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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.  

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.
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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 

 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 have 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.

Once you click Yes, the Contact screen will open.  Click the Add button.
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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.
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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).  
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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 several places.  The left menu on the main screen, the Calls button on the Account
screen and the Calls button on the Booking screen.  
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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 several 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. If adding 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 itʼs 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 have just saved the Call.  If you chose a Trace Date, a trace was
automatically created also for that future date.
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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. 
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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.
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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. 
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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.
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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 new 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 have 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.
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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.  
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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 have filled in those fields, click OK to save.
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Traces – Printing

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.
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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/service items by clicking the

Menu/Service tab on the catering screen.
5. Once you have added the menu/service 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.
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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.

- 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 itʼs 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)
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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. 

- 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.



STSR Help

21 / 112



STSR Help

22 / 112

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.

- 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.

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.
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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.
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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

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



STSR Help

26 / 112

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/Service
items you will be charging the client for by utilizing the Menu/Service 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/service items.  Once this is complete you can use the Copy button to copy the function, and the
related menu/service items, to a second day.  This will save you significant time by not having to enter the
menu/service items for each day.
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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.

The following are the mandatory fields you have to enter before being able to save the function.
- Date – Function Date
- Start Time – Use the drop down to choose the start time in ½ hour increments.  If the function

needs to start at time different than ½ 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 ½ 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.
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Bookings…Catering

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

- 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 itʼs 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 have 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 signage system if you
use one.

- From Detail Section – This section will fill in automatically when you add menu/service items. 
You canʼt 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, Beverage, Breaks and Special notes sections at the bottom of the
screen.
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Catering - Menu Service

Bookings…Catering – Menu/Service

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

Click the Add button on the Menu/Service 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. 

Bookings…Catering – Menu/Service

Once you choose an item, press the Tab key to move 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 leave it
blank.

Repeat the process adding any needed menu/service items.
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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.
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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.
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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/Service items.
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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.
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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.  



STSR Help

37 / 112

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.
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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.

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.

Backlog Report

Backlog Report

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 itʼs various sections.  To access the report click Reports |
Group Reports | Backlog Report.
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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.
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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
above, to budget.

The next section prints ADR stats followed by Revenue stats.

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

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.  
 

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

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 save.
· Repeat process until all transactions are posted.
· Click Cancel when finished.
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Daily Tracking – Reporting

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 Save as Type drop down.
5. Click Save.

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

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

3. Type the name of the new Folder.  Below I typed Motor Coach List.
4. Click OK.
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Importing CSV File Into Outlook….

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

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

7.

8. Click Next.  Choose “Comma Separated Values (DOS)”

9. Click Next.

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”. 

11. Click Next.
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Importing CSV File Into Outlook…

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).

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.

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 have 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.

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.

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.

 

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

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 detail, 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 have completed a Project, rate the Project for the likelihood of
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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.

Below find descriptions of each field:

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

· 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.
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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.  

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.

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 hotels to enter their monthly sales call goals, by call type.  It also allows a point value to be assigned for each call type
potentially making certain call types more valuable than others.  A typical scenario might be a Hotel Tour has a higher value than a
Prospecting-Telephone call.  In this situation a Hotel Tour should have a higher point value.  Once point values are established,
users can also 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
 
1. Start STS.
2. Click Utilities | Table Maintenance | Sales Call Codes.
3. Highlight the code you would like to review.  Click Edit.  The point value should match the value 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 value varies from the approved value (see chart on last page) make the necessary point change and click OK.
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Adding / Modifying Sales Call Goals
 
1. Start STS.
2. Click Utilities | Table Maintenance | Sales Call Goals.
3. Monthly call goals can be entered by sales person, by call type.
4. If adding a call goal, click Add.  Enter the sales person̓s initials, sales call code, sales call description and “monthly”

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

Sales Call Point Values

The codes and goals above 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.

 

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
 
1. Start STS.
2. Click Utilities | Table Maintenance | Sales Call Goals.
3. Monthly call goals can be entered by sales person, by call type.
4. If adding a call goal, click Add.  Enter the sales person̓s initials, sales call code, sales call description and “monthly”

goal.  Click OK to save.  Repeat to add goals as needed.
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5. If modifying a goal, highlight the call code, click Edit.  Make any necessary changes and click OK.

The codes and goals above 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/verify the correct goals are loaded per sales person.
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Group Budget Data Entry

Loading / Verifying Group Budget Numbers

STS allows you to enter you hotelʼs 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 verifying your group budget numbers are loaded correctly.

Verify Market Segments
STS allows you to mark your market segments with G for group or I for individual.  You should verify your
segments are marked properly.  Click Utilities | Table Maintenance | Market Segments.  Notice the “(G)roup
or (I)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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Load/Verify Budget
Once you have verified 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.

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

If you are loading new budget numbers you only have 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 have 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.

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.

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.
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LEADS

When the Leads screen appears, click Add.

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 have 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 donʼt 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 Save.
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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.
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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. 

-
-  
- Once you create the booking, the Lead will be updated showing the Lead was booked and the Event

# for the booking.

-
-
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LEADS

If you DID NOT Win the Business

- Click Edit.  Choose NO from the “Booked:” drop down.  

-
-   
- 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.

-
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-  
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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 save.  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)
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LEADS – Print Leads Report

You can Print a Leads report by clicking the Print button on the toolbar.  Once the filter screen appears, set
the desired filter.  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.

Eblast Feature
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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 have 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.  I 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. Click Reports | Email Blast.
2. 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.
3. 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.
4. 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.

5. 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.



STSR Help

73 / 112

Click “Check All” to include all contacts.  You can uncheck any contacts you do not want to include.
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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.
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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.
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If you want to export the contacts to Excel, right click over the grid and choose “Export Contacts To Excel”.

Catering Budget Data Entry

Loading Catering Budget

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

1. Start STS.
2. Click Budget | Add/Edit.  Enter the year you are entering your budget for (e.g. 2014).
3. Enter/choose your hotel code (5 letter/number code).
4. Enter your budgeted revenue by category by month.
5. Enter the numbers for all 12 months (periods).  Click OK to save.
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Consumption Goals Data Entry

Loading Group Consumption Goals

Consumption Sales Goals

Consumption sales goals are based on group actuals.

1. Click Budget | Room Consumption Goals.
2. Set the Year you want to enter goals for.
3. To add a goal, click the Add button.  Fill in the fields.
4. Click OK to save.  You can repeat the process to load goals for as many segments as needed.
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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 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 print on “Goal” line on the report (see below).

When you run the report, dates earlier than the date you are running the report on will pull from group actuals.  Today and dates until the end
of the year will pull from Net blocked.

Hotel Budget Data Entry

Loading Hotel Budget

Several 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
segment. 

1. Start STS.
2. Click Budget | Add/Edit.  Enter the year you are entering your budget for (e.g. 2012) and click OK.
3. Click Add.  Enter/choose your hotel code (5 letter/number code).
4. 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.
5. 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.
6. 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 Rms field 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.

Production Goals Data Entry

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.

1. Click Budget | Room Production Goals.
2. Set the Year you want to enter goals for.
3. To add a goal, click the Add button.  Fill in the fields.
4. Click OK to save.  You can repeat the process to load goals for as many segments as needed.
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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 Report w/Goals” report.  STS will add up all goals entered for
each sales person and print in the “Quota” and “YTD Quota” columns (see below).

The “Group Room Production Report w/Goals” will print the group production, by sales person, for the month specified.  It will also print any
group production goals entered by sales person.  

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.

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

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.
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STSR – Document Manager
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.

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

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

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

Proposal Path Interface
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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

If the 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.
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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, Event 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.

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.

Click OK to close the message window and then Cancel to close the Post Proposal window.  This will return you to the Booking
screen.  You can now log into Proposal Path and review the proposal.
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STS / Proposal Path Interface

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

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.

Event Calendar

Event Calendar
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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.

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.
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Event Calendar

Dates can have different colors and notes.

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.
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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.

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

2. Next, click Utilities | Change Validated Fields.  Change File Code.
3. Enter the current File Code (the one that is going away) in the first field.
4. Enter the new File Code in the second field.
5. Click OK.  STS will change all contacts, calls, traces, bookings etc from the old File Code to the

new one.
6. 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.

7. You can change the Corp No by clicking Utilities | Change Validated Fields | Change Corp No.
8. Enter the current Corp No in the first field.
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9. Enter the New Corp No in the second field.  Click OK.
10. 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 2nd.  The File Code will be changed on all of the contacts, calls, traces and
bookings under the first file code to the 2nd.  Once the change is complete the first account will be deleted.  If
you have tracking posted under Daily Tracking, you will want to change the Corp No also.

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

12. Retrieve the 2nd account.  The account you are merging into.  Note the File Code and Corp No.
13. Next, click Utilities | Change Validated Fields.  Change File Code.
14. Enter the first File Code (the one that is going away) in the first field.
15. Enter the second File Code in the second field.
16. 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.

17. You can change the Corp No by clicking Utilities | Change Validated Fields | Change Corp No.
18. Enter the current Corp No in the first field.
19. Enter the New Corp No in the second field.  Click OK.
20. STS will change the Corp No in the Daily Tracking file.
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STS – Merging Accounts / Changing a File Code

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.
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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.



STSR Help

95 / 112

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.

 

The data is printed for January – December for 3 years beginning with the year chosen.
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Total Rooms by Month Report

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

 

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 have 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
volume 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.
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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
personʼs 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 have set the
parameters.
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Weekly Sales Report

Month To Date Totals - Actual

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

STS has several reports that include monthly occupancy and revenue numbers.  To save 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
so 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 save.
3. You do not need to add competitors to this screen if you do not plan on printing the Market Share

report.

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

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.

Notice how for Period 4 (April) I 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 revisit 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 save.  The updated “Actual” numbers will print on the top of the Weekly Sales Report under the
Actual column.
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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.

1. Click Budget | Rooms Budget.  When the Market Segment Budget screen appears, click Add.
2. Choose your hotel code from the look up list.
3. Choose the market segment, from the look up list, you would like to enter budget numbers for.
4. Choose the Year you are entering budget numbers for.
5. Fill in each field for all 12 periods.  Click OK to save.

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

Account Tracking

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

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.  Letʼs 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.
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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 steps to review/modify will be the same.  To review the call types and point values click
Utilities | Table Maintenance | Sales Call Codes.

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 Personʼs
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.
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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.

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

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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Weekly Sales Report

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.

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.
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Weekly Sales Report

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.

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

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.



STSR Help

107 / 112



STSR Help

108 / 112

Weekly Sales Report

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.
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Weekly Sales Report

Completed Traces – This section will print any completed traces that were completed during the
requested dates.

Open Traces – This section will print any traces that were due to be completed during the requested
dates but are still open.
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Weekly Sales Report

Action Plans – This section will Sales Action Plan projects that have a target date during the report period.
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Weekly Sales Report

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.



STSR Help

112 / 112


	Accounts
	Contacts
	Calls
	Traces
	Bookings - Initial Entry
	Bookings - Rooms Tab
	Bookings - Booking Details Tab
	Bookings - Billing Tab
	Bookings - Pick Up Tab
	Bookings - Notes Tab
	Bookings - Dept Notes Tab
	Bookings - Automatic Traces
	Bookings - Catering
	Catering - Menu Service
	Catering - Payment
	Catering - Banquet Check
	Catering - Complete BEO
	Cancelling
	Reinstate a Cancelled Event
	Catering - Merge BEO
	Catering  - Print BEO
	Backlog Report
	Daily Tracking
	Email Blast - Outlook
	Sales Action Plan Module
	Sales Call Points and Goals
	Sales Call Goals
	Group Budget Data Entry
	Lead Module
	Eblast Feature
	Catering Budget Data Entry
	Consumption Goals Data Entry
	Hotel Budget Data Entry
	Production Goals Data Entry
	Document Manager
	Proposal Path Interface
	Event Calendar
	Merge Account / Change File Code
	Total Rooms by Month Report
	Weekly Sales Report

