” box on the bottom of the filter screen. You can also export the
contacts to Excel with just a few clicks. Just right click over the grid, once you hawe retrieved the
contacts and choose Export To Excel. Included are steps (see the screen shots below) on how to correct
an erroneous email address if one is found.

The one area that can cause issues are invalid email addresses. | have addressed it below but if you are
trying to export directly to Outlook, and you have an invalid email address (e.g. mball@IBM) Outlook will
stop the process and display the offending email address. It will need to be excluded or fixed before
proceeding.

1
2.

Click Reports | Email Blast.

Click the Filter button to set the filter to retrieve the contacts that match the scope of your email
campaign. The example below filters for all CORP contacts.

Once the contacts appear, click the Check ALL button. STS will put a check mark by all contacts
name who do not have a check mark in the “Do Not Email” column.

Finally, you can click Copy To Outlook to have the checked email addresses inserted into the BCC
field in Outlook, or, you can click Copy To Clipboard. If you choose Copy To Clipboard, STS will
copy the email addresses to the Windows clipboard. You can then “Paste” the email addresses
into another email program (like a web based email program) if you are not using Outlook. If any
email addresses, in the filter, are not correct they will be displayed one at a time. You would locate
the contact (in Contacts) to correct the email address and try the eblast again.

Finally, if you want to Export the contact list to Excel, you can right click over any row in
the grid and choose Export Contacts To Excel. You will find the export file in the C:
\STSR\Export folder. The file name will be EBlastContacts.xls,
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Click the Filter button and set the filter for the contacts you want to include in the Eblast.

-u

%3 E-Blast

. G Contact Filter =RECIAL X
%El Filter ama ™ 0 e

Cortacts | Sales Calls File Code: [ ]
Account Name: | After clicking the Filter button, set
T80 |Do Mot Email [File Code First Name: the filter criteriaand click OK.
Last Mame:
Decizion Maker: [ ]
Sales Person: I:I
Contact Type: | - |
Parent 1D:
Market Segment: |GHCO .- Sub-Segment: l:l
Contacts Added During: I:I Thraugh I:I
Active: Acct Proximity:
Account Type: =
Address 1:
Address 2:
City: |
State:
Zip: Through
a p: | | Though ||
OR
Filter: Use Filter Button Ta Retrie¥g All Contacts O

721112



Click “Check All" to include all contacts. You can uncheck any contacts you do not want to include.

&3 E-Blast f
%ﬁ Filker Un-Check Al = Copy To Outlook | 1% Copy To Clipboard
Contacts | Sales Calls EBlast - Contacts
[~ Only Show Contacts with Email Ac
[Tag |[DoMotEmail|File Code  [bir./Mrs. [First Last [Title |5 ales ID|Email
v 15T UBC Jenea Hawwood MC inhaywoodizisboglobal net
v 2012 WDELK Pam Gifford ather of the Bride MC agifford2iE@hatmail. com
] ACS Beverly lzaac GD
v ADEQUAM Mz, kay Willmarth kR
v AL BUCK A Buck MC azobuck2i@att net
v ALL STAR Dan Schmier MC dan@danthetravelman.com
v ALLSTATEHD M Shane Farley kR jsf197 28y ahoo,. com
v Ak CORVETT Ms, YWicki Townzend kR heldenbrand2(2aol. com
] AMCLASSIC M Joe Corroy kR jdeonroysri@yahoo. com
v AR b el Allen President KR neilyrca35iEgmail. com
v AR br. Steve Halzanmb Reunion Coordinator KR hoke1 3380 gmail. com
] ATR Jean Allen MC heilymica3hEgmail com
v B&S WED K.athy Blizs Bride MC kathleenblizs@sbeglobal. net
v BERGHO Dave Bergland GD dbergland@ncagrp.com
d BJ SPORTS Mick, F.akabeske GO bjzportai@sbeglobal net
v BLSWS Bud W anderberg GD
v BORDOW Diane Szubeczak  Step Mother of Groom MC rad{@wowway, com
' BOKDOWw Ruan Dravig GO
v BORDER BLA  Ms. Kimberly Idland Coach KR idlandszk ating@gmal. com
rl oDovO OO kA 1 1 ] =i O mi miimim T mmre i b g =] PRV [ SUSYS F= PRPTS P PR
[4] |
Filter: Segment = GMCO
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Click the “Copy To Outlook” button to export the email addresses to Outlook. If you are using an email
program other than Outlook (like Gmail) you use the “Copy To Clipboard” button. That will copy the selected
email addressed to the Windows clipboard. You can then Paste the email addresses in the email programs
BCC field.

%3 E-Blast
(% Filter W Check &l Un-Check All ERA Copy To Outlook Eﬂ' Copy To Clipboard
—_— ast - Contacts
Contacts | Sales Calls
If using Qutlook, click the Copy To ™ Only Sha
Outlook button.
[Tag [Do Mot Email[File Cad rrerrrer— . [T

Microsaft Office Qutlook does not recognize “mbenishe @nd,edu”.

If you have used a comma to separate a
commas with semicolons, and then di

es; dick Cancel, replace the
d again.

Select the address to use:

rﬁhlo Suggestiol -

If there are errors in any of the email addresses, Outlook will display them
one at a time. See the error in this address. The user entered a comma
instead of a period.

To correct thig, you will need to click Cancel. Then open the Contacts screen

and look for this contact. It appears their last name is Benishe. Search for Mew Contact...

this contact. After finding this contact, comrect the email address and return

and perform the eblast steps again. oK

A
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If there were errors in one of the contacts email addresses, you can find the contact and correct it. Once
corrected you can export the contacts again.

\E E-Blast \5 Contacts
Add B Edit ¥ Delete Copy N Copy~ Find Proposal Letters =
% 3 Py Py p
Browse O - / .
— Contact Filter
Contacts | Sale ‘E o
|File Ca
Do Mat En File Code:
Account Hame:
Firgt Hame:
Lost Name:
Decizion
Contact Type: -
Parent 1D:
Market Segment: Sub-Segment:
=T Contactz Added During: w» | Through -
Fau:
Cell:
Horme:
13 Emait |rberishe@ind. edu
Birthday: | -

Mot Bulk Email:
tact To Outlook:

Corrected the address

NOTES

Untitled - Message (HTML)

Message Insert Options Format Text |

II_A-'J -+ : calibri(Bo ~ |11~ | AT A7[|3= - i= || ﬂ &igl @ J@ EJ ﬁ Z v ¥ High Importance v

Faste -

=l - =
lm 7 Dl A== =|| Address Check || Attach Attach Business Calendar Signature || Follow | [J Low Importance Spelling
- JF Format Painter — — Book MNames File Item Card~ - Up~ -
Clipboard E} Basic Text = Mames Include Options T || Proofing

This message has not been sent,

YourEmail @GoesHere. com

¥

J C

Send

inhaywood @sbeglobal.net; gaifford2@hotmail.com; azebuck? @att.net; dan@danthetravelman.com; jsf1972@yahoo.com; heldenbrand2@aol.com; jdconroysr @yahoo.com;
neilymca 35 @amail.com; hoke 1938 @amail. com; neilymca35@agmail. com; kathleenbliss @sbeglobal. net; dberaland @ncagrp.com; bisports @sbeglobal.net; rad @wowway. com;
idlandskating @amail.com; joel.boyd @wmich.edu; cdemerino2@amail.com; iskala @alleqganaesa.org; flores @uplogon. com; cynthia. wood @metrogr.org; gearhart@carthage. edu;
martha@sttomskazoo.org; earmst7684@aol.com; lruttschel @helmsbriscoe, com; sridderman 1 @hotmail. com; Imriley326 @sbealobal.net; kukulski @discoverkalamazoo.com;

Subject:

-
]
Tl
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If you want to export the contacts to Excel, right click over the grid and choose “Export Contacts To Excel”.
3 E-Blast =5 ECh|

% Filter ¥ Check &l Un-Check Al E= Copy To Outlook, ﬁﬂ' Copy To Clipboard

EBlast - Contacts

Cortacts | Sales Calls
[ Only Show Contacts with Emaill Addresses

Accdﬂ

Sales ID|Email

kv, AMrs. |First

Do Mot Email |File Code

hiollo ST
v UwA 150 Ei e 1 B MC  bsitsema@gmail.com Ll
v Ll ber. Frank. Barnes *¥ Head Tenniz Coach KR barmes @i, edu Ui
v WALLEY FAM  Ms. WVicky Fierman Events Directar KR VickyPiermari@valleyfamilychurch. org Walle
v WAMNGES Caral Gesaman MC Warr
W WaENRFS RETE Warrniddlecmr GN ianelizeant@nrmail com '\."anrl—|

Catering Budget Data Entry

Loading Catering Budget

Seweral key reports in STS allow you to compare forecasted/actual catering revenue versus your budget. Below are the steps for
loading your catering revenue.

Start STS.

Click Budget | Add/Edit. Enter the year you are entering your budget for (e.g. 2014).
Enter/choose your hatel code (5 letter/number code).

Enter your budgeted revenue by category by month.

Enter the numbers for all 12 months (periods). Click OK to sawe.

abrwdpE
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3 CateringBudget =N EER 555

Choose your hotel code Set the yearyou are Ok x Cancel
entering the budget for,

Budaget Details

Hotel Code:

Budget Year: (2014

Food Rey Bev Rev Room Rental ASY Rev Other Rey
Period 1 33,907 5000 2.000 4,000
Period 2 31a 2000 5,000 4,000
Period 3 52,608 2,000 5,000 5.000
Period 4 73,4 E.000
Period 5 9344 Enter the budgeted revenue by 7,000
Period 6 7.2 category by month. 1,000
Period 7 67274 7.500
Period 8 56,733 3,000 7000 E.000
Period 9 90,005 3,000 7.00d 5,000
Period 10 83,560 6,000 6,000 4 500
Period 11 51,963 5,000 5,000 4,000
Period 12 55,444 £.000 £.000 4.000

Consumption Goals Data Entry

Loading Group Consumption Goals

Consumption Sales Goals
Consumption sales goals are based on group actuals.

Click Budget | Room Consumption Goals.

Set the Year you want to enter goals for.

To add a goal, click the Add button. Fill in the fields.

Click OK to save. You can repeat the process to load goals for as many segments as needed.

E Sl

\3 Consumption 5ales Goals
¥ Add Edit X Delte  Move () Fiint - >

Consumption Goals

Year To Browse: 20133: Property: |><><>{><1 ﬂ

Browse | Details

Hatel Co...|Tear |ID |Salesperson |Segment|Type|TotaIF|ms |.~’-‘«DH |TntaIHevenue| -




\3 Consumption Sales Goals

Erowsze Details

Consumption Goals

Year To Browse: 2013 EI:

.,/ Ok | x Cancel |

Property: |>¢¢¢¢<

Hotel Code:  |:0a0d Market Segment: [C

Year: lml

Occupied Rms

Period 1
Pernod 2
Perniod 3
Period 4
Perniod 5
Perniod 6
Period 7
Perniod 8
Period 9
Period 10
Perniod 11
Period 12

If you have multiple goals by segment, you can add multiple goals.
you have only one goal, enter your goal under any group segment.

—

an3
423
2E5

515

563

77

712
= Fi=]
963
A12

£33

550

ADR.

159.53

155.53
156.34

155.49

164.47

Salesperson: [A5
Revenue

144 056

170.68 72,198
132119 50,330
174.84 90,043
87.563

120,699

155.59 110,780
151,603

15981 154,856
182,891

169.95 117.095
17361 95 485

One for each segment you are budgeted for. If
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The Consumption Goals print on the “Group Consumption by Sales Person vs Goals” report. STS will add up all
goals entered for each sales person and printon “Goal” line on the report (see below).

Event Calendar | Reports Budget My Stuff  Utilities  Quit

‘onsumption Sales

| &dd Edit Market Share r Group Consumption by Sales Person vs Goals
Market Segrnent Reports # Credit/Deposit Repo k |

Account List ’
Accounts r
Groups On The Books
Group Production Report * GRC By Day
Catering Reports r Pace Report E
Sales Call Stat Report Annual Report By Maonth J

Ernail Elast Pickup Report

When you run the report, dates earier than the date you are running the report on will pull from group actuals. Todayand dates until the end
ofthe yearwill pull from Netblocked.

Segm

Sales Person:  All Salespersons

ek Al Seament Group Blocked/Actuals By Sales Person vs Goals
Net Rooms - Definite, Tentative and Prospect

Sales Person Jan-13 Feb-13 Mar-13 Apr-13 May-13 Jun-13 Jul-13 Aug-13 Sep-13 Oct-13 Nov-13 Dec12 Annual Total
Blocked Rooms 184 86 1,108 858 869 526 305 183 318 128 188 110 4,373

ADR 11525 10814 11216 10404 10128 11816 11763 12605  123.59 11332 BTTT 11401 110.30

Groups Revenue 22,3859 9,128 124,382 93,426 88,024 62152 35877 24328 39055 22437 14833 12,541 548,542
Actual Rooms 205 58 1,111 281 132 21 25 8 23 8 0 ] 2015

ADR 11282 10875 10808 10207 11587  118.00 10880 118.00  118.00  119.00 0.00 0.00 108.50

Revenue 23355 10,568 120079 38270 15308 2488 2865 714 3,451 714 ] 0 218623

Fick Up % 105.7%  115.1%  100.2%  42.4%  15.2% 4.0% 8.2% 21% 3.2% 2.0% 0.0% 0.0% 40.5%

Goal  Fooms 203 123 2685 515 563 T T2 575 383 1,112 1] 550 7,453

ADR 158.53  170.88 19218 17484 15553 15534 15558 155409 15981 16447 18995 17361 163.07

Revenue 32385 20884 50830 B0.043  E7.563 120888 110780 151603 154856 182881 117.086 95486 1215324

Variance - Blocked vs Goals Rooms E:] a7 44 283 06 251 407 782 853 814 520 440 2,480
ADR 4428 6454 8003  T0.80 5424 3718 37896 2844 3622 5115 8218 -59.80 5278

Revenue 10,026 11,886 73,452 3,383 461 58,547 74803 -127.275 -115801 -180.454 -102,263 82945 666,782

Variance - Actual vs Goals Rooms 2 24 846 134 431 756 887 g% ] 840 1,108 889 -550 5,438
ADR 4580 8393 8174 7177 3958 -38.34 4899 3649  -40.81 4547 18995 1736 -54.98

Revenue 8030 -10.426 69,148 50773 72,255 -118200 -108115 -150.888 -151,405 -182177 -117.086 95486  -996,701

[ ]
) Actual Rooms ] ] ] ] ] ] ] ] ] ] ] ] ]
Transient ADR. 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

Hotel Budget Data Entry

Loading Hotel Budget

Seweral key reports in STS allow you to compare business booked versus your budget. You must enter your budget, by market
segment, before the budget numbers will appear on these reports.  Below are the steps for loading your budget by market
segmernt.

HOON PR

o1

Start STS.

Click Budget | Add/Edit. Enter the year you are entering your budget for (e.g. 2012) and click OK.

Click Add. Enter/choose your hatel code (5 letter/number code).

Click the Look Up button to the right of the Market Segment field and choose the segment you would like to enter your
budget for.

Enter the requested numbers for each month.  The Avail Rms are the total available rooms in the hotel each month.
The remaining numbers (Occ Rms, Rate and Rooms Rev) should be keyed in from your approved budget. STS does
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not calculate any of these numbers.

o

Enter the numbers for all 12 months (periods). Click OK to save.

7. Repeat steps 3 through 6 for each segment you would like to enter budget numbers for. The Avail Rmsfield will always
be the total available rooms in the hotel each month.

It is important to load the transient and group budgets under their respective segments as the group budget numbers will appear on
the key group reports such as the Annual Report by Month and the Pace Report.

[

&3 Market Segment Budget

Fooms Budget Details

The Available Rooms are the Total
number of rooms in the hotel
times the days in each month.

Hotel Code:

Market Segment:

Budget Year:
\vail Rms Occ Bms

Period 1
Period 2
Period 3
Period 4

Humber of rooms budgeted for
this segment for each month.

Period 7
Period 8
Period 9
Period 10
Period 11
Period 12

Production Goals Data Entry

2012

Market Segment you are
I:IF_ entering the budget for.

-

=n o)
VOI( xCancel

Choose your Hotel Code and

Rate Room Hev

Average Rate and Revenue. You
must type the revenue in from
your approved budget. 5T5 does
not calculate the revenue.

Loading Group Production Goals

Production Sales Goals

Production sales goals are based on booking activity. Production goals are based on how much business a
sales person books during a period of time for the future.

E SR o

Click Budget | Room Production Goals.
Set the Year you want to enter goals for.
To add a goal, click the Add button. Fill in the fields.

Click OK to save. You can repeat the process to load goals for as many segments as needed.
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%3 Production Sales Goals
¥ Add Edit X Delete Move (S Piint ‘ | L »

Production Goals

Year To Browse: I 201?5“ Property: |>¢<}<}¢<-YourHuteIName ;I

Browse | Details

Hatel Ca..|'ear o S alesperzan Seqment | Type | Tatal Rms  |ADR Tatal Revenus | =
2017 DM Dester McKenzie THAT | 14657 $18352 2697126 ||

«¥ Production Sales Goals
M 4dd [ Edt X Delete Move Rt || >

Production Goals

Year To Browse: I 201?3‘ Property: IW-‘(nuantelName LI

Browse | Details

Hotel Code: |>¢¢¢¢< I Market Segment: |TN,.-.\T I
Year: Iﬂ Salezperson: |DM I
Occupied Rms ADR. Revenue

Period 1 932 181.20 177,938
Period 2 1.110 154.30 204 573
Period 3 1,305 180,00 234,900
Period 4 1,265 181.40 229.471
Period 5 1118 179.30 195,320
Period 6 1.520 189,70 288,344
Period 7 1,322 18260 241,337
Period 8 1,183 130,70 225,598
Period 9 1,335 179.20 239,232
Period 10 1301 200.80 261,241
Period 11 1,162 174,30 202,537
Period 12 1.097 175.00 191,975

If you have multiple goals by segment, you can add multiple goals. One for each segment you are budgeted for. If
you have only one goal, enter your goal under any group segment.
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The Production Goals print on the “Group Room Production Reportw/Goals”report. STS will add up all goals entered for
each sales person and printin the “Quota” and “YTD Quota” columns (see below).

Event Calendar | Reports Budget My Stuff  Utilities  Quit

Account List

Accounts

Group Reports

Group Preduction Report Rooms Production Report s Production Report w/Detail
Catering Reports Catering Production Report  # m
Sales Call Stat Report

Market Share

Market Segment Reports ¥
Email Blast

Mail Merge
.rur:-.‘g! TTUCHITY yStem

* gy T ¥

The “Group Room Production Reportw/Goals” will printthe group production, bysales person, for the month specified. ftwill also printany
group production goals entered bysales person.

[ 6 Production Reports ﬁ‘i

Group Rooms Production Report

Hotel Code:
Beginning Month:
Ending Month:

Year: |2017 =
Segment: I I
Met Rooms o
R
Gross Rooms
Include Shippage: [
Open Report As PDF: [

" OK X Cancel |

Group Room Production Report wiGoals
Net Rooms
Segment: All Segments

New Definite Definite Het Rooms ¥TD YD ¥TD Tentatives

Salespersons Definites  Changes Cancels Mights ‘Quota Variance Met Quota Variance MNew Changes Canceled
Eric Griffith Rms 424 -115 -132 T -‘ 123 54 405 228 r e 75 -25 -38
Rev 54580 -12198 -11352 20012 20924 2018 85487 53278.23 12088.77 7841 -3145 -4772

Document Manager

STSR - Document Manager

The Document Manager in STS allows you to upload Word documents and store them in the online
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database. The advantages are you can store copies of your contract templates and letters allowing other
users to easily download them to their computer. This function was designed for storing copies of your
contract/letter merge templates in the STS database. It also is helpful if you have to reload STS on your
computer and want to download your merge templates back to your local computer. Below find the steps
for uploading/downloading documents to/from the Document Manager.

Accessing the Document Manager
To access the document manager, click Utilities | Document Manager.

»' ST5 - Sales Tracking System - 2.68 - McKenzie, Dexter - Red Lion Tacoma - 67.19.11.

Dashboard Reports Budget | Utilities  Quit

Sales Uszer Access
Table Maintenance k

FE, Configure Hotel Info
Browse File

Heclalils Change Password

Advanced Utilities r
Inventory Functions »
Change Validated Field P

= My Profile

Tl s

When the screen opens, it will display any document that are currently in the database.

G‘ Docurnent Manager

i Manane Tndredual Bocuments

=3 o

Document Mame

Docurment Description

Uploaded By Uploaded On |Merge Folder

<Mo data o dizplay:

[ Download Document

l x Hemove Document

Upload Document
&
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STSR - Document Manager

Uploading Documents

The Upload Document button allows you to upload any documents and store them in the database. To
begin the process, click the Upload Document button. The Upload Document window will appear. You can
click the folder icon to the right of the File To Upload line to find the document you would like to upload.
Once you locate the document, and double click on it, the document will appear in the first field. Enter a
Description for the document and click Upload.

F

\E Document Manager E [=]
Manage |ndivdual Documents
Document Mame Upload Document terge Folder
File To Upload: |E:\STSFl'\Cu:untrac:t'\Eu:untrau:t.duu: Ea
Document Description: |'w'|:|n:| Fiooms Contrac
Merge From: |C:A\STSRMCantract -
Upload Document Download Document j,': Hemove Document

After the document is uploaded, you will receive a “Document Uploaded” message. Click OK. You should
see the document in the list. This means a copy of that document is stored in the STS database and is
accessible by anyone who can log into STS. It also show who uploaded the document and the date it was
uploaded.

\E Document Manager EIE

tanage Indivdual Documents

Document Mame Document Description Uploaded By ploaded On | Merge Folder IE'
CONTRACT.DOC Word Roomz Contract Dexter Mok enzie 3242010 C:ASTSRAContracty
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Downloading Documents

The Download Document button allows you to download any documents to your local computer or any
location on your network. To begin the process, click the Download Document button. The Download
Document window will appear. The Document Name and the default folder to download to, will be displayed.
You can change the “Folder To Download To” by clicking the folder to the right of the line. Choose the new
folder you want to download the template to. This location should be the same location where you store
your contract merge templates. Most time you would not need to change the path in the “Folder to
Download To” line.

«3 Document Manager

Manage Indivdual Documents

Document Mame |D|:u:ument Drescription |L||:|I|:|a|:|eu:| By |L||:|I|:ua|:|eu:| On |Merge Fi
CONTRACT DOC —Download Document STSE

File To Download: |EEINTH.-’-‘-.ET.DDE
Folder To Download To |I::‘-.ST5FIHI:DntraI:tH 3

| annlnad| | anncel | L}

If the document exists you may get a “Overwrite Document” message. If you click Yes the document will be
owverwritten with the copy you are downloading.

wcument M ame | Dacument Description | |Jploaded By | 1
NTRACT DOC —Download Document

Document Exists! ﬁ

l L Cwverwrite Document?

Yes | Mo

Once the document is downloaded you will get a “Document Restored” message.

You can also remowve documents from the database by highlighting a document and clicking the Remowe
Document button.

Proposal Path Interface



STS / Proposal Path Interface

Overview
STS has added functionality to interface with Proposal Path.  This interface will allow a STS user to transmit the booking details to
Proposal Path with just a few clicks. The document below describes how to use the interface.

Transmitting Booking Information To Proposal Path

Ifthe STS/Proposal Path interface is configured, you will see a new “Proposal” button on the Booking toolbar. Once you have
entered and saved a booking, click the Proposal button.

W3 Bookings - NC677-Your Hotel Mame Here == =3
[ Add [Bff Edit '] Cancel [y Copy ¥ Delete | Zs Calls € Traces ﬁECatering B Proposal =, Print~ | 4 4 »
Hotel Code:  |MCEFT Status: |0 SING | $E0.00)  TRIP | $1
File Code: (2365 Group Type: [E DOUE [ §103.00 GUAD
Ewent No: | 4753 Segment:  |Fd
account Mame: (1 Building Inspectors Association Amival 172272011 Sales Persor: [BF
EventMame: [MC Building Inspectars Association Departure: | 1/28/2011 Catering Person: |44,
Browse | Booking Detailz | Fooms | Biling | Pick Up | Motez || Dept Motes New Proposal button
EventMo  Salez (D Beginning Date Ending D ate Status FFF Mo
1452011 = | Thiu - -
Quick Search:  File Code Event Mame SR Contact Last Mame -
+) Beagine Wit
Conkaing
[HOTEL [FILECODE  [EWEMT # [EWENT NAME ARRIvA - [DEPARTURE[CONTACT  [5TATUS [oL [5aLEs 0] Rooms|[]
WCE?? 0067 5278 GPWE of Marth Caraling, Inc. Pre-Co 1/21/2011 12172011 Pearce T WoodT o
‘ : MC Building In tion 1 111 Gupton -
HCE?? 0116 5151 Carteret County Chamber of Commen 1/22/2011  1/23/2011 ‘W agoner D M JT 10
WFRF?  MPINALIST R1nA M Indishial Carmemissinn 12402M1 1282011 Pamell n MoK an



STS / Proposal Path Interface

Transmitting Booking Information To Proposal Path

Once you click the Proposal button on the toolbar, the window below will appear. It will recap the File Code, Eventt No, Group
Name and Dates. You can also create a Sales Call and/or a Trace by filling in the optional fields. Click the “Create Proposal”

button to transmit the information to Proposal Path.

\3 Bookings - NCG677-Your Hotel Mame Here

]

HCB?7

[#] Add EF Edit %] Cancel [y Copy ¥ Delete | &b Calls € Traces ﬁECatering & Proposal =, Print~ | 14 < »
Hotel Code:  |[MCEFT Statuz: |0 SING $60.00] TRIP | $149.00
Filz Code:  [236 \3 Post Proposal Data EI@
Ewent Moo | 4752 B
Account Mame: [0 Byildi Post Proposal A
Ewent Marne: idi A,
EE Suldl File Code: [Z36
Browse Booking Detailz Event No: A7ES
Ewent
Group Name: HC Building Inspectors Association
Quick Search:  File Co Dates: 01/22/2011 - 01/28/2011 j @
Optional
[HoTEL [FILE coDE D] Ao
NCETT o0s7 Sales Call Code: |[PRO
MCEF?F 0116 Trace Date: [m/23/2012 -
MCE?F? MCINDUST Trace Code: [PRO -
MCB?7? GEMIMHOUSE
MCE?Y 0027 Mates typed here will be attached ta the optional sales call and trace.
HCE?? GEM SMERF
MCE?? TIDELAKWD
MCB?? 0360
HCB?? CHOCOLATE
MCE?? 0118
MCB?TF GEM SOCIAL
HCB?? GEM SMERF " Create Proposal X Cancel
0549

Once you click the Create Proposal button, you should see the message below. Note the document id. This is a document

number Proposal Path assigns to every proposal created in their system.

Browse | Booking Details

Event No: | 4752

MC Building Inspectors Association

Ewent
Group Mame:

o e LT e
—

O N0 Snnad

=

Quick Search:  Fi

-HEITEL FILE CODE]

STSR

Document Created Successfully! Log Inte ProposalPath and Review The Proposal

WCE?Y  O0&7

MNCE?? 0116

NCE77  MCINDUS —
NCE7?  GEMNINHOUSE |— .

) (E]

RIEEEIE|N
g3
om

1a
40
0

Click OK to close the message window and then Cancel to close the Post Proposal window.  This will retum you to the Booking

screen. You can now log into Proposal Path and review the proposal.



STSR Help

STS / Proposal Path Interface

Review Proposal in Proposal Path
Log into Proposal Path with your usemame and password.

Hotel Sales Toolkit

bluebuzzard

Please sign in with your Bluebuzzard ID

User ID | dmckenzie Password | sessd

[C] Stay signed in

Once logged in, you should see the booking you tranmitted early. You can now review/edit the proposal as needed. Once you
finished making any changes you can send the proposal to the client.

Simple Solutions Test Account

= Documentse - inl] Dashboard © Help ang

Drafts / E

Drafts @&
Total Guest Revenue (Guest Revenue
Actions tomer Title Dates Rooms Rooms) Space)
Foo Abbott Laboratories Abbott Laboratories February 5. 1} $0.00 Rental:
James Golden 2016 - F&B:
[# Edit pott.com February 7,
15 205
] Make a Copy
& Preview al Concepts American Financial Concepts January 7, 30 $5,520.00 Rental: §
| il Delete 2015 - F&B: $0.
) bworks.com January 9,
Rewised 02/03/2015 2M5

Event Calendar

Event Calendar
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STSR Help

The Event Calendar is a new feature that allows you to publish special events to a calendar the entire team
can easily access.

You can access the Event Calendar from the top menu, or by clicking the Calendar button on the right of the
Browse GRC screen.

Switch Properties  Dashboard | Event Calendar Reports Budget

[ et e ]

Dates are shaded on the GRC if there are events for those dates in the Event Calendar. Clicking the
Calendar icon on the Browse GRC screen will open the Event Calendar to that month.

LG0T v'our Hatel M arne Here LI ‘ Bl d h Golljollate et Rooms g dald s rint & E
Dates are shaded if there J Clicking this button will %
are events inthe Event open the Event Calendar
Browse GRC | Room/Rate Table " Calendar Events | calendar for that date

1007 :05/01/2002 UM |GSMF D Douglass & Douglas ‘Wedding 144,00
11136 0BAD4/2012 D'w  GSMF (D LA County Coraner 125.00 15

44T AR anaane A e [ La T T S, nonn
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Event Calendar

Dates can have different colors and notes.

STSR Help

ILAXUT-Your Hotel Name Here j
1
2 3 4 5 6 7 ]
E] 10 1 12 13 14 15
e B B 1ol
16 17 18 19 20 21 22
o — | T |
f AT —
Tour, ]
23 24 25 26 27 28 29
Clicking the Legend button will not only show you the color coding and what each color
represents but you can add/edit event types real time.
@ EventCalendar =]

ILA><DT-Your Huatel Mame Here ;I

ﬂ Table Maintenance

W) add [ Edt X Delete ‘ | 4>

16

Special Event

Special Event

90/112




STSR Help

Event Calendar

You can double click on a date to add/edit the event(s) for that date. Currently the screen can only
display 3 events per date. You can add more but they will not be displayed due to the size of box.

G EventCalendar =n

|L.~’-‘«><DT-Ynur Hobel Mame Here j 0) Legend

—Special Event
0971842012
Z + , - 7
gtadd g Edit =7 Delete ¥ Clos=
AUTOID  |LOCCODE|STARTDATE|EMDDATE |SUBJECT [MOTES | -
» 9/La<0T  09/18/2012  09/18/2012 | Conwention (MEMD) | _
g | 11 LA0T  09/18/2012 | 09/18/2012 | City Wide [MEMD] |~ 14
|| 12/ LAX0T  09418/2012 | 09/18/2012 Tour [MEMDO)
'l |:| 3
16 2
23 28

Merge Account / Change File Code

STS — Merging Accounts / Changing a File Code

Below are the steps for Changing A File Code on an Account, and, Merging two accounts together.
Sometimes you may just want to change a File Code on an account to something different. Other times
you need to merge two accounts together.

Changing A File Code

1

o b~ wWN

o N

Open the account screen. Retrieve the account that will be merged into the account you are
keeping. Note the File Code and Corp No.

Next, click Utilities | Change Validated Fields. Change File Code.

Enter the current File Code (the one that is going away) in the first field.

Enter the new File Code in the second field.

Click OK. STS will change all contacts, calls, traces, bookings etc from the old File Code to the
new one.

If you use the Daily Tracking screen to track accounts, think about changing the Corp No also if it
was similar to the old File Code.

You can change the Corp No by clicking Utilities | Change Validated Fields | Change Corp No.
Enter the current Corp No in the first field.
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9.

10.

Enter the New Corp No in the second field. Click OK.
STS will change the Corp No in the Daily Tracking file.

Merging Accounts

You can easily merge accounts too using the Change Validated Fields | Change File Code option. The first
account will be merged into the 2™, The File Code will be changed on all of the contacts, calls, traces and
bookings under the first file code to the 2™, Once the change is complete the first account will be deleted. If
you hawe tracking posted under Daily Tracking, you will want to change the Corp No also.

11

12.
13.
14.
15.
16.

17.
18.
19.
20.

Open the account screen. Retrieve the account that will be merged into the account you are
keeping. Note the File Code and Corp No.

Retrieve the 2" account, The account you are merging into. Note the File Code and Corp No.
Next, click Utilities | Change Validated Fields. Change File Code.

Enter the first File Code (the one that is going away) in the first field.

Enter the second File Code in the second field.

Click OK. STS will change all contacts, calls, traces, bookings etc from the old File Code to the
new one. Once completed, it would delete the original account.

You can change the Corp No by clicking Utilities | Change Validated Fields | Change Corp No.
Enter the current Corp No in the first field.

Enter the New Corp No in the second field. Click OK.

STS will change the Corp No in the Daily Tracking file.



STS — Merging Accounts / Changing a File Code

w3 Change Validated Fields ==
Change File Code

0ld Code: [ ‘/
New Code:

Segment

or l.'l.rhen Merging Accounts, just type the File
Code of the Account that will go away in
the Old Code. Type the File Code of the

o Account you are merging into, in the New
Beginning On: | Code field. Leave the Segment and

Beginning On blank.

& OK X Cancel

Thiz Option &llows v'ou To Change A YYalidated Field
Al Appropriate Data Files Wil Be Automatically Modified

Total Rooms by Month Report

Total Rooms by Month Report

STS allows you to track account room and revenue production through the Daily Tracking module. You can
post room and revenue actual by account by segment. The tracking information can be printed on a series
of reports under the Reports | Account menu (see below). The information below focuses on the Total
Rooms by Month Report.



STSR Help

Event Calendar | Reports Budget My Stuff  Utilities  Quit

Account List r i

Accounts L Total Reom Mights

Group Reports r Total Rooms-7 Day

Group Production Report  # Total Rooms-1 Account

Catering Reports r Total Reoms By Day - All Accounts
Sales Call 5tat Report Total Rooms By Salesperson

Market Share Total Rooms By Account By Segment
Market Segment Reports Total Rooms By Month

Ernail Blast Total Rooms By Tier

Mail Merge Mew Account Report

Weekly Sales Report

Account Cverview

on 3.03
Account Hit List
The first & reports come from the M
th-End Report r
data posted in the Daily Tracking onth-End Report
module. Maonthly Sales Statistics r
Reoom Revenue Goals Report

The Total Rooms by Month report (Reports | Accounts | Total Rooms by Month) prints a summary of
tracking entered for each company, by month, for a 3 year period. This report gives you a great way of

reviewing year over year activity of the accounts you are tracking. Below see the steps for running this
report.
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Total Rooms by Month Report

Click Reports | Accounts | Total Rooms by Month. Choose the Year you want to run the report for. You can
also filter the information by Sales Person, Parent Code and/or Segment. By default the report is sorted
alphabetically by account name. You can choose to sort the report by room night volume too. Normally
you would just choose the year and click OK.

F )

\3 Account Tracking E@
Total Room Nights By Month Report

Year: 2mz El:
Corp Ho: Sort By

Salesperzon: Account Name (+

Raoom Mights
Parent Code:
Segment:

OR

Segment Type: -

The data is printed for January — December for 3 years beginning with the year chosen.

Report Date05/11/2012 .
P = Total Room Nights Per Account
Sorted On: Account Name
Dates: Between 01/01/2010 and 12/31/2012
Salesperson: All Salespersons
Segment: All Segments
Corp# Account Name Year Rate Total Jan  Feb  Mar Apr  May Jun Jul Aug  Sep Oct  How Dec
AARON Aaron-Mordcai Wedding 2012 50.00 0 0 0 0 0 0 ] 0 0 0 0 0 ]
2011 50.00 0 0 0 0 0 0 ] 0 0 0 0 0 0
2010 88312 50 0 0 0 0 0 0 0 50 0 0 0 0
AARSAND Aarsand Management 2012 20.00 o o o o o o o o o o o o o
2011 $685.00 2 0 0 0 0 0 0 z 0 0 0
2010 50.00 0 0 0 0 0 0 0 0 0 0 0
ALLEGCORF  Allegheny Fower Corporate 2012 86715 108 2 57 35 14 0 0 0 0 0 0 0 0
2011 58877 208 68 52 9 1 a7 5 3 3 ] [ z z
2010 £88.83 804 5 5 48 28 23 44 12 28 125 53 85 80
ALLEGHENY  Allegheny Fower Training 2012 54894 584 4 102 298 118 42 0 0 0 0 0 ] ]
2011 4310 1862 187 134 459 258 58 142 84 57 128 215 528 z
2010 £43.08 1882 1 158 154 120 320 185 118 142 174 374 20 5
ALLIED Allied Waste Mangement 2012 $688.00 18 10 3 5 0 0 0 0 0 0 0 0 0
2011 8083 312 2! 0 0 2 20 71 18 25 1 151 2 0
2010 $62.00 134 14 28 28 5 4 0 H 20 4 7 0 0
AMEYTRAWE Amoriran Fynrocs Trawal Anan &n nn n n n n n n n n n n n n n



Total Rooms by Month Report

The Total Room Nights report derives its data from the Daily Tracking screen (Daily Tracking left menu).

Tracking Details

D ate: |:|5."|1 |:|.-"::;'|:|1 :

Corp No: [ALLEGHENY -

Event No:

Segment:

Rooms:

R ate:

Sales Person: B

y Wj

Rate Tier: (0 =5
Rate Code:

Extended Stay:

' OK X Cancel

N

The Daily Tracking screen is slightly different than the other screens in STS. Once you click the “Add”
button for the first time, to enter a new transaction, you do not have to continue clicking Add to enter
subsequent transactions. Once you click the OK button, to save the entry, you can immediately begin
entering the next transaction. Once you hawe finished entering all transactions, click the Cancel button and
close the Daily Tracking screen.

You may track any number of accounts through Daily Tracking but you should, at a minimum, track your
wolume accounts.

Weekly Sales Report

Weekly Sales Report

The Weekly Sales Report was designed to summarize and print key booking and sales activities for a sales
person. This document will explain each section in detail and where each of these sections derives its
information. Below is a summary of each section. Further in this document each section is explained in
detail.



Weekly Sales Report Sections

Month To Date Totals

New Group Business Booked
New Catering Business Booked
Account Tracking

Sales Call Statistics

Core Sales Call Details/Notes
Lost Business

Target Account List

New Preferred Account

New LNR/Extended Stay Agreements
Completed Traces

Open Traces

Action Plans

Agenda for Next 2 Weeks

To print the Weekly Sales Report click Reports | Accounts | Weekly Sales Report. You will then see a
screen similar to the one below. Set the range of time you would like to print the report for and the sales
person’s initials. You also have the option to include the various sections. STS will remember your choices
and check those automatically the next time you run the report. Click OK once you hawe set the
parameters.

-.5 Weekly Sales Report L-“;hj
Weekly Sales Report
INCLUDE:
Beginning Date: I—LI [ Mew Definite Business

[v Mew Tentative Bookings

Ending D ate: - [w Mew Prospect Bookings
| Lozt Buziness

Salesperson: |—_| [vw Account Hit List/Propects
[ Mew Prefered Accounts

Print Sales Call Motes |« [ LMR/Extended Stay Agreements
[v Account Tracking [ Exclude Generic Accts
Gross Hooms: :
- [ Auction Plans

Met Rooms: (+ [~ Completed Traces

| Open Traces NextWeek
O it ML W [v Scheduls For Mest 2 Weeks
[ Print Booking Goal
[ Ewclude Hotel Statz on Top of Report
[ Don't Print Call Stats
| Calculate MTD Budget Mumbers
Sart Tracking By: Sort Sales Calls By:
* Account A Segment +) Call D ate Descending
Segment / Account Call D ate Azcending
Account Mame/Call Date Dezcending
Account MamesCall Date Azcending




Weekly Sales Report

Month To Date Totals - Actual

The first section of the Weekly Sales Report is the Month To Date totals.

Your Hotel Name Here

Weekly Sales Report

Page: 1 y P Today’s Date:  5/9/2006
' Hotel Code: XXXXX Beginning Date: 5/1/2006
Salesperson: MLH-Mark Howard Ending Date:  5/7/2006

Month To Date Totals: Actual Budget Variance

Occupancy: 86.1 % 85.2 % 00.9 %

ADR: $133.37 $131.40 §1.97

Room Revenue: 5556 325 541,493 13832

RevPAR: $114.63 $111.97 §2.86

STS has several reports that include monthly occupancy and revenue numbers. To sawe users from entering
these numbers multiple times, STS pulls the “Actual” numbers for the Weekly Sales report from the Market

Share screen. Even if you do not plan on printing the Market Share report you need to configure this screen
S0 you can enter your month to date occupancy and revenue numbers to be included in the Weekly Sales

report. Below are the steps for configuring the Market Share Screen.
1. Click Utilities | Competitors. When the screen opens click the Add button.
2. Enter 1 for the Report Order. Enter your hotel name, number of rooms in your hotel and check the
box labeled “Your Hotel”. Click OK to sawe.
3. You do not need to add competitors to this screen if you do not plan on printing the Market Share
report.
w3 Competitors [E=8{Eo ==

W add B Edt X Delete || 4 ®

Browse | Details

Hotel Code:
Report Order:
Hotel Hame:
Available Rooms:

Your Hotel:

You can close the Competitors screen. The next steps will be for entering the month to date numbers.



Weekly Sales Report

Month To Date Totals - Actual

The next step is to add your hotel to the Market Share screen and begin entering your monthly

occupancy/revenue stats.

1. Click Budget | Market Share. Enter the current year. Click OK.
2. Click Add. Click the drop down arrow to the right of the “Enter Data For Hotel” line. Choose your

hotel.
3. Check the box labeled “Your Hotel”.
4. Click OK to sawe.

You have now added your hotel to the Current Year Market Share data set. You do not need to “Add”
your hotel again for the current year. Each time you visit this screen, to update your monthly
occupancy/revenue numbers, you will highlight your hotel and click Edit. You can then update the

numbers and click OK to save.

.

¥ Add/Edit Market Share Data
¥ Add [EfEdit X Delete | |4 < » P

Browse Hotels | Detail Hotel Data | Mates

Hotel Code:

Enter Data For Hotel:

Your Hotel:

Availl Rms Days Occ %
Period 1

Penod 2
Period 3

Period 4
Penod 5

Period 6

- [ ]

Rate

-

=3 HoR(Ex5

Notice how for Period 4 (April) | have only entered “7” for the number of days. You only need to enter the
number of days that have transpired for the current period. Each week you can rewsit this screen and
update the number of days that have transpired so far during the current month. You will also enter updated
month to date occupancy percentage and month to date average rate. Once you have updated the numbers
click OK to sawe. The updated “Actual” numbers will print on the top of the Weekly Sales Report under the

Actual column.



Weekly Sales Report
Month To Date Totals — Budget

The next step is to add your hotels budget so budget numbers will appear on the top of the Weekly Sales
Report. These budget numbers will print on a number of other reports in STS also. The budgets in STS
were designed to be loaded by market segment. This allows you to load your transient budget separate
from your group budget. If your budget is not broken out by segment you can load the entire hotel budget
under one segment but, it is recommended you load it for each segment you have a budget for.

Below are the steps for entering your rooms budget.

Click Budget | Rooms Budget. When the Market Segment Budget screen appears, click Add.
Choose your hotel code from the look up list.

Choose the market segment, from the look up list, you would like to enter budget numbers for.
Choose the Year you are entering budget humbers for.

Fill in each field for all 12 periods. Click OK to sawe.

abrwpnpE

The Avail Rms column is the “total” available rooms each month. Repeat this process until you have loaded
your entire hotel budget.

.

w3 Market Segment Budget
[¥] Add B Edit X Delete (Print | 4« » w

Browse Budget | Rooms Budget Details
Hotel Code:

Market Segment:

Budget Year:

Avail Rms Occ Rms Hate Room Revy
Period 1
Period 2
Period 3
Period 4
Period 5
Period &
Period 7
Period 8
Period 9
Period 10
Period 11

Period 12



Weekly Sales Report

New Group Business Booked

The next section of the Weekly Sales Report prints new group business booked during the specified time

period. Definite bookings are included automatically. You can also include Tentative and/or Prospect

groups. Groups are included if they have a Booked Date or turned Definite during the specified time period.

New Business Booked: Net Rooms. Definites, Tentatives, Prospects

I[Egge Event # Account Name Sales lds Status Booked On  Arrival Rm MNts Rate Rm Revenue
LAXOT 13336 McGraw Famitv Hill Experience Reunion ZG1 £G D 03nM2z014 02012014 30 $145.00 4,470
LAXOT 13357 Arkema ZG| £G D 03122014 04/06/2014 168 $155.00 26,712
LAXOT 13407 Travel Wilis Bennet 6] G D 031172014 047242014 35 §114.00 3,990
LAXOT 13427 Pacific Oaks College Commencement Group  ZG/ ZG D 03M2/2014 05/02/2014 28 5125.00 3612
LAXOT 13457 Western State Conference Finals ZG1 £G D 03M2z014 040272014 24 §108.00 2616
LAXOT 13487 Pepperdine University ZG) TL D 03122014 05/02/2014 40 $119.00 4760
LAXOT 13482 Slow Fusion Vollevball Group 2G| 26 D 031072014 032712014 60 $105.00 6,540
SUB-TOTAL 385 52,700
LAXOT 13477 Clayton Services Group 1 6] G T 03N0z014 05182014 25 $133.00 3,325
LAXOT 13478 Clayton Services Group 2 2G| 26 T 031072014 05/04/2014 30 $133.00 3,990
LAXOT 13480 Glendale High School S0th Reunion 261 26 T 03noz04 1002412014 30 5125.00 3.870
LAXOT 13517 US Marshals Service ZG1 ZG T 03132014 03/16/2014 32 5133.00 47585
SUB-TOTAL "7 15,441
TOTAL 502 68,141

New Catering Business Booked

The next section of the Weekly Sales Report prints new catering functions booked during the specified time
period. Definite catering functions are included automatically. You can also include Tentative and/or
Prospect catering. Functions are included if they have a Booked Date or turned Definite during the specified

time period.

New Catering Booked: Definites, Tentatives, Prospects

Event # Account Name SID Stat Booked On Arrival Food Bev Rm Rent AV Rev Oth Rev
13488 Anthonv International TL D 03/25/2014 0402272014 2,363 0 250 150 0
13488 Anthony International TL D 0326/2014  04/24/2014 1575 i 250 150 0
13480 Sales Blitz L D 03112014 031202014 1575 i 250 150 0

SUB-TOTAL 5513 i 750 450 0
13491 UC Davis TL T 031102014 04M0/2014 1,575 0 250 150 0
13492 UC Davis TL T 031172014 050972014 1575 0 250 150 0

SUB-TOTAL 3,150 i 500 300 0
13493 Pfizer TL D 03112014 03122014 1,575 0 250 150 0
13483 Pfizer TL D 031152014 03132014 1,575 0 250 150 0

SUB-TOTAL 3,150 0 500 300 0

TOTAL 11,813 0 1750 1,050 0




Weekly Sales Report
Account Tracking

The Account Tracking section will print tracking, per account, entered in the Daily Tracking screen in STS.

Account Tracking 03/09/2014 - 031152014 Year To Date

Corp No Account Name Seq Rooms ADR  Revenue Rooms ADR  Revenue
42E-T 42 Entertainment TLMNR 3 199.00 597 8 199.00 1,592
ATT-T ATT THAT 18 155.22 2794 98 176.11 17,2549
BALL-T Ball Aerospace Corporation TLMR 2 229.00 458 2 229.00 458
DELTEK-T  Deliek THAT 10 171.50 1715 91 17373 15,809
EMC-T EMC THAT 1 206.00 206 14 206.00 2,884
EY-T Ernst & Young THAT 5 173.00 865 35 182 .43 6,385
FEDERAL-T Federal Government - Individual TGOV 44  148.66 6,541 747 139.82 104 442
GUIDE-T Guidance Software THAT 9 171.00 1,539 69 164897 11,383
JPL-T JPL-T TLMNR 29 133.00 3,857 301 133.24 40,105
LOCKHD-T  Lockheed Martin THAT ] 169.00 1,014 20 165.50 3,310
WMAXIT-T Max IT Healthcare, LLC TLNR 8 154.63 1,237 76 163.04 12,291
MCKSM-T McKesson THNAT 7 170.00 1,190 23 170.00 3,910
WMSOFT-T Microsoft THAT 4 19500 780 10 203.50 2035
PARSON-T  Parsons -Individual Travel THAT 156 171.98 26,829 663 174.01 115,366
ROCHE-T Raoche Group THAT 8 206.00 1,648 9 206.00 1,854
SIEMENS-T  Siemens TLNR 5 206.00 1,030 5 206.00 1,030
HEROX-T Herox THAT 10 177.00 1770 93 176.11 16,378

TOTAL 325 54,070 2,264 356,591

Call Statistics —w/Goals

The Call Statistics section will summarize how many of each type of call a sales person has entered into
STS during the specified period of time. These call counts will be multiplied times the point worth of each
call type with a Total Points column being calculated. The Point Goal column will also print and display a
variance of points accumulated points versus the point goal. The Point Goal will be the “calculated” value for
the period of time you run the report for. Let’s say you run the Weekly Sales Report for 7 days. STS will
look at the monthly point goal for each call type. It will then divide that number by the number of days in the
month to get an estimated “daily” goal. It will then multiply that daily goal times the number of days you ran
the report for.

Call Statistics - w/Goals

Total Variance

0] Type Of Call Calls Total Goal Calls wiGoals
SB APP  Appointment 4 3 1
5B Cl Community Involvement 0 1 -1
58 LNR Mew LNR/CNR Account 0 1 -1
5B 0SC Outside Sales Calls 0 3 -3
B PQF  Prospecting Call 2 14 -5
B RFP RFFP= 0 7 -7
5B RGT Book/Re-book Group 3 4 1
SB 35| Site Inspection 3 3 0
5B THMC Telephone Maintenance Ci 6 0 0

Totals 26 36 =16




Weekly Sales Report
Call Statistics — w/Goals

The Goal is a product of the number of calls times the point worth of each call type. By default, each call
should be assigned a value of 1 point unless you are weighting the call types by assigning different point
values for each call type. Below find instructions for reviewing changing the call/point goals. The number of
calls per month can be changed as needed. Approval may be required before changing your call goals.

Reviewing Call Type / Point Values

The call codes and descriptions in this document may differ from the codes and point values you
use but the stepsto review/modify will be the same. To review the call types and point values click
Utilities | Table Maintenance | Sales Call Codes.

[ \5 Table Maintenance &

" OE | x Cancel |

Sales Call Codes

Code:
Sales Call Description: |.-'1‘l.|:l|:n:|intment

Points per Call [at least 1]: 1

Print On Weekly Salez Report: ~

The “Print On Weekly Sales Report” field controls whether the actual notes for this call type prints on the
report.

Reviewing/Modifying Monthly Call Goals

Once you have reviewed the point totals for each call type you can review/modify the monthly call goals as
needed. Below are the procedures for reviewing/modifying the monthly call goals for each type.

Click Utilities | Table Maintenance | Sales Call Goals. For existing goals, highlight the goal and click
Edit. You can modify the monthly goal as needed. To Add a new goal click Add. Enter the Sales Person’s
initials, Sales Call Code, Sales Call Description and the number of calls that should be made each month.
The number of calls, times the point value for each call type, will calculate the month point goal for that call

type.

[ %3 Table Maintenance Lé

W OK | XK Cancel |

Sales Call Goals

Salesperson Code: SE]

Sales Call Code: |APP

Sales Call Description: |.-’-'-.pp0intment

Monthly #t OF Calls [Goall:

.



Weekly Sales Report

Sales Calls — Details

The next section of the Weekly Sales Report will print the sales call details, including call notes, for the call

types that have been marked to be included on the report.

( types where notes will be printed
Sales Calls - APF,BLI, ClI, DMC, EML, GPR, IC, LNR, OSC, PQF, RFP. RGT, 551, TMC, TS,

The codes listed here are the call

Account Name Date
File Code sales D Contact Name/Notes Code Call Description  Phone # Traced  Code
42 Entertainment 0322014 Casszie  Stotis PQF Prospecting Call 626.356.9707 102052014
42E-T 5! Naothing at this time. Maost business stays in Glendale Office
A & E Networks - Biography Chann 03/12/2014 Mr. Dwayne Fowler PQF Prospecting Call G07-382-56844  10020/2014
ARE-G SB No projects in the arsa at this time.
ACS Healthcare Solutions 0322014 Kirsti Walent PQF Prospecting Call BF7-878-9895> 02227215
ACST 5B This company was purchased by Xerox. All rooms are now tracked under Xerox.

Will mark this account inactive for now.
70 5 Lake Office Building 031272014 Wrs. Francine Katz PQF Prospecting Call 526 T95-2124 032472015
TOSLAK-T Sh Mark in active. Do not call this client. Not sure how her namsa got on this,

The codes of the call types that are included in the section are detailed here.

\5 Table Maintenance

 OK x Cancel |

Sales Call Codes

Code:

Sales Call Description: |-‘3'-DDDiﬂtl'ﬂEﬂt

Pointz per Call [at least 1]: 1

Print On Weekly Sales Report: [v ‘—_‘-‘_‘

Once again, the each of the call codes that have the “Print On Weekly Sales Report” box checked will be

included in this section.
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Lost Business Section — The new Lost Business section prints a summary of the lost business entries for
the dates specified. Lost Business entries come from canceling bookings or entering inquiries into the Lost
Business screen. When reviewing the lost business transactions you can tell which ones were canceled
booking as they have an Event Number. Inquiries logged in the Lost Business screen do not.

Lost Business

Event# Group Hame SID  LostOn  Arrival Reason Rms Rm Rev FB Rev Total Rev
13308 UCSD Fencing 205 03/0372014 03/08/2014 Unmet Room Type Nee 12 12 0 1,488
125889 Caltech Chemistry Admissions Group 26 03/05/2014 022772014 Unknown Reason 80 80 0 10,710
13466 Pepperding University ZG 03/12/2014 04/25/2014 Guest Rooms Unavaila 40 40 659 5,429
13408 Ca State Invitational Jr. Golf Tournament 26 031272014 06/28/2014 Disagree w/Cntrct Ten 60 60 0 6,540

TOTAL 202 23488 669 24,167

Target Accounts/Hit List — The Target Account/Hit List section prints accounts that have been marked as a
Hit List account. It also includes important statistics including the last call date, next trace and projected
revenue potential. The potential rooms and revenue come from the Account Profile tab on the Account
screen.

Target Accounts/Hit List i S—
Account Hame SID  Status Added On Last Call Next Trace Potential How Often  Potential
42 Entertainment SB  Hit List 10/26/2007 03/28/2014 04082014 40 Monthby 4,360
A & E Metworks - Biography Channel 3B Hit List 07/05/2012 03M2/2014 1002002014 50 Monthhy 5.950
mr 5B Pipeline 030712007 OTMO/2013

Business Potential
How Many? [40 mmt] TargetRate: | $109.00 /
Foom

Mights ~ How Often? | Manthly ] Revenue Potential $: 4360

How Long? |2 \ Travel Patterns:

Resv. Made By:
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Account Hit List — You can mark an account as a Hit List account on the account screen. Choose Hit List
from the Account Status drop down while adding a new account, or, retrieve an existing account and click
Edit to change the status.

&3 Accounts - LAXOT-Presentation Database EE
[+] Add Edit X Delete [g) Find [y Copy | & Contacts &b Calls €3 Traces 3% Add Booking | 14 < » »
File Code:  [42E-T Account Status: | Hit List Primary Segment.  [TLHE Gieneric Acct:
CopMa: [42ET Sales Persore  [SE National Acct
Parent |D: Local &cct:
Account Mame: |42 Entertainment Key soct:
Lead Source:

Browse | Account Detailz: | Account Profile Contactz | Call: | Traces Mates Groupz | Tracking | ES/LHR Agreements

Account Marme File Code Sales Perzon Status — S
Quick Search: - @_ Seaich | | @ Refrash

+) Beains With Cantains

Potential room and revenue numbers can be entered on the bottom of the Account Profile tab for the

account.
Business Potential /
2 u‘m‘&" . [ $109.00
Roam Hows bMang?: 40 Ik arket] Target Rate: %

Mights How Often?:  |konthly - Fevenue Paotential $: 4360

How Long?: |2 \ Travel Patterns:

Reswv. Made By:

New Preferred Accounts — The New Preferred Account section prints new accounts that have been
marked with the Preferred Segment. It also includes important statistics including the last call date, next
trace and projected revenue potential. The potential rooms and revenue come from the Account Profile tab
on the Account screen. The “Preferred” segment is identified by checking the “Preferred Segment” box
under Utilities | Table Maintenance | Market Segments.

New Preferred Accounts Accounts

Room Revenue
Account Hame SID Status AddedOn LastCall HNextTrace Potential How Often Potential
42 Entertainment SB  Hit List 0372014 03282014 04082014 40 Monthhy 4,350
[ \5 Table Maintenance I.é

W OK | X Cancel |

Market Segments

Code: TLMR
Segment Description: |F'lEfE"Bd Accounts

Type [GA]:

waszsh Factor:

ll_
I
Preferred Segment: [ ‘
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New LNR/Extended Stay Agreements — This section will print any new LNR/Extended Stay agreements
that have been added to an account. Once you click the ES/LNR Agreements tab you will find buttons to
Add, Edit or Delete agreements for the account listed.

New LNR/Extended Stay Contracts

Room Revenue

Account Name Agree Type SID Created Start Date End Date Potential Potential Frequency
42 Entertainment LMR Agreement SB 03282014 03262014 120312014 40 4,360 Monthhy
G' Accounts - LAXOT-Presentation Database EE
| M Add [Eff edit X Delete [g] Find [ Copy | £ Contacts s Calls &) Traces [ Add Booking | 14 < » i

File Code:  [42E-T Account Status: [Hit List = Primary Segment.  [TLNR | GenericaAcct [

CopHo: [42ET Sl Pl Mational Acct: [

Parent |D: Local Acct [
Account Hame: |42 Entertairiment | S :l

Key dcct:

i |

ES/LMR Agreements

[ Browsze " Account Details " Account Profile " Contacts " Calls " Traces " MHates " Groups " Tracking

—H 0" Add ] B Edit l [ X Delete

File Code Created On [Agreement Tupe | Description Fooms [a0R Revenue |BeginDate [End Date

—

2014 LMWR Agreement  LMEA Agreement 40 $109.00

Contract } Agreement

Create D ate:

Agreement Type:

D ezcription:

Start Date: | 2/26/2014 -
EndDate:  12/31/2014 =

4c|| ADR: [ $1na,|:u:|| Revenue | $4,360.00

How Often:  Maonthly -

/ux

Rooms:
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Completed Traces — This section will print any completed traces that were completed during the

requested dates.

Traces - Completed

Account Name Trace Date

File Code Completed Sales ID Contact Name/Notes Code Trace Descriptior Phone #
Abbott Laboratories TNRZ2015 KW Francine Masucci cuT AT-Cut Off Date B47-981-8115
ABBOTT-T 1152016

Abbott Laboratories 1132015 W Francine Masucci PROP SC-Proposal Due B47-981-8115
ABBOTT-T 115/2016

Sales Call Notes On - 1040742015 - For- Abbett Laborateries - My notes for 2nd
call on Tues...

Pacific Oaks College 11032015 W Aaren Brvant PFT AT-50 Day Follow U 826-529-3063
PACOAK-G 11572016
Abbott Laboratories 1182015 K WMr  James  Golden THK AT-Thank You 218-580-0758

ABBOTT-T

11512016

Open Traces — This section will print any traces that were due to be completed during the requested

dates but are still open.

Traces - OPEN

Account Name
File Code

Trace Date

Completed Sales 1D Contact Name/Hotes Code Trace Descriptior Phone #

American Financial Cencepts
CETERA-G

B2 KW

Sandra sC- 625-705-8296
Sales Call Notes On - 12/11/2014 - For- American Financial Concepts - Tasia,
Colin, Joanne, Sandra and Carmen attended client appreciation holiday party.
Their annual advisor retreat will be held on 1/715.

Southern California Edison
SCE-T

1112015 KW

Ms. Cindy Luu SC-

Salez Call Motes On - 12/11/2014 - For- Southern California Edison - Diane
Duran and Cindy Luu attended client appreciation party. Thanked them the
business.
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Action Plans — This section will Sales Action Plan projects that have a target date during the report period.

Action Plans
_— Cost Target Date

Action [ Action Notes Goal | Goal Notes Segment Completed Sales D
Brand Marketing Program Participation 0.00 030772014 205G
Rebook and incresse graduation ceremony group GSMF
Contact local colleges for graduation ceremony bookings for this year.
bookings:
Contact previous groups on the books 0.00 03nzrzo4 25
To increase group bookings for the futwrs, GSMF

Masintzin relstoinships with existing clients by rebooking
their groups for this year and next year,
Edae Training 0.00 0332014 25
The end result from the training will help me to GSMF
Register for Edge training classes become a better Sales Manager.
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Next 2 Week Agenda

The final section of the Weekly Sales Report will print the appointments found for the next 2 weeks. This
section will try to print all appointments found for each day. In many cases there is not enough room to
print all of the appointments if a user has entered many appointments for a given day. Even if you do not
use the Appointments screen in STS to track your hourly appointments it is recommended you enter at
least 1 entry each day describing your planned activities for the day. That information will print in this
section and can become an effective communication tool.

Below are the steps for entering entries on the Appointments screen.

1. From the main menu click Dashboard.

2. Choose the date from the calendar you would like to enter data for.

3. Double click in the yellow section to the right of the desired time. And entry should appear stating
“Added Item”.

4, Type your text and press the Tab key.

5. You can use the calendar to choose a different date if desired and repeat steps 5 and 6.

Once again, it is recommended to enter your general daily activities (e.g. “Outside Calls”, “In Office
Telemarketing”) comments in an earlier time for that day to ensure it appears in the last section of the
Weekly Sales Report.

" STS - Sales Tracking System - 3.03ywf - McKenzie, Dexter -

Switch Properties | Dashboard Event Cal

[ ouhboua ||

Sales Person: FW ang - Open Dashboard On Logi

My ApptzfTraces kdy Bookingz/Callz by Account Hit List by Performance Stats

Monday, January 25 =1 4 January, 2016

SMTWT
127 28 29 30 31
2 3456 7

L3

g o0 310 11 12 13 14 :
0 | Outside Sales Calls I 417 18 19 20 21 :
5| 24 25 26 27 28 3
0o .
5 31
i 30 | February, 201
: 10 2 3 5MTW T
5 12 3 4
0 717 8 910 11
11 00 5 14 15 16 17 18 :
20 5| 21 22 23 24 25 ;
w2829 1 2 3
12pm n 6§ 7 8 910
30
1 00
30 -
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Sun

Tue

Schedule For Next 2 Weeks

0242018

014/25/2018 Outside Sales Calls
01/26/2016 Trade show - Chicago
01427/2016 Trade Show - Chicago
01/28/2018 Prospecting - Fairfax Business Park
01428/2018 Office - Telemarketing Calls
014302018

03zme

0212018

02022016

02/03/2018

02042018

02052018

02062018

STSR Help
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